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TRADING CORPORATION OF PAKISTAN (PRIVATE) LIMITED

Objectives of the Corporation

The Trading Corporation of Pakistan Limited (TCF) was set up as a prvate limited
company in July, 1967, registered under Companies Act, 1913 (now Companies Act,
2017). The shares of the Corporation are owned by the Ministry of Commerce,
Government of Pakistan, Tt was the first move by the Government to introduce state
trading in the country to achieve the following ohjectives:-

» Achieve economy of scale by handling bulk transactions; secure advantages of
price, freight and port-bandling expenses, and prevent leakage of foreign
exchange through such malpractices as over/under invoicing, ete.

a  Stabilize market conditions and neutralize effect of high market prices resulting
from unwarranted escalation by private importers and, ipso facto, act as a check
on disparity between import prices and scarcity prices,

« TCP act to intervene in the market to forestall shortages of essential commodities
and provide the same to the common man at affordable prices, Its price support
initiatives are meant to ensure that growers receive fair price for their agricultural
products,

Board and Corporate Information

The Management of the Corporation is vested in a Board of Directors comprising a
Chairman who is the Chief Executive of the Corporation along with. Six{o4) Directors
nominated by the Government of Pakistan and Five {05) Independent Directors on the
board. The Chairman being Chief Executive is responsible for over-all management and
operations of the Corporation. For day-lo-day operations, the Board has delegated some
of its powers to the Executive Committee consisting of all full-time Executive Directors.

Vision

TCP shall serve the nation as a highly motivated corporate entity responsive to national
needs and modern trading challenges.

Mission

Development of corporate structures managed by professionals.
Continuous human resources development,
Development of weh, [T-based cperational

Optimal u=e of resources and economyl in operations without coly
graality.,
Continuous update on pational and internatiomg
Capacity enhancement,
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TRADING CORPORATION OF PAKISTAN (PVT.) LIMITED B

Chapter: Code of Conduct and Ethics
CHAPTER 1 - CODE OF CONDUCT AND ETHICS

Preface

The standards of conduet in the Corporation are developed to establish a professional
and smooth working environment. The policy has been designed in accordance with the
Corporation’s value to maintain high standards of work environment and for this
purpose it outlines the appropriate behaviors of employees which they are expected to
follow within and outside the workplace. It is utmost responsibility of all the employess
of TCP to ensure the pursuance of the fundamental prineiples of the Code of Conduct and
Ethics prevailing in the Corporation.

Additionally, the Corporation shall be responsible to conduct an Annual Employee
Survey attached in Annexure A to ensure that the Corporation’s eulture is assessed timely

and necessary changes are incorporated to enhance employee satisfaction.
Employees are required to:

» Exhibit highest standards of professionalism, objectivity, impartiality, and
productivity through ones best potential and high competency.

» Perform responsibilities in a manner consistent with TCP's culture by managing time
on duty with focus on quality for the benefit of the Corporation.

= Have a dear picture of the functions and other policies of the Corporation and abide
bw them,

»  Comply with all laws, rules, and regulations applicable to the Corporation,

= Report any instances of misconduct or violation of rules timely an uphold all laws and
regulations relating to TCP's activities.

= Treat all departmental employees, vendaors, staff, with dignity and respect.

« Always maintain absolute integrity. confidentiality, highest standard of lovalty,
maorality, and devotion towards the service in the Corporation.

» Disclose waste, frand, and cormption to appropriate authorities of the Corporation,

« Seek prior permission for absence from duty at work anless the cause of absence
prevents giving notice.

» Prevent the Corporation from the potential risks
» Obey all the lawful orders by the superiors.

» Note/record on file their objective views afd engage in academic documents for
elarity on any izsue,

» Timely dispose off work with quality output,

Page [ 6
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Chapter: Code of Conduct and Ethics
Employees are prohibited from:

Any conflict of interest in the work performed at the Corporation.

Using any influence of high-ranking personnel/bodies or political fgures for
recruitment or favors for promotion, transfer, or deputation or related to any other
matters of the Corporation.

Making unauthorized promises or commitments within or outside the Corporation on
behalf of the Corporation.

Refusing instructions of the Corporation unless documented in writing the reasons
thereof.

Falsifving any records submitted to the or by the Corporation.

[nvelving in any other commission or omission that, in the opinion of the Corporation,
requires/fustifies termination or immediate dizmissal from the employmeant.

[nvolving in any activity that may bring the Corporation under legal implications.
Unauthorized absanee from duty.
Flouting mles of Government of Pakistan and/or TCP.
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Chapter: Code of Conduct and Ethics
1. General Guidelines for Conduct and Ethics

1.1 Work Schedule
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Working Hours:

* The Corporation follows forty {40) work hours per week, with the notified office
timings starting from 8:00 AM and ending at 4:00 PM.

« The employees posted at locations shall follow shift timings notified by their
respective departments.

« Management of TCP reserves the right to cancel or postpone an emplovee’s day
off or suggest an increase in the work hours as and when required in consultation
with the respective General Manager of the concerned employvee and shall he
given in writing.

+ All employees shall follow biometre attendanee registration.

General Rules for Work Schedule;

* 30 minutes grace lime shall be allowed to the employees for marking their
incoming attendance,

* However, in such ease the emploves shall be required to complete 8 workday
holirs,

* Working hours are fixed subject to the following conditions:
- Employees arriving later than 30 minutes shall he marked as late.

- Three (03) late arrivals shall result in deduction of one (o1) day leave, six (06)
late arcivals shall result in deduction of two (02) days leave, (09) Jate arrivals
shall result in deduction of three (03) days leave.-amv-sabsequent late arrivals
shall result in deduction of one (o1) additioms

- For each day late ¢coming by 45 minutesffor more than five (o5) dyyvs, the half

| 4]

Anyone absent without prior approval of ¥e competent authority 2
the intimation to Human Resource Divisiomy.shall result in dedu
day pross salary.

1 withioml
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w . Chaprar: Code of Conduct and Ethics

1.2 Information Protection / Non-Disclosure

Emplovees of TCP are required to protect the information available in any form unless il
is required by law and conveved in writing by TCP management. Corporalion’s
operatons and all related information must be protected.

»  No employee, either during the period of service or thereafter, shall be allowed to
use or disclose to anvone any such confidential information that brings the
Corporation to defamation, litigations or in legal proceedings on false
accounts/fraud,/forgery.

Employee should observe the following principles when dealing with information
relating to the Corporation's objectives:

an Information
about the
Corporation, its
E\’mﬂm, J.tsd
mployees an
n‘lifclr related
Farties:

sInformation an emploves has abeut the corporation and Bz operatiens, as well as
ity previows, current. or potentinl emplovess, supplicrs, and vendors, B sretly
confidential and prehibited fo be osed o anyways escept as allowed by the
Corporation

eBefore sharing any information with ethers in the Corporation, be sure that
ha/she is permitted to do so. Should not disclose confidential vendors information
to any emploves who is not invelved with the fransaction er serviee for which che
infarmation wns pn:!'.-'idud to the nnrp-uruilu-n miafieas h-E,-'BhE e autherized ta do s
in writimg

Comment or provide information on matters related o the Corporation’s
hu_gﬂnua oniby if It is part of his/her job function or be/she is ctherwise authorized
to oo s,

sProtect confidential information: as when communicating electronically by
means of communication induding bue et Umived te email or through otlie
socin]l media channels ote, and maintain the confidentinlite of all cmployes's
personal information,

An emploves should hﬁ aler{t to ﬂunﬂuns in which h?.l'slw miily be:"p-t'rl:ifiw:dhlsm
resenting or s ing for the woperatien on fora, especislly in public
:E-:an unira,%i{mg tiHM'inﬁ imtemet chat roams, bulletin boards, blogs, ete ],

ratem, o

An emploves shonld not make any satement i
horized

regarding corpovation, its business, or its ve
o dh 50,

alf o -
;. unless gpecifically



TRADING CORPORATION OF PAKISTAN (PVT.) LIMITED \XE
Chapter: Code of Conduct and Ethics

1.3 Purchase and Supply

The selection of any vendors shall be done carefully based on defined criteria and shall
subsequently demand all those suppliers to comply with legal requirements and act in a
manner that is consistent with the Corporation’s rules and the policy on conflict of

interest.

1.4 Confliet of Interest

A conflict of interest exists when an emplovee of the Corporation:

slherives any Efrnsnal benetit directly or indirectly, material interest, profit
or advantage by reason of their position in the Corporation.

appiving to do so ngh o company wherein he/she 15 directly or

vl
"‘: AV ": #51 Eiies the company with goods or services, or is attempting to do so or
~ - a benficary.

e indirecthy
Conditions of  *Provides or tries to provide crocial or beneficial information to a company
Conflict of that directly or indirectly provides goods or services to the Corporation,
interest

sAftempts bo acquire or has acquired a business opportunity for
himseli/ bersel

sOffers or receives payment in exchange for transferring information
which can be beneficial for business to a third party.

ols engaged in, or attempting to engage in, directly or indirectly, activities
or businesses that are in competition with the TCP.

A material of personal interest refers to:

= An ownership or interest in any entity with which the Corporation has or may
hae a business transaction or arrangement;

» A compensation arrangement with any Corporation or with any entity or any
individual with which the Corporation has or mav have a transsction or
arrangement; or

* A potential ownership or investment interest in, or compensation arrangement
(maty inelude direct or indirect remuneration as well as gifts, favors and non-
financial benefits thal not substantial) with, any entity or individual with which
the Corporation is or may in future shall be negotiating a transaction or
arrangement,

This policy also applies to the immediate famils

pendents of all the
o

the Corpbration and must provide information fto the management of TCP about any

concerning or possible conflict of interest so that disclosure, if necessary, ismade in time.

All the concerned Directors, committee membersy, staff members and offick
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Chapter: Code of Conduet amd Ethics

# Family members/dependents of all the employees of TCP can benefit from only
the entitled fringe benefits, salaries, and reimbursements for authorized expenses
as set forth in the relevant policies.

s  When a director/emplovee has an interest in a transaction being considered by the
Corporation, the director/employee should disclose that conflict before the board
of directors or to the management of TCP.

« Anyofficer [ board member having a conflict of interest shall not vote or use his or
her personal influence on the matter and shall not be present when the matter is
discussed by the board/relevant committee/forum. The minutes of the meeling
shall refleet that a disclosure was made prior, and the abzentesizm of the
officer/board member was because of the contlict.

Warkplace Environment

1)

a) Protection of Corporation’s Assets and Eguipment:

The Corporation’s assets, whether in physical or intangible form, are intended Lo help
employees achieve business goals. Damaged, stolen, misused, or wasted company assefs
impact negatively on the operational and tinancial performance of the Corporation.
Corporation’s assets must be inventoried and prevented from damage and must not be
destroved in anyway where authorized in writing, so they all shall be used for legitimate
business purposes only. Emplovees must not use Corporation resources, such as
phatocopy machines or telephones for personal use if there are significant increased
costs and other employees are not being distracted or incomenienced.

The Corporation’s personnel shall not:

+ Permit use of the funds or assets of the Corporation for any unauthorized,
unlawful or improper purpose;

» Authorize anyone to make or receive funds or assets on behalf of the Corporation,
where authorized in writing;

» Make or receive any payments or gifts or offers or promises to pay money or give
or receive anything of value to or for the benefit of any person;

» Appear to be related to obtaining or retaining business with any person, direclting
business to any person, obtaining anyv other advantage in the conduct of business,
or inducing or rewarding the “improper” performance by any person of any
function or activity;

« Make contributions of funds, facilities or services of any kind for any political
PUTpOSE;

» Consent to, or connive in, any of the above,

@

The Corporation is committed to fostering 3 workplace that is safe and founded on fair
employment practices, The Corporation shall respect the rights and dignify of all
employees and believes that every employes is entitled to fair trealment, courfesy, and
respect. The Corporation shall not tolErate involvement i diserimination on any grounds
or harassment in any form.

Page 111



Chapter: Code of Canduet and Ethics

¢} Closing of the Corporation’s premises in case of Natural Disasters

In events of emergencies sach as natural calamities or extreme weather conditions,
earthquake, flood, large fire, law and order sitwations, or electricity power breakdowns
and any other unforeseen circumstances which can disrmupt the operations of the
Corporation for a specified period or longer time, the elosing period of the Corporation’s
premises shall be notified by the management of TCP. In such cases, immediate
opening/elosing, and/or change in work mode in the TCP's office premises, operations
on the gite, shall be approved by the Management of TCP.

1.6 Prevention :’agmnal Corruption

An employee shall not invelve in any acl that may cause reputational risk for the
Corporation including but not limited to, the appearance of any impmopriety that might
discredit or embarrass Corporation or themselves as emplovees of the Corporation. This
includes compliance of all laws, domestic and foreign, prohibiting improper payments or
mducements 1o any person as well as all emplovess are responsible for complying with
this policy:

Gifts/favors to any emplovee of the Corporation, suppliers, vendors H.I'I.-LI
ﬁm:,mmﬁhl officials o amy other entity that a Corporation is
usiness with inany manner, are not allowed,

All cases of corporate gifts shall be subject to approval of relevant authority.

Emplovees muost not imvolve in any material interest, or any favor of any
kird from anvone of workplace and ontzide,

Employess must cooperate to ensure that the Corporation adheres to
appropriate official standards and ethes in personal and professional
interactions.

Frandulent activities performed within the Corporation or fraud intended
to defame the Corpomation or detaming its officers, shall be prevented,

17 Personal Records of the Em F]-.;:lll.'-EE-'ﬁ

A complete record of the service of an employee shall be maintained in prescribed
forms/templates.

s An emplovee shall not have access to b i rt(z), but he/she
shall be informed in writing of any adVerse remarks, relating th remedial defects,

position or cortecting himself herself,
remarks for that yoar shall be suppli
» Confidential records of officers and st shall be maintained /by the Human
Resouree Division.

Page | 12



TRADING CORPORATION OF PAKISTAN (FVT.) LIMITED X
Chapter: Code of Conduct and Ethics

1.8 Subwversive Activities

Donations to charitable organizations where Corporation's employees/Board of Directors
have any stake, shall be avoided, or processed strictly in accordance with the Related
Party Transactions Policy of TCF.

_1.':; Esm‘ :J'er:lmeuts

The Corporation is committed to maintaining the safety and secarity of all employess, To
ensure a safe workplace and to reduce the risk of violence, the Corporation shall not
tolerate any threats, inappropriate or unethical behavior, or acts or treats of violence

committed against any employee or use of any weapon within the Corporation’s premises.

Violation of this policy shall lead to disciplinary action up te and including
dismissal /termination, as well as prosecution as per law.

1,10 Physical /Mental Abuse or Sexual Harassment / Asszault

No emplovee shall attempt to do any form of harassment, abuse, or assault
(minor/major) to anvone within or outside the Corporation. Harassment of any person
by employee of the Corporation, either reported or ohserved, shall be dealt strietly as per
relevant laws.

111 _ Smoking / Substance Abuse

* Smoking is prohibited in the workspace/premises.

o  Employees must not possess, use or be under the influence of aleahol, inhalants,
or illegal drugs.

* Employees of TCP shall not engage themselves in selling, buying or transfer, or
distribute drugs at workplace or outside.
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1.12 Action / Inguiry / Disciplinary Proceeding

Violation of the above policy may involve nitiation of necessary action/disciplinary
proceedings as per the procedure deseribed below:

Procedure:

: “ Werbal communication to em lovee be his/her immediate Beporting Officer that
[\\/ the emploves has violated a rcEe and/or regulation and that such behsvior shall be

Vel | | improved/changed and ceased for future oceurences with immediate effect.

1\/ Eiglolhs S a7 e

+Formal communication io wribing as & waming is sent to such emplovee by the
. relevant Division once it has been verified thet hefshe has violated & mule and/for
b e ] regulation and may face inguicy consequences for future scourences,

H“‘“\l/ =Based on the written explanation received from the employes, the management may
iniate inguiry proceeding as per Efficiency and Discipline rules.

«Employee shall be notified in woting about the
resilts and consequences,

e - e s a e
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TRADING CORPORATION OF PAKISTAN {PYL,) LIMITED B

Chapter: Beernitment and Selection

CHAPTER 2 - RECURITMENT AND SELECTION

Preface

‘The owverall objective of this paliey is to meet the staffing needs of the Corporation by
recruiting competent and eapable Human Resource/Manpower, who can plan and
exeente the Corporation’s strategy thereby achieving overall objectives in eost and hime
effective manner,

Recmitment and Selection is the process of attracting a poal of potential and qualified

candidates for vacant pogition{z) and eventually seleling the best it candidate amongst
them.

The Recrustment and Sel;e::huu policy 15}‘3 empha.'a& on the ment and shall be fair
and transparent.

alThe Cl:-rpn:l-ratmn h-emg an 3:11.13] Dppﬂrtu.mtj.r 1 promotes div and
inclusion in the workplace by preferening women, di fE:renﬂj abled, minorities nthu:r
than ]]11.I.E|:|.I‘.I'I.b-} if t['ll.‘_'_'.-' are on merit.

| a)All the em ployees-appointed in TCP's head cffice shall be open to work ina any of
Lha uff‘cesﬂt TCP in Pmatﬂn as and whon required. i

g e

| a)The most smtal::he talent having the nght skills, ;;uﬂhﬁc&hnu and experience shall
E-E! hired thereby ensuring the elimination of favoritism and nepotism in the
m’pnrntun:-n

a)0nly individuals having Pakistani nationalities are alng:[hle to hold any post in the
CGt‘pt!!“ﬂ[Lnn unless atherwise &pprm*&d:hythe‘ﬁmrd of TCP.

| The Recruitment shall be sl;rir;tl:.r in adherance with the
{attached in Annexure B).

s of appointment

The policy may be revised, ammended or modified by the Board in all ma
by the Chairman TCP for the matters delegated to kim by the Board

Fage | 16
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- THRADING CORPORATION OF PAKISTAN (PVT.) LIMITED -\_5; -
- Chapter: Recroitment and Selection -

Policy

a) The Board shall be the approving authority for Recruitment and Selection of
Grades-¥1 to Grade-X whereas, Chairman TCP shall be the approving authority
for Grade-1 to Grade-V respectively.

h) Selection Committees of the Corporation, each comprising of at least three (o03)
members of whom one shall be the Chairperson of the Committee, shall be
devised for reviewing the results of assessment test and further shortlisting in the
interview phase.

£} The members of the Selection Eummlttfe for the employees ranging from Grade-
V1 to Grade-X may include following members:

- ﬂ HEAD OF DIVISION
| §

H st
Hesd of Humsan p i rut O Tead of Conserned OEyr{=] nominated by
sl far Banrad Bick Miviskun e I a T

Masagonicnt Coism

d) The members of the Selection Committee for the employees ranging from Grade-
1 to Grade-V may include following members:

(|

Hend of Human Head of Concerned Officer(s) nominnted
Hesoure: Irvisinn by ther mamagernent

HEAD QF DIVISION

e} However, additional members in the Selection Committees can be co-opted by
the Chairman TCP through proper notification as and when required.

f) Appointment to any of the existing or newly ereated per stis) may be
made in the following manner:

-« Direct Recruitment
« Promotion

« Deputation

s Transfer

Fage | 17



TEADING CORPORATION OF PAEKISTAN (PVT) LIMITED %
Chapter; Recruitment and Selaction

g) A candidate to be considered for appointment through direct recruitment and
deputation must fulfil the required eligiblity criteria i.e., qualification, experience,
and age as per the Conditions of Appointment (2o23) attached in Annexure B,

h) The post of the Head of Corporation/Chairman and the vacant postis) of
Executive Directors shall be filled by deputation/transfer from the
Ministries/ Departments of Federal or Provineial Governments.

iy In case any vacant post on Grade-V1 to Grade-X cannot be filled either by the
promotion or direet recrnitment even after advertising the position twice,
deputation maybe requested from Ministries/Departments of Federal
Coverniment,

i) Appointments on the statutory posts i.e., Chief Internal Aunditor, Chief Financial
Officer and Company Secretary shall be on contractual basis with approval of the
Board of Directors,

lz} However, appointments made for statutory posts of TCP for a perind of minimum
three (03) vears at once, which mavhe extendable for a period of two (o2) years
subject to discretion of the management of TCP.

1} The post(s) ranging from Grade-VI and above along with the statutory post(s)
shall be filled on immediate bagis. In such a case, where the post(s) remains
vacant for a period of more than one (01) financial vear then such post(s) shall be
considered abolished.

m) The Board of Directors shall have powers to create permanent posts above the
post of Assistant Managers. However, Chairman TCP is competent to create any
permanent posts egual to and below the post of Assistant Managers in addition Lo
the existing organogram as well as re-naming and re-designation of any post in
the same grades.

n} The Chairman TCP may appoint any individual on high initial pay for a specified
period, in  excephtional cases as  deemed necessary  for  the
progression, sustainability of required performance in the FELOTL.

o) An employee who is considered surplus in the Corptration because of dholished
post, reorganization, restructuring or downsizing/can be assigned any podt with
the same basic pay scale to which he belonged.

p} The son/daughter/spouse of the deceased eipployees shall be given| an

opportunity to be appointed in the Corporation &g any post if they fulfill] the
minimum eligibility eriteria.

Page | 18



Chapter: Recruitment and Selection

2.1  Reeruitment and Selection P;ﬁm;sa
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2.4  Recruitment and Selection Procedure

a) Employvee Reguisition

When an employee is required on a vacancy in any division, the General Manager/Head
of the concerned division should forward a completed Employee Requisition Form
{Armexure C) by attaching brief job deseription. The requirements of the grade to be
filled shall be as per the conditions of appointment (Annexure E).

The completed form shall be sent out to the Human Resource Division for tarther
processing. An acknowledgement from the Human Resource Division regarding the
requisition shall be sent via email to the concerned General Manager/Head of the
Division,

The method of appointment shall be mentioned in Emplovee Requisitiom, Form by
the Human Resource Division as per the guota offdepartmental promotions g direct
recruitment on each post in TCP mentioned in the ¢onditions of appointment {An
H}.




TRADING C PAEISTA ) LIMITED %

Chapter: Recruitment and Selection

The employee(s) requisition in Corporation can be catered with any of the below set
forth methods:

» Internal Arrangement:

It refers to filling the vacancies from within the Corporation among its existing
workforee, which shall be performed by the Human Resource Division:

wm*m-m-
E Internal Arrangement
s =3 e S ==
T
Transfer

i. Promotion

Through promotion, the employees get the oppartunity to enhance their career
growth and development. Emplovee(s) would be promoted based on the
requirements of the next higher grade and service length in TCP, performance
m'ﬁl]LtEltiﬂﬂ report(s) and training regquirements as mentioned in the promotion
palicy,

it. Transfer

Transfers promote cultural diversity and inclusion, as it provides learning and an
opportunity to gain exposure, to adapt different working environments or fulfill the
need of human resouree in the Corparation as and when required.

An employee ean be transferred inter-division, inter-city and inter-province subject
to the prior approval of Chairman TCP, subject to vacaney where the employee is
being transferred.

+ External Recruitment

It refers to filling the vacancies from outside t
deemed to be filled by external recruitment

Huoman Resource Division in one of
the approval of the appointing

The external recruitment is performed by t
the following ways which shall be subject
authority:

Page | 20
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Chapter: Recruitment and Selection

e
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i. DMrect Recruifment

Through direct recruitment, the Corporation shall search for talent with new ideas,
skills, competencies, and extensive experience which shall aid the Corporation in
achieving the long-term goals.

ii. Third Party Recruitment

Third Party recruitment is a method te outsource the Corporation’s recruitment and
selection process for any poest on the discretion of the management of TCP. Human
Resource Division of TCP can hire the services of a Private Recruitment Agency/ HR
Consultancy Firms; Management Consultancies; Professional bodies with the prior
approval of Chairman TCP, To fill the Corporation’s vacant position(s}, third party
may conduel the entire/any part of recruitment process in consultation with the
managzement of TCP or facilitate the Corporation for the purpose.

The Third Party must have highly gualified and relevant experienced professionals to
deliver the services and gather the pool of top-quality candidates in cost and time
efficient manner. They may look out to receive the profiles of prospective candidates
from hoth the private and public sectors, Third Party services shall be bounded to a
mutually agreed eontract, elearly mentioning the scope of work and the fee against
the services to be rendered by the third party. Third party shall be liable to ensure
transparency and confidentiality in conducting the recruitment process which must
bein line with the expectations of the Corporation.

iii. Deputation

The Corperation may fill the post(s) on deputation from the Ministries/Departments
of Federal and Provineial Governments for a period of three {03) vears, extendable to
two (02) mote years if deemed necessary, with mutual agreement of the lending and
borrowing agencies as per standard deputation rules. e ey

In case any vacant post on Grade-VI to Grade-X €annot be filled either bisthe
promotion or direct recruitment even after atlvertising the position twike,
Deputation staff mavbe requested from Miniktries/Departments of Fedechl
Government.
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b} Sourcing Potential Candidates

To source potential candidates on a permanent position for direet recruitment, an
advertisement must be carefully drafted by the Human Resource Division in
consultation with the head of the concerned division and must be approved by the
Exeeulive Committee of Management (ECM). The advertisement which must be well
written and shall remain open to receive applications for a minimum of fitteen (15) days
after the advertisement has been published. The content of an advertisement may

include the following (as applicable):

-
o

Lol i e
‘-'-'!f-';.l-"- ?L'-'a:-‘.'!" o

h.ir:i = _._.‘;,; 'I: i

The Corporation may use any of the following platforms to receive a pool of candidates
against the advertised position(z):
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¢} Resume Collection and Initial Screening

Onece all the applications are received through various
platforms, the Corperation’s Human Resource Division
shall perform initial sereening of the applications based on
the pre-defined eligibility criteria as per conditions of
recruitment {Annexure A). Each application received shall
be assigned a unique code for identification and progress .
tracking at the later stages of the recruitment cyele and for o
tuture vacant positions. ' |

Iﬂ1.|-|.||'|ll|i':l' 1
A summary report of the eligible and non-eligible

candidates shall be prepared by the Human Resource .
Division along with their justifications.

d) Assessments

Candidates passing the initial sereening phase would undergo a test (paper pencil) or E-
Test. The test shall be devised by the Human Resource Division in consultation with the
management of TCP, for the purpose of assessing the cognitive ability and proficiency of
the candidates relevant to the post.

Therefore, the written (paper pencil) or E-test would be comprised of three major

assessrnents areas mentioned below and the candidates shall secure at least 50% marks
to move further in the process.

T —

e PRS- e I NN T T

Note: (Driver, Dispatehy Dak Rider, Forklift Operator, Fire I‘!ghrerf‘ Fire Fighting
Assistant, Duplicate Machine Operator and Mechanic) of Grade-I'V and all posis of
Grade-J to Grade-f1T shall not have to be wnder the mandatory requirement of written
test/E-Test. However, their interviews/skill test (where wpplicable) shall be conductod
after the shortlisting of the applications received through advertisement and Hie
appainting authortty shall be with the Chatrman TCP.

The Selection Commiltee shall be devised for reviewing the results of assessment test
and further shortlisting for the interview phase. Candidates passing the recruitment test
shall be shortlisted for the interviews. Subsequently, the Human Resource Division shall
be responsible for scheduling and arranging the interyiews of the shiTthgted candidates
based on the test result report prepared in a comprefensi

the Human Resource \Division
lerhead followed by a phone call.

All the shorilisted candidates shall be informed b
through email or letter in hard copy on Corporation’s le
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e} Conducting Interview(s)

Panel interviews shall be conducted by the Selection Committees) devised for the
purpose. An Interview Evaluation Form (attached in Annexure [3) shall be used by each
panelist to record the interview evaluations of cach candidate and gauge their
knowledge, skills, experience, and abilities in accordance with the job description of the
required position.

) Selection of the Candidates

For the selection of suitable candidate(s), the respective Selection Committee(s) shall
provide their opinion and discuss their evaluation in the interviews and assessment test
results to mutually decide the selection or rejeetion of each candidate,

« The respective Selection Committee(s) shall provide merit list of not more than
five {05) shortlisted candidates for further process to the Human Resource
Division for each vacancy.

s  HMuman Resource Division shall record the shortlisted candidates recommended
by the Panel using the Interview Evaluation Forms (attached in Annexure D} of
each candidate.

« After completion of Writlen Assessment (test) and Interviews, the successtul
candidates shall be notified via formal letters/emails about the further steps in
the recruitment process whereas, the outcomes of unsuceessful candidates shall
be declared.

e The profile along with the assessment test result and interview evaluation form
(attached in Annexure 1) of the selected candidate(s) shall be sent to the
Chairman TCP for approval on the recommendation of a Selection Committees,

2) Medical and Civil Clearances

Prioe to the offer placement, it is mandatory for the selected candidate to undergo a
medical and civil clearance to ensure their lawful employability and medical fitness. The
medical examination shall be condocted by the authorized Government/Public sector
hospital as assigned by TCP and the purpose of the medical clearance is to ensure the
fallowing:

«  Zero substance abuse;
» Nocontagious disease; and
» Vision test specificatly for drivers.

Once the clearance has been obtained by the concerned Chief Medical Officer of TCP, it
is forwarded to Human Resource Division. Subseguently, Civil Clearance shall be
ohtamed in the following manner:

o Norecord or history of criminal offense or imprisons past or present;

» (Character certificate { Legal); and
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h) Reference Checks

Prior to making the formal offer to an employee, the Human Resource Division would
also reguive authenticating the information given by the applicant to be ensure that it is
given truly upon taking permission by the employvee for his‘her reference cheek. The
following information should be confirmed during reference check:

¥ Authentication of the experience certificates

¥ Assurance of the employee’s credibility and
accountability from the past employer

In case any emplovee is found to be guilty of providing false information or have
deliberately misrepresented the facts or did not disclose any required or important
information, the Corporation shall not issue offer letters to such candidateis).
Upon final selection of the candidate(s), who have been verified, the candidate scoring
top evaluation ratings shall he sent an offer letter to the successtul candidate(s),
reqquesting them to fulfill the reguirements of the further process in case they wish to

accayt,

In cas# no suitable candidate is found against an advertised post or the selected
candidate(s) rejects the offer, Chairman of Board, holds the power to suggest re-
advertisement of the specific position to receive fresh profiles of the eligible candidates
or may mark the vacant position as not hired and instruct the provision of an additional
charge to an eligible and capable existing emplovee.

i) Appointment Letter

Az a prerequisite for joining the Corporation, the selected candidate shall sign the offer
letter within seven {07) working days {starting the day after receipt of the offer letter)
to specify his/her acceptance or rejection of the offer in response. If the same is not
accepted by the candidate in seven (07) working days, the offer shall stand expired.
Onee the offer is acvepted, the candidate shall be required to join the Corporation as
per the joining date mentioned in offer letter, In case the offer is rejected by the top
most selected candidate, the second or the next in the merit list shall be considered tor
appointment,
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The emiployee shall be provided with a formal appointment letter to accept or reject the
employment offer. Based on the terms and conditions of the employment mentioned in
the letterhead of the Corporation provided all doeuments and testimonials have been
submitted and verified by the Human Resource Division.

The appointment letter shall inelude:

= Joining date

« Salary and benefits

« Term and conditions of the
cmplovinent

« Deadline to sign the appointment
letter and revert back

Human Resource Division shall be required to maintain two (02} copies of the
appeintment letter. One (o01) copy shall be for the emplovee and other copy shall be for
the Human Resource Division to be attached in the employee’s personal file.

i} Employvee Joining

The emploves(s) who aecepted the offer and has sent back the signed appointment
letter to TCP shall be responsible to report to the Human Resource Division of the
Corporation on the date of joining mentioned in the Appointment Letter. Upon joining,
emplovee(s) shall be required to fill an Employment Form (attached in Annexure E)
provided by Human Resource Division and fulfill the pre-requisites mentioned in the
Firm

k) Omhoarding and Orientation

Onee the employee(s) has completed the pre-requisites of the emplovment in TCP,
Human Resource Division shall initiate the ﬁtlhm’trd[ng of the Emplu}-'ee follonved by a
formal and short orientation session by the Human Resource Division with the
representatives of the respective division in the Corporation, Along with that an
information/weleome pack that shall contain gll the policies relevant to the position
and Human Resource policies and procedures.

I} Document Verification

their dociments verified by the concerned ant ntjon as per the

requirements of the position which maybhe as fo
o  Valid CNIC

Valid driving license (if applicable)

o Verified educational degrees from the'\Higher Education Commissign (HEC) |

Boards of Intermediate and Seconda
applicable.
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» Professional certification(s) if any
o Wark experience letter(s) if any
»  Domicile (for Grade I-V)

e m— e am o

gﬂ.'|

Note: Any false information or misrepresentation of the documents would lead to
the disgualification/termination of the employment with immediate effect. Such
eandidates would be prohibited from applying in the Corporation on any of the

Juture employment opportunities.

PR = il e e i e e S S

m ) Probation

After the commencement of the employment on permanent post, the employee shall
serve a probation period in which employee’s performance shall be evaluated, During
this period, employees must demonstrate required skills and competencics and o

charismatic attitude to ensure their expected performance against their set KPT's.

The employees ranging from Grade-I to Grade-X shall undergo a probationary
of six (06) months. In case employee does not exhibits satisfactory performance

erid

Fing

probation, the Corporation reserves the right to terminate the employes on the

diseretion of management of TCP.

n) Confirmation

After the successful completion of probationary pertod subject to satisfactory
performance, a confirmation letter shall be issued to the employee subjeet to approval of

the Chairman TCP.

/
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CHAPTER 3 - PROMOTION
Preface

The performance boost of employees is essential by providing them career development
and growth opportunities to enhance their skill set and capabilties in the most effective
and efficient manner by promotion from the current grade to the next higher grade
within the Corporation.

Pmmuhm: policy shall be lmparhal. tmusﬁnt and be based on mﬂﬂ:ﬁnﬁl senfortiy
Er

a)Promations shall be strictly in adherence with Conditions b}f.ﬁ.‘pp:lmhnent (21}23]
as attahced in Annexure B,

LS

a}lTh& ermplovee to be promoted shall fulﬂ]lthe mﬁudnturyﬂﬂtenn ffar Prn;nntmn
fnr[::?p@ei:ﬁﬁ g:gda mentioned in table 3b &nﬂad in the ﬁ}lhmng*pﬂgﬁ

a)An employee shall only be promoted to the nest higher vacant past, if any.
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Policy

a) The Chairman TCP shall be the approving authority for the promotion of all the
emplovees on the recommendation of the Promotion Committee devised for the
PUTPOSE,

b} The Chairman TCP holds the right to approve or reject the recommendations of
the Promaotion Committee by providing either of the reasons in writing,

¢] A Promotion Committee shall be comprising of at least three (03) members out of
whom one (01] shall be the Chairperson of the Committee. Members can be co-
opted by issuing a formal notification in written form. The members of the
committee may inclode:

= Head of Concerned Division
» Reporting Officer / Manager
» Head of Human Resource
= Head of Legal Division
d} The promotion shall be done as per the procedure mentioned in this policy.

e} The promotion shall be effective as per the date of netification mentioned by the
Promotion Committee with the approval of the Chairman TCP.

1 Emplovees ranging from Grade-V1 to Grade-X shall be considered [or promotion
only on the fulfillment of the mandatory criteria i.e., length of service, senionity,
required rating of performance evaluation form {attached in Annexure L) and
mandatory trainings as mentioned in table 3b of this chapter.

a) However, if a vacant position 15 to he filled by the quota of promation for
emplovees ranging form Grade-VI to X, but no existing employee is eligible as per
the criteria, appointment mavhe made on acting charge or by transfer with the
approval of Chairman TCP.

« Appointments made on acting charge shall only be made on the
recommendation of the Promotion Commiltee as per the crileria mentioned
below in table ga.

»  The employee(s) shall perform all the dutics and reponsibilitics of the acting
charge as specified in the job description of the acting charge's position and
can exercise all administrative and inancial powers/entitlements provided for

a permanent / initial appointment in the sam -
»  While determining seniority of such an epiployees for promotio

the appointments made on acting chargeg shall not be counted.

in the future,

« Ifan employee is appointéd on acting chirge then this appointment shall not
confer with any of his/her right for the regular promotion with respect to the
post held on acting chamge.
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The acting charge criteria for next kigher grades is as follows:

=¥

Table 3a: Acting Charge Criteria

‘§.No.  Current  Acting ~ Acting Charge Criteria
Bosty) M SR e R T I"t;rﬁ}rmmm
i =% o ':..'\-'.'-I.-."._'.:'.' 2ify - ﬁﬁ“ﬂ
1 Deputy General Cheerall, At least Good
General Manager twelve  (12) rating in last
Manager Grade- years at Performance
Grade-I1X X experience Evaluation
cvele
a Manager Deputy Crverall, nine At least Good
Grade-VITI Creneral {DQ) vears of rating in last
Manager experience Ferformance
Grade- Evaluation
IX evele
3 Deputy Manager Cverall, At least Good
Manager Grade- seven  [o7) rating in last
Grade-VIl VIII VEATS ot Ferformance
experience Evaluation
eyche
4 Assistant Deputy Overall, five At least Good
Manager Manager {05} vears of rating in last
JJunior Grade- experience Performance
Auditor / VIl Evaluation
Senior evele
Auditor
Grade-V1

h) The employees availing ex-pakistan leave and extra ordinary leaves as well as

)

k)

leaves availed within Pakistan for a period of less than 1 vear, shall only be
considered for promotion on his return and submission of Performance
Evaluation Form{ of one completed calender vear as well as training evaluation
report for the completion of training shall be necessary.

The permanent employee who is on deputation to another organization shall only

be considered for promotion ooly on his return to Pakistan and on the
submission of one Performanee Evaluation Form {attached in Annexure L) for
one full year.

Emplovees availing leaves (except Ex-Pakistan leave, Extra Ordinary leave, or any
other leaves) of less than one {01) vear shall be consideres profation.
However, on approval of recommendation” of Promotion Comnnitee, the
promation shall be actualized on return from leave.

Extra Ordinary leave, or any other leaves) for a pericd exceeding one (o1} year

shall be required to obtain one annwal satisfactory performance evaluation ri-port
along with the training evaluation report nf%&nnual vear, after he/she [joins

back. T




I} In case any vacant post on Grade-VI to Grade-X cannot be filled either by the
promotion or direct recruitment even after advertising the position twice,
Deputation staff mavbe requested from Ministries/Departments of Federal
Government.

4.1Criteria for Promotion

« Only permanent employees are eligible for promation.

» The experience laid down as per conditions of appointment (attached in
Annexure B) shall be followed to promote an employee from a lower grade to a
higher grade.

= It is mandatory for the employee to obtain required rating of Performance
Evaluation Form (atteched in Annexure L andM) and Training Evaluation Report
with respect to the criteria of the grades mentioned below (Table 3c and 3¢).

a) Criteria for t} ) of Grades-VI to X:
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The detailed promotion eriteria for below mentioned posts in the Corporation is as follows:
Tiehle 2h: Criferic for the post of Greade- VT oo bede-

Rl

5. [Feeding Post Fromotion on Minimum Length of Ratingof Training
N the Fost ‘Service in Corporation Performance
1) Depnty General General Manager Oreerall, twelve {12) vears At least Good rating #0% Technical
Manager and and eguivalent experience inclusive of three given in Performance (deparlment
equivalent {03) vears as Depuly Evaluation Form of specific) and
Grade-X General Manager and last three (03] years. 20% Soft Skills
Grade-TX equivalent.
2] Manager and Deputy General Overall, nine {09) vears At least Good rating 70% Technical
equivalent Manager amd inclusive of twa {02} of vears given in Performance [department
euivalent a5 Manager. Evaluation Form of specifie) and
Grade-VIIT last twio (02) vears. 20%, Soft Skills
Grade-1X
3] Deputy Manager Manager and Overall, seven (07) vears At least Good rating % Teclmieal
and equivalent equivalent and inclusive of two (2] vears as given in Ferformance (department
e uivalent Deputy Manager Evaluation Form of specife) and
Grade-V11 last two (02) vears. 4% Soft Skills
Grade-VIII
4 Amsistant Manager Deputy Manager Crverall, five (05] years At least Godd rating, a5 Technival
and equivalent and eguivalent inclusive of two (02) years as given in Performanes (lepartment
Asgistant Manager Evaluatinn Form of specific) and
Grisde-VE Grade-VIE Lt Twiia {02 ) jeaE ;0% Soft SEills
5) Assistant and Assistant 1_;]-1.=-||}m!], ﬂ;f ‘;_:3'5]' }['EN:IIS o le Perd Tachnical
. e inclusive of three (03] years iveq in Performuance 1n
equivalent E:mfn‘:"d on Grade-V . E}.'a ation Form of specifichand
Grade-v [ast J0% soft gkills
Grade-VI
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= It is mandatory for the employees to complete the required training(s] as anticipated by the Human Resource Division or reporling

officials, with respect 1o the designation for promation.

¢ The weightage of each criteria of promotion for following grades shall be as follows:

Minimum threshold marks 70 65 GO 55 50

Am%saﬁerref::;umm evaluation rating of last 0% 50% —_— 50% 0%

Training Evaluation Report 0% 0% 0% 0% 308

Promaotion Commillee an%, 20% —oo%—_ | 20% an%
/"'FFH B

(

X

—_— e e —

Note: An employeée whe is lkely o reach the age of superannuation ur

Wﬂn (02) years shall hbl exempted from Ihe

mandatory training.

Papge | M4
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and eguivalent
Gride-I11

Clasid and
E‘“-'\.|'|.||"-'i.'|.|1.‘lfl|

Assistant to
Duplicate Machine

= Diploma in
relevant field
from
recognized
institute.

Must have
completed

/’

o At least six (06)

+  Must possess

valid driving
license, be well
versed in traffic
rurles and has
proven driven
aleills ( for
Drver,
Dispateh / Dak

Cperator)

fonths of
relevant field

—Fider, Forktift-

5. Feeding Post Promotion on Reguired Minimum Quantificatio
No 4 the Post Qualification Length of n of :
Service in Performance
Corporation Evaluation
Form (PEF)
- Junior Assistant or Assistant or Al least Al leasl two (02) : At !‘335'- Average
equivalent equivalent Intermediate/H.5. years in Grade-IV rating of
Grade-I'V B E::ﬁ:::ﬂﬁe
Srareck {attached in
Annexure M in
Inst three (09)
VeHrs,
|2 Assistant (o Junior Assistant s At loagh o At least one Al !t:euil Average
Duplicate Machine and equivalent Intermediate,/H {01) year of 'ﬂl'-lll_ll-?. U[. &
Operator, Grade-IV &80 113!{".';{.::1 Per uru:!m]:_.:_l
Electrician, Cook, experience. Evaluations in

last three (03)
Vears,

Al ledst averape
rating of
Jerformance

Faga |

i



Naib Oasid,
Helper, Frash,
Chowkidar, Cotton
Cleaner, Sweeper
and equivalent

Grade-1

(Jasid and
equivalent
Grade-I1

* Twoyears (o2}
relevant
experience with
the knowledge
of relevant Lool
{for Assistant
Telephone

Operator}
At least six (06) At least average
:E;;m maonths of relevant rating of
Matriculation field experience, Pert]'um'!a]w&
luation.
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The weightage of each criteria of promation for the below set forth grades shall be:

Tl e Wegitage af Promwation Criterla

i R GradeVand IV Grade Il to 1

Minimum threshold marks 55 50
Average rating of performance evaluation %

form of last three (03) years a0

Promotion Commiltes &0%
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}j-}ﬁ}uf&rmcut of Emplovees for Promotion

Deferment for promotion refers to postponing the promotion of an employee by the
appointing authority on the recommendation of Promotion Committee untill the
following conditions are fulfilled;

o Failure to submit Performance Evaluation Form:

If an employee has not submitted his performance evaluation form (attached in
Annxure L andM) to the reporting efficer within the prescibed timelrame by the
management of TCP.

¢ [Incomplete Personal Record:
If the personal record of an employee is incompelete. This shall be notified

formally to the emplovee with reasons specified in writing and further process of
necessary documentation shall be carried cut.

o Inter-se-Seniority:
In case an employvee's inter-se-sernioity is still under consideration/subjudics.
«  Incomplete Training/ Assessments:

Not undergone or failure to complete departmental training(s) or any olther
examination fassessment as preseribed by the Human Resource Division as the
ease may be,

»  Ex-Pakistan leaves:

he employvee has availed Ex-Pakistan leave or simliar leaves for a period more
than one (01) year within Pakistan and has not achieved one {61} annuul
Performance Evaluation Report on his/her 1o Pakist

The decision of an employee’s promdijon may be deferred if the Plpmotion
Committee in any case wants to re-evaluie or reconsider the performanke of un
employee, or any other reasons specified in W
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3.4 Conditions for Supersession

Supersession refers to the act of superseding an employee for promotion subject to the
below set forth conditions. The promotion of an employes shall be superseded if:
al The employee fails to fulfill the required minimum threshold of promotion as
given in table (3e) and (3e).
b} The employee fails to achieve the required rating on training evaluation report
thrice.
¢} Any other reasons specified in writing by the Promotion Committee as the case

may be. /_.’_________\\

—

Note: Those employecs who are not considered for promotion shall be infokmed by
the Human Resource hrision about the decision of the Promotion Committee With the
approval of Chairman TCP,

—_—

i
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3.5 Seniority

il
'::::j iﬁ a) Preparation of Seniority List

o —

b) Seniority Measures

ﬁ a ¢) Beniority on Direct
Recruitment

) Inter-se-Seniority

1 DofoDo
I

a) Preparation of Seniority List:

The Human Resource Division shall maintain a grade wisce seniority list to identify
the eligible employees for promotion on each post, which shall be utiltized by the
Promotion Comumittee devised for concluding the promotion process.

The Corporation shall have the right to revise the seniority list of the employees, if
deemed necessary.

b)) Seniority Measures:

An emplovee’s seniority shall be ordinarily determined based on the date of his/her
appointment or promotion in the respective grade.

The seniority of an emplovee shall not effect the period of the approved leaves excepl
for Extra-Ordinary and Ex-Pakistan leaves taken during the emplovement period.

The service length of an employee to determine the seniority shall include the
probationary period of his/her tenure in the Corporation,

The seniority of an emplovee shall not be affected by the period of transter he served
during the emplayment cyele.
Temporary/contractual or probationary service

the effectivity of this policy) shall be counted fgr the purpose of seniority:
followed by appointment on regular basis.

« The seniority in the case of those emplhyyees who are on deputat
suhsequently become the employees of the Corporation and in the case of thase
deputationists who are absorbed in the Corp
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surplus in their parent office, shall be determined from the date they are
ahsorhed in the Corparation as direet recrnit.

) Seniority on Direct Recruitment:

The date of notification of appointment in the Corporation shall determine the seniority
of an emplovee.

i) Seniority on Promotion:

In case an employee is promoted, the seniority of that post shall become effective
from the date of permanent / initial appointment to the zaid post.

The employee promoted earlier shall rank senior to the employee promoted later in
the same post,

) Inter-se-Seniority:

In ease of two {02) or more employees appointed on the same day by direcl
recruitment through the same advertisement, their inter-se-seniority shall be
determined in order of merit.

In case of promotion of more than one (01) employee of the same post or grade to a
higher posl or grade, the employee shall be entitled to the same inter-se-seniority
he/she had in their lower post.

While determining seniority of two (02) or more than two (02) individuals who are
promaoted or directly appointed in the same cadre, post or grade, the emploves
appointed by promotion shall rank senior to the employvee recruited directly in the
SAIE Vear.

In case two {02) or more employees are promoted or recruited directly in the same
cudre, post or grade and the actual date of joining the Corporation or Initial
apprintment is same then their seniority shall be determined based on their age. The
emplovee elder in age shall be considered senior.

3.5 Procedure for Promotion

The following procedure for promotion shall be followed if the emplovee sceking for
promotion fulfills the above set forth eligibility eriterin:

a] The Human Resource Division initiates the vear end performance evaluation
activity by providing the performance evaluation forms (Annexure L and M) to
onch, reporting officers and counter signin vers of the cerncd divisions
{shall be given in the Performance Managepient Chapter),

b] The respective reporting officers and coufter signing officers ma
the pre-requisites for the evaluation of the employees are comple
preseribed time and submitted to the Hum:iy Resource Division in t
January of every year.

aure thal all
withir the
1%t week of
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¢} Subsequently, the Human Resource Division forwards the summary of the
performanee evaluation form to the General Manager / Divisional Head of the
coneerned division for approval.

d) The General Manager / Divisional Head forwards the same to the respective
reporting officer and counter signing officer who discuss the appraisals with their
employees (il required) to let them know about their improvement areas and
then it shall be forwarded to the Human Resource Division,

2] However, the completion of annual performance evaluation shall be followed by
the initiation of the promotion activity by the Human Resource Division to
identify the employees doe for promotion as per the quots mentioned in
conditions of appointment (attached in Annexure B).

{1 The Human Resource Division evaluates the performance evaluation forms and
makes sure that the employees due for promotion meet all the pre-requisite
eriteria and training needs are met before pramotion.

g} Human Resource Division must be sure that the employee receives the required
training and if the emplovees score above average ratings, then hefshe shall be
considered for promotion.

h) After that, the Human Resource Division aleng with General Manager of the
coneerned division and Promotion Committee with the prior approval of the
Chairman TCP, selects the candidates who meets the criterin for promotions
based on the respective Promotion Proforma (attached in Annexure A and
Annexure B) followed by an interview of each candidate through an Evaluation
for promotion form (attached in Annexure H) from igible candidates.

i} After the recommendation of an emplovee romotion Commitiee deyvised for
the purpose, relevant division's head shall b¢'informed for further proecess

1} Human Resource division shall formally communicate to the concetned
employee and to the Finanee Division for further action with respect to salary
increments and benefits related to the post thatemployee is being promoted.
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CHAPTER 4 - DEPUTATION AND TRANSFER

Preface

Deputation and transfer give an employee the opportunities to widen their exposure and
pursue development in other streame. It shall also enable TCP to deploy an employee to
areas where he/she can best contribute to and meet the requirements to fulfill the
Corporation's goals.

——

Policy

Depultation on a post:

a) Deputation on vacant post(s} of TCP shall be made by the approval of the
Chairman TCP.,

b} Only such employee{s) shall be considered for deputation who meet the eligibility
criteria for the said post as per the conditions of appointment (as altached in
Annexure B).

¢} Deputation of an emplovee shall only be made based on the nomination from
Federal or Provincial Governments.

d) The post{s) of the Head of Corporation/Chairman and Execulive Director(s) shall
be filled by deputation/transfer from the Federal or Provineial Governments,

p) Vacant post(s) from Grade-VI up to Grade-X in Corporation can also be filled by
deputation if the vacant post{s) cannot be filled by either direet recruitment or
promaotion even after advertising twice and not finding any suitable candidate,

f} Deputation{s) in TCP maybe made for a period of three (03) years extendable to
another two (02} years on determined terms and conditions agreed between the
lending and borrowing agencies,

g} If an extension is required beyond the initial period of deputation which is three
(03] wears, the request for the extension shall be forwarded to the
Ministry/Establishment Division at least three (03) months before the u_xpir;u-' ol
the deputation period.

b} If the appointment is made on deputation basis, the emplovee(s] is responsible to
perform all the duties and reponsibilities as specified in the job deseription of the
specified post and can exercise all administrative and financial powers ol that
ot

i) The deputed emploves(s) can only be absorbed permanently in the Corporation
when he/she is considered surplus in his/her parent organization, along with the
consent of the lending agency and the Corporation subject to the approval of
relevant appointing authority / Chairman TCP.

i1 For appointment{s) on deputation, | ontribufic

fund,/pension/gratuity (if any) shall heapplicable as per the
respectively.

rding provident
ernment miles,

'd by both the lending and borrowing

k} Immediate repatriation shall be ens wil
Lon p-eriud which is maxirhum of [ive

agencies on the completion of the depu
[05]) years.
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[7 In case the immediate repatriation of the deputationist is not feasible, the case
shall immediately be referred to the Establishment Division before the expiration

of the deputation’s duration which is maximum of five (05) years while providing
the reason(s) in detail.

4.1 Procedure fo r-l}eputa"r'iun

a) The mansgement of TCP shall request the Federal or Provineial Government to
send nomination(s} who meets the minimum eligibility criterda for the vacanl
post{s).

b) After receipt of the nominations, the same shall be processed for the approval of
the Chairman TCP for final selection of a nomination on each vacant postis),

¢] After approval of the Chairman TCP, the case sha p_the Ministry of
Commerce,/Establishment Division for form g
deputation,

d} The submission of personal record as require
ensured by the Human Resource Division glong with the employment form
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g] The standard terms and cnnditin;i.s for the officer to be deputed may include the

following:
R
F'é'y's'élﬁ le
Deputation Allowance
Residential Accommaodation
Medical Facilities
Perquisites
Transport
Travelling Allowance
Pension Contribution ,.Ir Gratuity
General Provident Fund Contribution
Benevaolent Fund and Group Insurance

Joining Time

Travelling Allowance on transfer to
and roversion from the Corporation

Leawvea

Other benefits not mentioned above

the  Federal
Government in BPS/relevant pay seale,
from time to time,
20% of the Basic Pay subject to the
maximum of Rs.12000/- per month,

As per TCP's Rules,

As per TCP Medical Rules {opted by the
officer)

As per TCP's Rules,
As per relevant TCP Rules.

As per TCF TA/DA Rules.
As per Government / relevant Rules.
A per Government | relevant Rules.

As per Government / relevant Rules.

'The TCP shall pay for the joining time

pranted on transfer as per applicable rules,

In ecase of transfer to the parent
department, TA/ DA shall be admissible as
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Transfer to a post:

a) Upon iniliation of a request [or transfer from the concernad Division, an employee

b

c)

d)

@)

&)

h)

i

1

can be considered for transfer to inter division, intercity and inter provinee
against the sanctioned posts. Such transter/posting may be made with approval of
the Chairman TCP for employees up to the level of Executive Directors except for
Exceutive Dircctor Fimance.

Approval lies with Executive Director - Administration and Management Services
up to level of Deputy Manager (Grade-VII) at the P.Q/Karachi with the
consultation of concerned Executive Director,

An employee of TCP shall be transferred and posted on rotation basis within his
area of specialization after a period of maximum three (03) years with an approval
of Chairman TCP,

The policy of transfer is applicable to all the permanent emplovees of TCP. As per
the discretion of Management of TCP, any employee can be transferred to any
location as and when required.

Transfer in all cases shall be made to the same grade from which the emplovee is
being transferred and the basie pay scale remains the same,

An employvee being transferred shall be given required reporting time as per the
TA/DA rules until and unless the emplover needs to report to the loeation of
transfer on an immediate hasis,

In case of transfer, the duration of joining lag (if availed by the employee) shall be
deducted from the quota of his/her earned leaves subject to the availability in
employee’s leave account,

In case the emplovee is required to report to the new location immediately and he
could not avail any joining lag then after j _}EII':‘H]IE the new-location with the consent
of the reporting person, he can avail the joinifig lag to settle dawn at the new
loeation,

Transfer of an employee shall be planned/by the management in such'a way that
no disturbance in the official work of suchlan emplovee occurs.

The seniority of an emplovee shall not bésaffected by the period of tpnsfer he
served during the employment eyvele.
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4.1Procedure for Transfer

a)] The Head of the concerned division (in which the human resource is required)
informs the Human Resource Division mentioning the duration, the joining date
and any other requirements with the approval of Chairman TCP.

b) The Human Resource Division requests the nominations for the availability of a
suitable emploveels) for transfer,

¢} The nominations shall be sent by the divisions to the Human Resource Division
with the approval of the respective Executive Dircctor,

d) After suitable candidate(s) is identified, a Transfer Form attached in the
(attached in Anpexure 1) is initiated by the Human Resource Division too the
respective General Manager / Divisional Head requesting the date of release of
the employee.

¢) The Human Resource Division with approval of the relevant authority issues a
Transfer Letter on the Corporation’s letterhead to the subject employee
mentioning the duration of transfer and joining date. A copy of which shall be
retained by the Human Resouree Division for their recod,

1 The employves after receiving the teransfer letter, ensuges that the completion
report of all his/her assigned tasks is delive o his/her cu reporting
person and upon release, the employee shallreport at the new locatiby on the
joining date, as mf-ntinneﬂ in the transfer letfer.

g} Upcn joining, the employee reports to the new reporting officer for
guidance regarding the tasks in detail and cgmpletes his/her period of s
with integrity and shows highest standards of lilg/her behavior and compet

Tther
psfer
Cg.
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Chapter: Training and Development

CHAPTER 5 - TRAINING AND DEVELOPMENT

Preface

« To understand the emplovees' learning requirements and to provide the
apportunity for an employvee to learn reguired skills which contributes 1o the
suceess of the business, one of the most crucial instruments is training and
development. It motivates the emploves and fosters corporation’s and emplovees’
professional growth.

»  The ohjective of this policy is to ensure that employes{s) of the corporation have the
necessary skills and knowledge to perform their current jobs. They shall have the
opportunity to develop and grow skills and capabilities bevond their current role
based on the future needs of the Corporation.

» Not only emplovee(s) shall gain benefit from this, but the Corporation shall also be
able to maximize their work production up to the mark.

» Employee(s) can have the confidence to go farther and increase their efficiency
through trainings while also exploring fresh avenues for achievement and personal
growth.

» Identification of skills for all employees shall be done by the Human Resource
Division in consultation with all respective General Manager;Executive Director
following which, the training shall be designed and conducted an:mn.imgh

» Emplovee(s) nominated for trainings shall ensure their p A during the
training and shall not be absent in the duration of the tpaini

» In case any officer is nominated for training, the Himan Resource Divisiqnlﬂlh Il
plan for disposal of work in his absence in consultation with the concerned Divisio

»  Om each Grade in TCP, cach employee shall be sched
training on need basis.

ed annually for al least on
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Policy

a) This policy is applicable to all permanent employees and those who are appointed

bl
e
d)

€)

f]

al

h]

it

k)

an contractual basis for more than two (02) years of the Corporation in aceordance
with the entitlement to different Grades in TCP.

Approval of Chairman TCP is required to nominate employvees for trainings.
Corporation shall bear the training expense incurred during the training period.

TCP may, when required, hire econsultaney serviees to outsource any phase/step of
the training and development process from planning to execution.

Employees shall be entitled for the traveling expense as per the preseribed travelling
policy of TCP.

Emplovees selected for any type of trainings by the Corporation shall be responsible
te reciprocate Lo the set schedule as communicated by the Human Resource
Division.

An employee would be deferred from prometion if he/she fails to complete the
mandatory training(s).

Any emplovee who is said to be a participant of an upcoming training scheduled by
the Corporation shall be responsible to inform thenr immediate reporting official
and to the Human Resource Division in case he/she cannot attend the training(s)
with appropriate reasons and provide evidence when required with a request of
reschedule,

In case an employee selected for mandatory training declines to proceed on training,
he/she would forfeit the right to be considered for promotion, provided that the
TCP's Board may dispense with this provision (in any case) in the interest of the
Corporation and allow the officers for nomination in subsequent training program
as and when scheduled by the Corporation, enabling him to be considered for
promotion thereafler.

An emplovee would be superseded to be eonsiderad-for promotion
(03) years if he fails to complete the mandatoryAraining required for
thrice.

The employees who are on study leave or deputatjon shall not be nomina
and unless they return to the Corporation,

next three
rnotion

umntil
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i

5.1 Types / Categories of Trainings

The following factors may distinguish the training objectives and purpose in general
which may vary based on the employee grades and their job roles:

T T

Technical ahilities:

Speciallzed skills that help emplovess
: ncquire technicnl knowledgehard =kills
‘E relevant to pedomn the spectfic job or
| fiersetboas.

- Certification as a Professional

Eg Proerams  or  courses  that  train

amplovees (o become  professonelly
wartified in a partbenlar feldfavea of

expertise,

Soft Skills:

To enltivate personal traits thal hopeove
an  empleyes's  abdlity o offectively
interact with other smployess, sither
intermally or externally.

Munapement Skills;

Skills  meeessicy  for  amanagevial
employees to ameothly manage their
feins  and  fundtions  under  thedr
respective departinents

By offering training and development opportunities that are appropriote and aligned
with the employees’ ability and task requirements, the corporation aims to equip the
emplovees in keeping up with change, developing their capabilitics, competencies and
enhancing their potential for progress within the Corporation.

Corporation shall enable the employees from Grade-IX and above (o conduct internal
trainings thmough existing trained/competent emplovees who become the internal

experts and can train the:

=  Newly hired employees;

» Their team members on Corporation-related topics (e.g., new systems or new

policy changes, refreshers ete.); and

»  Employees for preparing for promotions, or new duties or identifying potential

SUCCEEI00E,

Training activities shall be delivered in one or more of the following formats:
» Formal training sessions provided by internal and Jor external experls;

» On the job training / peer training / €
experienced employees of the Corporatien;

* E-learning / virtual sesstons; and
¢ Participation in conferences [ semina

v coaching mentoring by
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Training and development programs organized shall be directed towards the
achievement of the following ohjectives and mav adopt different assessment methods,
training needs analy=is, avenues of training:

R . - — = —_—
| @ | 1TImpraoving emplovees’ knowledge and increasing skills for the workplace
r qa =

_ﬁ ; Lincreasing preductivity and operaticnal elficacy

ﬁ? %, LTooffera training plan that is standardized in accordance with the
=) Corporation’s training budget, current financial standing and is 1ailored as per

need,

ﬁ i 1.To develop a set of right skills and develop emplovess’ competencies,

i j_?a‘ y LTo create a favorable working environment conducive fo fraining and developiment of
! existing and future incumbents at TOP.
p SR
The Human Resouree Division may:

a) Identify gaps in current and required skillset, competencies, capabilities;

b} Establish career and development plans for potential successors:

¢} Develop employee retention strategies;

d} Evaluate the training needs as requested by the concerned
divisions/employees;

e} Keep track of finanees related to training programs;

) Support learning and development strategies and activities;

g) Promote employee development initiatives and corporate training programs;
and

h} Determine improvements by calculating learning and development KPIs as
often as possible for all employees falling in to be the potential candidates for

the trainings in the same vear.
o & & & & l"'n::

G

TFhRER G A7 2 a4

COACHING  TEACHING  KNOWLEDGE D LEARMN EXPERIENCE SKILLS

Page | 54



.- y Chapter: Training and Development

5.2  Eligibility Criteria

P |

Eligibilty

All regular (permanent) emplyees and those who are on contracts
of more than two (02) years.

-E.m]lﬂu:r'ees of Grade-l1 tilll Grade-X are entitled to external
(local/domestic) trainings or internal (in-house, job rotation,
training in the Corporation upon approvals on their nominations
from their respective divisions.

«Employees who achieve the performance rating up to the score of
o-40 shall be required to attend the trainings recommended in
their annual performance cvaluation form {attached in Annxure L

and M)

sPermancnt Employees of Grade-X and above are eligible for
international trainings upon approval of the Chairman TCP.

Ineligibilty

sEmployees with temporary/short-term contracts equal to or less
than two {02) years do not inelude in the scope of this policy.

sEmployees who are likely to retire within two years of their service
in the Corporation,

«Employees who are undepingu
of conduet until the finalizati
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Following assessment tools shall be used by Human Resource Division to identify
emplovees training needs:

v Assessment Centre/Development Centre:

s
An Assessment Centre consisting of a standardized E‘dﬁ
eriteria  of behavior based multiple assessments

imcluding  job-related simulations,  sitnational

assecgments, and/or psychological tests  can e

eonducted to gauge skille and competencies of the

existing emplovees.

< Forus Group [Nscussion

The fecus group discussion offers several participants to

discuss an actual job-related problem. As the session 9 s
proceeds, the behavior of the participants is observed to F"‘ﬂ
brainstorm for new ideas, solutions to job related A
problems and assess how they interact with team

members and what leadership and communications

skills each person possesses.

% Sttuation Judgment Tests/ Role Pluys

Situation Judgment test is & tvpe of assessment where
the candidate assumes the role of the incumbent of the
position and must deal with another person in a job-
related situation.
“ Ohzervalions
Reporting Managers,/Officers or Division
put forward their observations, recom
Training Need Assessment Forms (affached in Annexure >
J} based on the emplovees’ perf

conducted annually or on the f
taken on employee's performance at
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Training Need Analvsis (TNA)

TCP ghall ensure training need analysis aetivity is conducted in the start of each
calendar year. It is a tool which is used to systematically identify development needs of
emplovess and integrate them with divisional and organisational requirements,

NaE
L AN E

Training needs analysis [TNA) shall be conducted in consultation with the respeetive
divisional head with an objective of gap identification between current knowledge,
pertormance, and skills of the respective emplovees and the required competencies for
their current position as well as to prepare them for a possible role in the future,

Human Resource Division shall be responsible for providing formal TNA Questionnaire
(attached as Annexure J) during the performance appraisal cyele conducted on an
annual bagis.

Divisional Heads/Reporting Managers shall be responsible to utilize the THNA
Questionnaire in presence of the concerned emplovee(s) to ensure that reguired
competencies and individual/divisional needs are identified in relation to the
craplovee's  presenl job  responsibilities and required areas of the uproming
assignments/tasks,

% Competency Assessment Analysis;

This tool is used to foresee potential suecessors and develop succession plans, The
Divisional Head in consultation with Human Resource Division shall identity potential
sucecssors for all eritical positions within the Corporation and shall suggest training and
development programs to enhance the knowledge/skills of specific individuals to quality
them for the next role.

% Performance Appraisal Mechanism:

Head of Division shall highlight the areas of improvement in the TNA form after
performance evaluation exercise of all emplovees. Human Resource Division shall
review the form and by mutual consent the training ohjectives shall be designed
aceording to the gap identified between current competency and desired outeome with
the help of both Performance Evalustion Report and Teaining Need Assessment Form
{attached in Annexure J). o

11 is the responsibility of Human Fesource Diﬁ:)aﬁu correlate Lhese requikements with
the training calendar of current year in order toyaddress the training requirengents of the
emplovee and in cases where a scheduled fraining program does not afldress the
requirements, an external training program ‘gn individoal or group levél may be
recommended with the approvals of Divisional He Executive Director,

Page | 57



TEAMNG CORPORATION OF PAKISTAN (PVT) LINITED
Chaptes: Tratning and Developmient

Avenues of Trainings

The Human Resource Division shall organize training(s) as per following methods:

< Internal/On the Job Trainings:

Job
Shadowing

Oriecntation:

Jah
Rotation/
Enrichment:

Job shadowing is.a bpe of On-the-job training . It could be waal a5 o
component of 3 development program or eareer onboarding process in
which the nominee shall be shadowed with an experienced/senior
emploves who possess the required knowladee,

The objective shall align with the Corporation’s plan and minimize
ﬂllil{ldji vosl that would incur on training activity using job shadowing
method.

#1t is an effective method to fill a talent gap in an crganisation without
having to pav the ]‘li er cost of hiring someone from outside or sending
the emplovess outside the Corporation.

Newly inducted employees shall be ghven a short arientation session to
familiarize themn with the Ainctions of the Corporation, activities,
policles, procedurss, assignments and projects, This type of training
program may be arrai on individual basis or group training, subject
to the numher of participants (indoctess) avﬁilal_ﬂ%:

The duration and contents of the session is determined o mest the
needs of newly hired individuals in consultation with respective
divistonal heads/reporting manogers depending on the type of job
hefshe shall be assigned. The schedule and duration of Ooentation
training shall vary as per the requirments.

In this mode of training the emplayee shall get an cpportunity to have
on<job exposare [ training in diversified ﬁe]-?withi.n ar outisde his own
division as per need.

Job rotational assigniments shall be given i a5 follows:
- T fill-a vacancy.

- To have a general development
which may add additional rgle pertaining to
competencies,

o~ To groom a person fora partic
Hlan,
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i

TEE,

& Fxternal /) O the Job Trainings:

0o the event that o large number of employess are identificd who
reouice o re, growth, or comprehension of m pariculae topic, in-
Lb:quss :;t_ gilng LOUIEEE %;d WOT Ish-:-}lfj shall IE; held il.-it]:-i'r 13 l:w

= 5 igicnE  or experienced  emplovess who have the

In l,{u.use =4 required expertise or guest speakers may be invited within the

Traimings: Corporation as amd when recuired.

The heads of divisions shall zend in su tions or nominate a
particular speaker tor these trainings or workshops.

L
#;ﬂﬂl‘r{fmﬂ;mtﬂiﬂ sHuman Resource Divizlon  shall  identi By sueh  troining
s apportunities which enhanes the eapacity of the employecs in theis
Opportunities area of function in consultition with divisional heads
Outside the
Corporation:
-

«For acquiring  specialized  skills, the  Corporation  pominates
emplovess ag per specified criteria’ for training with internatisnil
r:m-:rmput-::d troining institutivns, Nominations are made for 2 itabia
courses and seminars abrsad If such opportunities ate offared by
forcign govermments  or  interpational - institutions to Pakistan
thesugh the Ministry of Finance or the Ministry of Commerce and
Trade Eesources, The selecthon criteris mentioned ms follows:-

[nter_tlatumal,l' FEmpayes from Grade-X and above shall be eligible for Forvign
Foreign e Trainings.
I'rainings:

~Permanent Employees must complete at laast three fongd vears of
seiviee Including ome year service on management position within
the Corporation. L

b Emphoyes §s not ifvolved inoany disciplinany actioiagains oy
prehibited behavion in the Corporntion since the annowgeement of
the fraining.
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A requirements analysis is the initial stage and the very first step in creating a training
and development program. The evaluation starts with a "need," which may be defined in
a varicty of ways but is tvpically thought of as a discrepancy between what is already in
place and what shall be required both now and in the future. Among the variances or
inconsistencies that might cause gaps within the functionality of the Corporation are:

The difference between what the Corporation anticipates and what oceurs,

The training needs shall be identified using the Training Needs Assessment {TNA) form
(attached in Annexure J) upon distributing them to the emplovees by the Human
Resource Division. It shall be filled and submitted in specified time frame as suggested
by the Human Resource Division. These filled TNA forms shall be reviewed by the
Human Resource Division onee received from the employess,

Human Resource shall use following methods for enllecting
gather information about employee training and devet

o glata that can be used to

* Reviewing the outcomes of last
nominated emplovees.



» Focus groups: a group which meets to diseuss a speeifie issue in a structured
way with a facilitator.

s Ohbservation of employee’s performance at work by their managers and/or
training specialist.

The list of participants of the upcoming trainings shall then be shared with the
regpective Divisional Heads/Executive Dirvectors for approval. The Human Resource
Team shall consclidate all the training needs jdentified through the training need
assessment (attached in Annexure A) and the performance evaluation ratings of the
specific emplovees 1o develop a corporation wide training plan as per the training
calendar and training budget allocated for the same vear.

Step 2: Seiting Training Objectives:

In response to the identified training needs, the Human Resource Division shall define
cerlain training objectives for the vear. It must be ensured that the training objectives
are:
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a: Egtablish and Communicate

Omee the analysis of training needs has been done and the training objectives have been
defined, a comprehensive training plan shall be compiled by the Human Resource
Division. The training plan shall consist of an outline of the suggested course(s)/
programi{s), the course content (technical, corporate goals, business strategy and soft
akills trainings), proposed dates and a budget for the costs of the tréining programs.

The Human Resource Division shall also specify the learning outeomes of each training
program, mandatory training courses and mandatory minimum training hours’
requirements for each level of emplovee as specified in the policy. The training plan
shall be distributed to all divisional heads with guidelines on the process of nomination
and application for training courses,

Stiep 4 Design Training

In case of internal trainings, the Human Resource Division shall send an email to all the
division heads at least two (02) weeks before a training course is doe to start. The email
shall set out the procedure for nominating the participants. After receiving the list of
participants, the Human Resource Division shall initiate the administrative
arrangement of the plan.

In external training opportunities, Human Resource Dwvision shall circalate the
respective brochure for the offered available training via email and eollect responses as
per the required seats, The selection shall be based on first in first serve hasis to avoid
any biasness and favoritism among the emplovees of TCP. The training eost shall he
monitored under the allocated budget of the calendar year.

Step 5t Training Evaluation:

The employee receiving training shall fill the Training Fvaluation Form (attached in
Annexure K} immediately after the completion of training. The report shall analvze in
detail the key points learnt by the traince, shortcomings observed and how they can be
improved. To measure the productivity from the perspective of the Corporation, the
immediate reporting manager of the emplovee receiving that training shall make an
assessment report, The assessment report shall highlight how the performance / skill set
of the employee has improved after the training and how it has impacted the division's
productivity.

Emplovees from Grade-X an above who want to attend International conferences or
training sessions following procedure shall be followed;

o  Tramning requirements are identified by Exeentive Director/Human Resource
Division,

« The Human Resource Division shall asses:h/epj.ldgﬁ training material.
* Human Resource Division shall decide tegtative dates, scenmm

venues ete,, subject to the approval of the Chairman TCP.

Hon, hooking

» In case of international trainings and conferences, employees shall notlbe allowed

to skip or be absent from the training without prior approval of thg Chairman
TCP in case of proven genuine grounds,
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5.4 Roles and Respuﬁsth[]itié:

The training and development process shall be managed by the Human Resource
Division of the Corporation using a standard procedure for all eligible employees in
consultation with the Divisional head / Executive Director.

The responsibilities of Human Resource Division shall inelude but is not
limited to the following:

» [Identifving training needs by initiating training need analysis process.
» Providing advice and assistance to the Division Heads / General Manager in

defining training needs of their teams, designing and developing training
programs based on those needs.

» Obtaining information relating to formal training and educational courses al
virious institutions within the country for the identified needs.

»  Preparing a formal annual training program and maintaining the budgets and
training schedules,

» Coordinate with the Reporting Manager in conducting respective training
programs of their division(s).

»  Helping Reporling Manager in the selection and training the trainers to act ax a
facilitator,
» Evaluating the effectiveness of trainings (ROT on trainings).
Line Management (Divisional Head [/ Exeeutive Director):
» ldentify emplovees whao shall be included in the training need assessment process.

»  Coordinate with Human Resource team in the training need assessnent exercise
by ensuring completion and proper submission of TNA forms (attached in
Annexure J).

» Ensuring that all employees in the division have an equal opportunity to have the
required training to deliver their jobs. e

» Monitoring the post training performance of e emplovees to evalbgre training
effectiveness.

»  Ensure smooth coordination with Human ouiree Dinvision for traindng venues,
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CHAPTER 6 - PERFORMANCE MANAGEMENT

Preface

| The Corporation is committed to providing support in Impmwng ity emplovees’
performance and reaching their full potential with a specified process followed by the
| Human Resource Division.

The performance management policy 13 applicable to all employees of TCP e,
permanent, deputationist and contraciual employess.

*The performance evaluation exerise is a fair, timely and equitable process for all
emplovees of TCP.

| oA review/evaluation shall be carried out to observe, monitor, record emptuyees

rformance and progress in achieving their assigned targets and goals which shall
IJe dto feedback m?d guidance for their development.

It is the I‘ﬂﬁpﬂ]lﬂlb]ll%ﬂf the Eurpumtmn to help its employees to understand their
roles clearly to make them contribute to the Corporation to the best of theit abilities.

For this purpose, :'Eurm.mtr: r:-mhmtmn process and its management are crueial as
i well as most beneficial for all the employees based on their Performance Indicators

L andset goals.

«I1 helps the employees ta have portunities to improve their capabilities t be more
efficient and productive in their shert-term and long-term goals.

sThere shall be a condition for all employees to serve at thres {03) months at a
particular post for the purpose of undergoing pe ez evalua

=} Fi

| The policy may be revised, ammended, or m:]%}ﬂ by the Board of Directors,
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Policy

a) Performance Evaluation of each emplovee of TCP should be conducted annually

for a calendar vear and involves the emploves, his/her Reporting Officer, and
Countersigning authority.

b} The approach to conduet the process of evaluating employee’s performance shall

¢

emphasize both self-assessment of the employee and the feedback of his/her
Reporting Officer / Countersigning authority.

A half vearly assessment of the annoal targets should be done by the reporting
officers for all those reporting to them for fecdback and continuous improvement
{attached in Annexure-C).

d) This activity should be clearly communicated to all the emplovees in terms of

]

setting clear goals and the indicators to achieve those goals/targets, so the
emplovees are directed towards a high standard performance and therefore must
be encouraged to put their best foot forward.

In order o be considered for acting charge and/or for promotion criteria,
participating in the Annual Performance Evaluation process is mandatory for all
emplovees.
The employees availing ex-pakistan leave/ extra ondi e a8
well leaves svailed within Pakistan for a period

Evaluation Form (attached in Annexure L) of one (01) compleled calender yegr
as well as training evaluation report for the
NECESSATY,
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6.1 Purpose of Performance Evaluation

The purpose of performance evaluation shall be:

To identify improvement and learning areas of all the emplovees
individually which allow them to contribute more effectively towards

Corporation's goals.

To recognize the strengths of employees in their service, encouragin
them mgrelnha.m:e their skilla and competencics in the rl;b'lut.i?n:l}' wen
areas of their performance.

To identify trainings needs of all the divisions of TCP aligning them with
the current and future work plans.

Purpose of To provide an t;gp}nunitz.r for the emplovee and employer to exchange
Perlormance their views on the set goals, facilitate communication regarding actual
Evaluation and expected performance, real-time menitoring and development.

PFrocess

Maintaining employes motivation and satisfachion through eonstroetive
feedback.

Improving em 1%135: retention upon mutual cooperation by both
emiployes and t orporation.




TEADING CORFORATION OF PARISTAN (FVT.) LIMITELD
Chapter: Performance Management

The outcomes of performance evaluation shall help the Corporation in the fitture in
fiollowing ways:

To determine performance-hased benofits, when applicable.
I

LW 4 : T
- - Succession planning it any vacancy occurs,
- ~
L Promaotion, or training of smployees.
Outcomes of

Performance  Documentation of emploves improvement and continuous performance
Evaluation MAnagement,
Process -
Performance and productivity pap minimization.

6.2 Purpose of Performance Evaluation

The performance evaluation has four individual components o ensure achievement of
goals throughout the year of the review period. The components are:
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P
1. Probationary Period Assessment

As soon as employees repoart to their reporting offieers in TCP, as part of their
orientation, reporting officers shall help them get familiar with their expected job tusks,
expectations; and poals which they must look forward to meeting during their
probationary period.

» At the end of the probationary period, the initial performance assessment shall
take place using their job description as a basic cheeklist for their skill assessmont.

» The positions where there is no job descriptions, their respective reporting officer
shall need to identify such emplovee’s service standards and job role which shall

then be evaluated for demonsteation of their set goals and targets, al the end of
their probationary period.

* In either case, the checklist or documented job role must be signed and dated by
the person conducting the evalnation/ assessment.

a2, Goal Setting for the Annual Evaluation

The reporting officers shall cleatly define employee's targets and tasks for the upeoming
annual evaluation.

3. Half Yearly Progress Check

The reporting ofticer of the emplovee (under review) shall take a formal follow up after
six {06) months to analyze the progress of the goals set i the |n1t1u] assessment and
provide feedback as and where required through a form exure-C,

4. Annual Performance Fvaluation
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5.9

Procedure

Conducting Performance Evaluation

aj

b)

¢

d)

e)

fl

al

h)

1)

1

A formal vear end performance review process shall be initiated and conducted
by the Human Resource Division within the allotted time for all the permanent or
contractual basis (for more than o vear) annually,

In this activity, egch emplovee shall assess his/her own job performance hased on
their essential job functions/goals and assigned tasks. The employee shall
determine a rating for himself/herself based on the current competencies/skills
ta perform the job maore efficient]y.

The completed and signed Performance Evaluation Form (attached in Annexure
L and M) of each emplovee shall then be forwarded to hisfher reporting
officer/manager. Employee’s job performance shall be evaluated by the reporting
officer based on the essential job functions/goals, required abilitics and
competencies. The reporting officer shall determine a rating on the concerned
employes's performance for the yvear under review,

Through this activity, the emplovee shall assess his/her performance based on his
eurrent skills and performance challenges whereas the reporting officer shall
provide feedback and recommendation on both current and future skills,
competencies, training needs required (if any) and potential of the emploves to
be congidered for suceession planning.

The  reporting  officer and employee  shall  identify  overall
strengths/accomplishments and weaknesses/areas of improvement which aids in
emplovee’s development. The complete performance evaluation formis) shall
then be evaluated by the concerned Counter Signing Appraiser.

U'pon the completion of the all the pre-requisites of the Performance Evaluation
Form, this form is submitted to the Human Resource Division.

The General Manager/Divisional Head shall forward the same to the respective
counter signing officer who discusses the appraisals with their employees to let
them know about their improvement areas and discuss the gaps or disagreements
between the self-assessment of any emplovee and his/her reporting officer (if
any) in order to align the personal and Corporation’s goals and mutually agree an
the improvement plan and resnlving the disagreement which is further forwarded
tor the Human Resouree Division.

Based on the ratings of Performance Evaluation(s), Human Resource Division
summarizes Lhe decisions regarding promotion upon completing promotion
procedure performance-hased benefits (if applicable), trainings (if applicable)
and succession planning/career development :Jt employees shall be taken with
the approval of Executive Director = Administ nagement Services,

In case a permanent/contractual emplosee fails to show Godl performance in
three (03) consecutive annual performédnce evaluations even aftet\the written and
verhal warnings escalated twice by Hiiman Resource Division thed the case shall
he treated as per relevant employes separation and code of conducef poliey/ rules.

In case of deputationists, their performimge evaluation shall be mpade in the light
of the relevant applicable rules.

F'“El.l (B




CHAPTER: 7

Céﬂff PENSA-TI ON A_IIVD BENEFITS




NG CORPORATION OF F

ol
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CHAPTER 7 - COMPENSATION AND BENEFITS

Preface

« Trading Corporation of Pakistan (T'CP) rewards its employvees based on the
nature of the joh, required gualifications, experience, individual performance,
Corporation’s financial resource, cadre,/Grade, and other relevant factors.

« Compensation shall be payable as per entitlement ss laid down in the
employment agreement (or subsequent increment/office order) in accordance
with the approved and applicable salary scales on each Grade/eadre and type of
emplovment in the Corporation.

« Other than exceptions, an emplovee shall be able to draw the pay and allowances
with effect from the date of the commencement of his/her service and shall cease
tor draw as soon as an employes leaves/separated from the Corporation.

+ Allowances in addition to the compensation of an employvee may be determined
by the board from time to time.

« (General Manager Human Resource Divisio lementation
and application of this Policy.

= Subject to the approval of the Board, the
Division shall evaluate economie or any othey faclors affecting the Corporation or
its employees to revise compensation when i
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PAY GRADE CLASSIFICATION
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1.1 Pay Grade Classification

Following is the pay Grade classification of the Corporation which may be revised by the
Board of Directors (BoD):

Chairman
ExecitiveDirestor
CIA/CFO/Company Secretary
General Manager

Deputy General Manager

Manager and equivalent

Deputy Manager and equivalent

Assistant Manager and equivalent

Assiatant and equivalent
Junior Assistant and equivalent

Electrician and equivalent (Technical Staff 11T)

Qusid (Technical Staff I~
MNaih Qasid and equivalent (Technical Staff [)

On Deputation
§ _i;.‘rn Deputation
Contractual
X
| X
VI

Vil
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Compensation and Allowances for Grades I-V

The employees of TCP ranging from Grade-T to Grade-V are eategorized as unionized
employees. The agreement between the Corporation and the Unionized employvess is
termed as Collective Bargaining Agent (CBA Agreement) under Industrial
Relations Act (1LLE.A) 20173,

When an employee joins the Corporation, he/she beeomes eligible to the entitled pay,
allewances, awards, loans, fund and benefits according to the Grade entitlement set
by the Carporation in this policy along with other henefits) allowances which are
mutually agreed in CBA Agreement, which may be revised time to time.

2.1 Basic Pa y

Basie pay is an amount paid monthly to a permanent emplovee as per the pay scale
which shall be mentioned in the signed emplovment agreement.
= Basic pay of deputationist officials working at TCP are governed by the pay
scale et by the Federal Government,
» The revision of pay scale, increase, and pay hxation for TCP's employvees shall
be as per the percentage increase prescribed by the Federal Government.

2.2 Ad-hoe Allowance

Ad-hoc allowance shall be applied on the basic pay which maybe revised as per the
pereentage ncrease by the Federal Government as per terms and conditions of its
admassibility,

2.3 House Maintenance Allowance

This allowanee is a parl of the monthly salary provided by the Corporation to its
regular emplovees and deputationists for the house maintenance expenses.

2.4 Utility Charges

Utility: Charges are provided by the Corporation to its regular emplovees and

deputaticnists for the expenses incurred with respect-to Eleclricly,gas, sewage and
water.
5.5 Conveyvance Allowance [ 2 y

Conveyanee Allowance is a part of the monthly satary provided by the Corpogition to
its regular emplovees and deputationists.
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2.6 Hardship Allowance

Hardship Allowance shall only be paid to the emplovees of Grade I-V posted in
Gwadar from out of station on monthly basis as part of the salary. This allowance
shall be provided by the Corporation to its permanent employee and deputationist
transferred emplovee for the expenses incurred with respect to perform duoties
affectively while posted at Gwadar Regional Office.

e R ETET

a, 7 Canteen Subsidy Allowance

This allowance shall be paid to regular employee and deputationists on & monthly
hasis as a part of their salary.

2.8 Tea Allowance

This allowance is a part of the monthly salary provided by the Corporation 1o its
regular emplovee and deputationist for the expenses related to tea and entertainment.

2.9 Children Education Subsidy

Children Education Subsidy is a part of the benefits provided by the Corporation to its
regular emplovees and deputationists on a monthly basis,

¢ Children of deceased employees shall be allowed Children Education Subsidy
like other serving employees.

« Maximum two {2) children of the employee shall be eligible for Children
Education Subsidy.

210 Death Aid

Permanent employee of Grade 1-V who passes away during his/her service, shall be
entitled to death aid benefit.

» In case of death of an emplovee his/her dues shall be paid to the nominees.

2,11 Funeral Expenses

Funeral expense shall be paid to the nominee of the concerned emplovee 1o provice

support in burial expenses to the family of the ﬂEEE-EI.h-E{] e by the Corporation
at the time of death.

2,12 Deputation Allowance

Deputation allowance shall be provided by the Corpagation on a monthly basis,
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2,13 Additional Ch arge

Additional pay shall be provided to employees for holding dual charge of senior
position or equivalent post as a compensation of the official holding of the post.

« Additional charge shall be allowed subject to the condition that the charge is
not for less than two (2) months and more than six (6) months.

=14 Welfare Loan

Welfare loan is provided to emplovees of Grade 1-V of TCP to support them for any of
the below mentioned purpose:

1. Expenses of prolonged illness of a dependent family memberis) of the
emplovee who are not entitled to free medical treatment;

o, Funeral expenses of dependent family member of employes;

g To meet the expenses of natural calamity or distress caused to the employee
or his or her family member;

4. To meet the marrage expenses of the emplovees himself and/or his/her
dependent children
-, Expenses of the higher edueation of his/her children and unmarried brother

and sister and spouse;
b. Expenses related to repair and maintenance of house;

7 Expenses incurred in the purchasing of computer, laptop and other household
items;

8. Any other financial/ domestic problem.

The loan amount shall be recovered from employee's in 24 egqual monthly salary,
whereas;

= The loan amount provided to employee’s shall be interest free,

« The loan shall be approved provided that the take home salary after deduction of
installments in respect of recovery of the said loans/advanees, shall not be less
than 0% of the emploves’s total gross salary.

Procedure for availing aforementioned loan:

Welfare loan shall be availed by submitting an application to General Manager
Human Resource Division using the form attached in Annexure D" of this policy and
the approval of which shall be sought as per the Delegation of Power (DoP).

215 Annual Increment e

Subject to salisfactory performance, annual focrement of all employ
applicable on yearly basia. I

= Annual Increment for regular employve
annual increment for deputationists shall he_applied in December evlery vear.
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Subject to the completion of six (06) months of service in the preceding
financial vear.

o During the vear an emplovee retires if six (6) months of the service is
completed before the date of retirement, he/she shall be eligible for annual
inerement. The amount of annual inerement shall be added in the final
settlement of the employee upon retirement.

+ In cases the inerement is proposed to be withheld shall be brought to the
notice of the Chairman TCP for orders/ approval of il

16  Bonuses

Bonuses shall be provided to regular emplovees and deputationists thrice annually at
the discretion of the Management, subject to the profitability of the Corporation.

« For each bonus, one months gross salary shall be paid to all entitled
employees by the Corporation, subject to the approval of the Chairman TCP.

Criteria for Dishursement of Bonuses:

» Employees under inguiry and/or litigation with TCP shall not be entitled
Bonuszes till settlement of their cases,

s Employee who has not provided HEC/Boards/University verification then at
the time of dishursement he/she shall not be allowed to claim Bonuses.

» Employee's who are not punctual/ late comers and whose attendance on time
is less than 70% in that financial vear shall not be entitled for Bonuses,

» Employee's penalized as a result of diseiplinary actions against them or served
with warnings due to their unsuitable actions or inappropriate disposal ol
official tasks shall not be entitled for Bonuses in the relevant financial vear.

» Employees who ace nol on active filers list shall not be given Bonuses until
thev become active filers.

« Employees who failed to submit Performanee Evaluation Reports for the
angoing year shall not be entitled for Bonuses for that vear.

2,17 Medical Benefits

Medical Benefit/ facilitics are provided by the Corporation to awd in employec's
medical expenses and well-being including those on deputation or on contract {as per
the agreed terms and conditions in case of contractual employees} who opts the
medical faeility at the time of their joining,

« Emplovees on Deputation shall be required to opt, either to avail medieal
facility as per Federal Government Medical Rules and Procedures for which
payments shall be made by the Corporation or to avail medical facility as per
TCP's medieal rules, the option cho snall be fina d cannot be
withdrawn at later stage.

» Emplovees on Contract shall be reduired to opt, either 1o avail
amount in lieu of medical facility W be paid on monthly ba
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Corporation or to avail medical facility as per TCP's medical rules, the
option chosen shall be final and cannot be withdrawn at any later stage

Entit ;

An emplovee and his/her family shall be entitled to free medical attendance and
treatment by the authorized medical attendant at the Corporation’s expenses, subject
to the condition that the total expenditure on medicines, both from the approved
drug store and doctor’s clinic shall not exceed the entitlement / monetary annual
cefling (in case of emergencics) provided that the hospitalization and maternity
charges, fae for radiological and pathological examinations and fees charged by the
specialist or authorized medical attendant shall not be taken into account in applying
the above limit,

Emplovees may register their dependents through submitting 8 medical
registration form attached im Annexure “C" to General Manager Human
Resource Division,

Each declaration shall be subject to acceptance by the Corporation which may
be meodified or rejected. Only the declarations accepted by the Corporation
shall form the basis of entitlement to medical facility.

Every emplovee of Grade [ to V of Corporation, who are availing medical
facilities for self and their family shall submit a1l forms along with covering
letter with signature of their concerned divisional head.

Any change n the declarations shall be notified by the eoncerned employee to
the Corporation within ene month of the date of such change.

Any misrepresented statement in the declaration shall constitute an offense
under the TCP Emplovees (Serviee) Rules.

On the basis of the declarations accepted by the Corporation, such emplovees
shall be considered registration and shall be assipned a code number.

“Employee” means a full-time emplovee of the Corporation who is paid a
manthly salary and to whom these rules apply.

"Family” means spouse [up to two wives) and legitimate or adopted children
(unmarried) and parents wholly dependent upon an employee of the
Corporation.

“Medical Attendance™ means attendance at the clinic of an authorized medical
attendant or at an approved Hospital and includes such methods of
examination for the purpose of diagnosis as are available in the said clinic or
hospital and such consultation with a Specialist or other medical practitioner
as the authorized medical attendant certifies to be necessa

has fallen 111,

“Treatment” means the use of all medical andsurgical facilities available at the
approved Hospital in which the patient is treate



T
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# The employment of such pathological, Surgical, bactericlogical,
radiological or other methods as are considered necessary by the
authorized medical atbendant, or specialist or the Officer-in-Charge of an
approved hospital.
# The supply of such medicines, vaccines, sera or other therapeutic
substances as are available in the approved Hospitals,

* Female employees and wite of an employee may avail maternity treatment.
» Special children of the emplovees of TCP may avail medical benefit for lifetime.

* In a case of exceptional hardship where an employee or his wife or any of his
legitimate children is suffering from a serions illness requiring prolonged
treatment by a specialist and the expenditure on medicine incurred by lim on
such treatment exceeds the prescribed limit, on the written request of
employee, the case shall be referred to a Medical Board consisting of at least
two doctors for examination of the patient. On advice of the Medical Board,
Chairman TCP may sanction such additional amount for treatment as may be
considered reasonable by him.

# The Corporation shall allow the vaccination to the employec/and his family
members at Corporation’s expenses.

s An employee who is on out station leave or his family resides at a place sutside
the place of his posting, he/his family may avail medical facilities including
hospitalization from a Government dispensary/ hospital with his entitlement
and elaim reimbursement on presentation of original payment receipts. In case
where the Medical Officer of a Government dispensary/ hospital refers an
employee or his family member to a private speclalist or a private elinic/
hospital the amount so paid shall be reimbursed on presentation of eriginal
cash receipts along with a photocopy of reference letter so issued by the
concerned Officer of the said Government hospital.

« The facilities shall he admissible at the station of posting of the employvees and
at other station against option, subject to availahility of panel hospital of TCP
at that station/ city.

« In case an employee proceeds on long leave for a period up to two years for the
purpose of higher studies or extra ordinary leaves, he and his EilLﬂ'I]E family
members shall continue to avail the Corporation’s medical facility under the
existing medical policies within Pakistan.

» Anti-rabic treatment shall be provided at a government hospital.

+ The cost of medicines shall be borne by TCP up to the m::rnth]::' medicine
ceiling equal the amount prescribed for serving employees subject to the
condition that in case the cost of medicines exceeds the eeiling, such excess
amount shall be paid by the emplovee.

» Hearing instrument reimbursement facility shall h-r &d to the parents and

spouse of the emplovee once in the cmploy
+ “Dental Treatment” ineludes treatment i jawbone disease or guh boils, the

filling of cavity gingivectomy (other thay geld, platinum and other precious
metals filling), orthodontic treatment/ liances, pyorrhea and] denture.
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Opinion of the Chief Medical Officer of TCP along with estimates shall be
obtained certifving that the treatment is necessary in view of serious medical
problem and thal is not for cosmetic purposes.

The facility of Bridging / Crowing of teeth to the emplovees and their family
members

iz allowed on merit and subject to recommendation of Deputy Chief Medical
Officer/ Chief Medical Officer.

Facility of Implant (Knee Joint Replacement and Cochlear Implant) shall be
allowed to the TCP's emploses and their dependent family members,

Fifty (50) blood sugar strips per emplovee (regular/ refived) per month. The
same may be applicable to registered family members of the emplovees,

Specialist treatment that shall not be ineluded in the entitlement are as follows:

Supply of substances like vitamins, glucose, tonics, processed food, unless
prescribed to cure a dizease.

Special nursing.

Any expenditure representing the cost of diet in a hospital bill.
Treatment of venereal diseases.

Myscho-analytical treatment.

Cosmetic surgery, plastic surgerv or organ transplant except in case of burns
and as

A life saving measure/treatment if such facility is available in Pakistan al the
stations where TCP's Panel hospital are loated.

Cost of transportation of the emplovee or the medical attendant or specialist in
connection with medical attendanece and treatment.

In case of retirement of an employee and their family shall be allowed to use “In-
patient” and “Out-patient” medical facilities only subject to the following conditions:

« The term “family” shall include the retired emplovee’s spouse and dependent

children. In the event of death of the retired employee, the dependent children
and the widow shall be allowed medical facilities for life, provided that in case
of re-marriage by the widow this facility in reqpr:et of the widow shall be
discontinued. In case of death of an office g-service or retirement, his
parents shall be allowed medical facilitios

Indoor™ and “Outdoor” treatment shall be admissible in hd

- ital/ clinie,
laharatories and x-rays centers/ Doct :

The treatment shall not be admissible, at residence or in hospityl) dinic/
doctors/ specialists/ laboratories and x-rayg centers which are not onjthe panel
of TCP or by special arrangement at some otfer place except with the approval
of the Management.
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Health Card

Each employee and his dependent family members shall be provided with a separate
health card, carrving photographs of the employee and his/her family members and
also giving each particular of the emplovees and his family. Such health card shall
cease to be valid on resignation, dismissal, termination and removal of an employee.
The employee shall surrender his/her family members health cards on his
resignation, dismissal, termination and removal as the case may be and the
eorporation shall cancel such health cards immediately.

Hospitalizati

During hospitalization of an emplovee Food Supplements shall be allowed on
the advice of doctor.

In case of prolonged hespitalization of an emplovee or his family members, the
Deputy Chief Medical Officer; Chief Medical Officer may at least once pay a
visit to that Hospital for verification / confirmation.

Reimbursement

An emplovee shall be entitled to the re-imbursement of cost of medicines
imported from abroad for himself or his dependents on the adviee of doclers
on TCP's panel, if such medicines are nol available in Pakistan. This re-
imbursement shall, however, be made within the limits fixed for the purchase
of medicines except in the case of hospitalization under the existing Medical
Rules of the Corporation.

In case of emergency or prior approval from i 7 if emplovess
get medical treatment/ facility non-pane shall s
made equivalent to approved panel hespital rates or lower theSgharges
compared to non-pancl hospital.

Chairman TCF may, whenever he considers n ary, issue appropriate instrugtions,
not inconsistent with these rules, regarding the arrangement for medical attengance

and treatment,
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SECTION 3: @@

lllll

FOR GRADES VI AND ABOVE
COMPENSATION AND
ALLOWANCES
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Compensation and Allowances

When an employee joins the Corporation as a permanent employee or on deputation
basis, he/she becomes eligible to all the entitled pay, allowances, awards, loans, fund
and benefits aceording to the Grade entitlement set by the Corporation in this poliey,
which may be revised by the Board of Directors (BoD) of the TCP.

==

3.1 Basic Pay

Basic pay is an amount paid monthly to a permanent employee as per the TCP's pay
scale, Basie Pay of regular employees is revised [ fixed as per the increased percentage
notified by the Federal Government along with applicable terms and conditions on
basis of TCP's Pay seale duly approved by BoD and the changes are extended upon
receipt of concurrence from Standing Committee of Federal Government on the
recommendation of BoD of TCP,

« Basic Pay of deputationists shall be governed by the pay scale of Federal
Government.,

3.2  Ad-hoc Allowance

Ad-hoe Allowanee of regular employees is revised/ fixed as per the percentage increase
notificd by the Foderal Government amd the changes are extended upon receipl of
concurrence  from  Standing Committee of Federal Government on  the
recommendation of BoD of TCP,

= Ad-hoe Allowance of deputationists shall be governed by the Federal
Government rules,

3.2  Houst Maintenance Allowance

This allowanee is a part of the monthly salary of regular employees and deputationists
for the hovuse maintenance expenses,

1.4 Utility Allowance

This allowance is a part of the monthly salary provided by the Corporation to its regular
employees and deputationists as per their Grades for the expenses incurred with
respect to electricity, gas, sewage and water,

95 Hardship Allowance e e

This allowance shall be provided by the Corporation to ils regular empovees |
deputationists as per their Grades for the expenses ingurred with respect Lo per
the duties effectively while posted at Gwadar Regional
aalary,
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3.6  Convevance Allowance

Conveyance allowance is a part of the monthly salary provided by the Corporation to its

regular employvees and deputationists as per entitlement. This benefit can only be

availed if the emplovee is not availing car mainienance allowanee,

2.7 Car Monetization Allowance

Car monetization allowance is provided to entitled employees from Grade X and above
employees along with monthly salary provided by the Corporation as per their
entitlement.

2.5

The allowance shall not be included for the purpose of retiring benefits like gratuity,
leave encashment and leave preceding retirement.

In case Deputy General Manager has been given charge of General Manager as
incharge, he/she shall be provided with official car by the Corporation in lien of car
manetization allowanee,

In cuse offfelal vehicle of the Corporation is provided to Deputy General Manager
Incharge, he/she shall not be eligible for convevance allowanece/ car maintenanes
allowance.

Such an allowance shall include all the Corporation’s expenses like driver's salary, car
maintenance and insurancee,

[ case the entitled officer wants to avail the senvice of drver, amount of Rupees ten
thousand (Rs. 10,000) shall be deducted from car monetization allowanee subject to
the availability of the driver.

[T any employee is found to be availing official car facility along with car monetization,
the benefit shall be ceased, and the deductions shall be made for the period in which
the emplovee was availing both the benefits at the same time.

Car Maintenance Allowance

Car maintenance allowance in liew of convevanee allowanee is a part of the monthly
salary provided by the Corpomtion to its regular employees and deputationists not
entitled to a car monetization allowanee, for their personal car maintenance expenses.

= Toavail the allowance, car registration and emplovee personal ownership documents

The entitlement shall be applicable from the regist

shall be submitted to Human Resource Division.

ion of vehicle, upon
the applicant which shall be subject to verification ¢f documents by Human
Division.
In case official vehicle of the Corporation is provi to Deputy General Manager

Incharge, he/she shall not be eligible for convevance™allowance / car mainteganee
allowance.
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4.9 Canteen Subsidy

Canteen Subsidy shall be paid to regular emplovees and deputationists on & monthly
hasis as a part of their salary {or the expenses related to lunch.

3.10 Entertainment Allowance

Entertainment Allowance is a part of the monthly salary provided by the Corporation to
its regular emplovees and deputationists for the expenses related to tea, refreshment
and entertainment.

2.11  Communication Allowance

Communication Allowanee is paid to regular employees and deputationists as per their
Grades for the mobile, residential telephone and internet expenses on monthly basis.

+ Entitlement of Communication Allowance shall be revised al rate of 10% after
every § vears, subjeet to the approval of the Board.

312 Newspaper [ Weekly Magazine

Newspaper, weekly magazine shall be provided to Head of Division, Executive Director
and Chairman by the Corporation.

+ Entitlement of newspaper and magazine is restricted to one daily newspaper
{either Urdu or English).

3.-13_ Bonuses

Bonuses shall be provided to regular emplovees and deputationists thrice Ian:nuull_'r at
the discretion of the Management, subject to the profitability of the Corporation.

« For each bonus, one month’s gross salary shall be paid to all entitled
emplovees by the Corporation, subject to the approval of the Chairman TCP.

2.14 Service Award

ten {10} vears of
icsalary,

Employce shall be awarded service award after completi
continuous service in the Corporation which shall be gqivalent to one

TOF.

» Emplovees against whom disciplinary
shall not be eligible for this award.

n/ case/grievance is in process,
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3.15 Special Service Award

Special service award as admissible shall be paid to a permament emplovee who
completed or shall complete twenty (25) years’ service. Whereas an emplovee who has
completed thirty-five (35) yvears of service on the paymoll of the Corporation shall be
eligible for grant of special service award equal to one month’s basic salary.

One month's basie salary shall be paid as special service award in case of death
of an employee during service.

The amount shall be paid without the deduction of conveyvance/maintenance
allowance.

Emplovees against whom disciplinary action/ case/grievance is in process,
shall not be eligible for this award.

Criteria for Disbursement of Bonuses and Service Awards:

Emplovees under inquiry and/or litigation with TCP shall not be entitled for
Service Award and Bonuses till settlement of their cases.

Emplovee who has not provided HEC) Boards/University verification then at
the time of disbursement he/she shall not be allowed to claim Service Award
and Bonuses.

Employvee who exerts influence in connection with their postings/transfers and
other service matters, including the emplovees transferred; posted om their
own requests, shall not be entitled to Service Award and Bonuses in any vear.

Employees who are not punctual/ late cotners and whose attendance on time is
less than 70% in that financial year shall not be entitled for Bonuses.

Employee’s penalized as a result of disciplinary actions against them or served
with warnings due to their unsuitable actions or inappropriate disposal of
official tasks shall not be entitled for Bonuses in the relevant financial year,

Employees who are not on active filers list shall not be given Service Award
and Bonuses until they become active filers.

Emplovees who failled to submit Performance Evaluation Reports for the
ongoing vear shall not be entitled for Service Award and Bonuses for that vear,

3.16  Additional Charge e

Additional pay shall be provided to employees for Kolding dual charge of seni
or equivalent post as a compensation of the offici

Additional charge shall be allowed suby the condition that the clurge is
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3.7 Annual Increment

Subject to satisfactory performance, annual increment of all employees shall be
applicable on yvearly basis.

« Annual [nerement for regolar employees shall be applied in July, Whereas
anmal increment for deputationists shall be applied in December every vear.,

# If an emplovee completes service of six (06) months in the relevant vear,
he/she shall be eligible for annual increment.

9.18 Annual Increment on Retirement

During the retiring vear if an employee completes the sermvice of six (06} months in the
sume fAnancial vear, he/she shall be eligible for annual inerement.

o The amount of annual increment shall be added in the final settlement npon
retirement.

3.19  Superannuation Increment

Regular employee shall be allowed two (02) advance increments on reaching the age of
superannation.

¢ The amount of inerement shall be added in the final settlement of the
employes upon retirement,

4.20 Retiring Benefit

Regular employees of the Corporation shall be paid one month's gross salary s retiring
berefit on retirement,

e Emplayees on completion of twenty-five (25) years of service shall be eligible
for retiring benefit.

3.21 Special Service Award [D_n Dieath and Retirement)

In case of death/ retirement of regular employee, if he/ she has rendered 50% or more
service in the respective spell, he/she shall be allowed to draw service award equal to
one month’s gross salary.

Empleyees up to the Grade IX when retire on reaching the age of superannuatian ghall
he allowed honorary promotion (without finanelal benefit) in higher Grade ih case,
he/she has rendered three (03] years services in his'sgisting cadre/designation,
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3.23 Honorary Promobion on Retirement

General Manager having more than four (04) years of service in the cadre retires,
he/she shall be provided with one (01) increment in lien of honorary promotion by the
TCP-

» The increment amount shall be added in the final settlement of the employes.

« The ealeulations in the final setttement based on the hasic pay shall be done on
an incremented pay.

3.0 Children Education Subsidy

Children education subsidy is a part of the benefits provided by the Corporation to ils
regular employee and deputationist on monthly basis.

»  Maximum two {o2) children of the emplovee shall be eligible for children
education suhsidy.,

9.25 _.';LFIP'I'_'I:EH tment of Son/Daughter of E‘I-l.'l;.',lli{}}-'l.?'ﬂﬁ

In the case of death of a regular employee during the service, their son/daughter shall be
preferred for appointment in TCP, subject to the availability of the vacancy in direct
recruitment quota and candidate meeting the basic eligibility eriteria of the post.

3.26 Welfare Advanee

Welfare advanee is provided o permanent employees and deputationists of TCP to
suppnrt them for any of the below mentioned purposes:

1. Te meet the marriage expenses of the employee himself and/or his dependent
childremn:

2, Tomeet the higher edueation expenses of his children/ dependent:

3. To meel the expenses of natural calamity or distress caused to the employee or to
his family members;

4. To meet the expenses of prolonged illness of a dependent member of employees®
family who is not entitled to free medieal treatment under the TCP medical
attendance rules.

The benefit can be availed by applying for the advance through attached form refer
Annexure "D to General Manager Human Resource Division, whereas;

« The advance shall be granted on the basis of seniority and first come first serve
lraasis.

« The loan amount shall be recovered f anthly salary.

Fage | 90



g = gl R

TRADNNG RATION OF P, LF i3

Chapter: Compensation and Benefits

»  Theadvance shall be approved provided that the take home salary of the
employee during the recovery period shall not be less than 50% of the emplovec’s
total gross salary,

» Chairman TCP shall be approving authority with the concurrence of Execulive
Director Finanee, subject to the availability of the benefit budget for the ongoing
financial vear.

3.27 Funeral Expense

Funeral Expense shall be paid to the nominee of the concerned regular employee o
provide support to the family of the deceased employee by the Corporation from Grade
¥l to IX.

998 Death Aid

Permanent emplovee of the Corporation who passes away during his/her service, shall
e entitled to Death Aid benefit.

.:3.29 Deputation Allowance

Deputationists shall be paid deputation allowanee by the Corporation on a monthly
basis.

.20 Medical Benefit

Medical Benefit/ facilities are provided by the Corporation to aid in all employees’
medical expenses and well-being including those on deputation or on contract (as per
the agresd terms and conditions in case of contractual emplovees) who opts the medieal
facility at the time of their joining.

» Emplovees on Deputation shall be required to opt, either to avail medical facility as
per Federal Government Medical Rules and Proeedures for which payvments shall be
made by the Corporation or to avail medical facility as per TCP's medical rules, the
pption chosen shall be final and cannot be withdrawn at later stage.

= Employees on Contract shall be required to opt, either to avail lump sum smeunl in
lien of medical facility to be paid on monthly basis by the Corporation or to avail
medical facility as per TCP's medical rules, the option chosen shall be final and
cannot be withdrawn at any later stage.

Entitlement

An emplovee and his/her family shall be entitled to aftendance and
trestment by the authorized medical attendant at the Gorporation’s expensts, subject to
the condition that the total expenditure on medicifies, both from the apprgved drug
store and doctor’s clinic shall not exceed the entitlement / monetary annual egiling (in
case of emergencies) provided that the hospitalization and maternity charges, fee for
radiological and pathological examinations and :
authorized medical attendant shall net be taken into
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Emplovees may register their family members through submitting a medical
registration form attached in Annexure “C" to General Manager Human Reésource
Division.

Each declaration shall be subject to acceptance by the Corporation which may be
madified or rejected. Only the declarations accepted by the Corporation shall form
the hasis of entitlement to medical faeility,

Every emplovee of Grade VI and above of Corporation, who are availing medical
facilities for sell and their family shall submit all forms along with covering letter
with gignature of their concerned divisional head.

Any change in the declarations shall be notified by the concerned employee to the
Corporation within one {(01) month of the date of such change,

Any misrepresented statement in the declaration shall constitute an offense under
the TCF Employees {Service) Rules.

On the basizs of the declarations accepted by the Corporation, such employvees shall
be considered for registration and shall be assigned o code number,

“Emplovee” means a full-time emploves of the Corporation who is paid a manthly
salary and to whom these rules apply.

“Family” means spouse (up to two wives) and legitimate and adopted children
{unmarried) and parents wholly dependent upon an emplovee of the Corporation.

"Medical Attendance™ means attendance at the elinie of an authorized medical
attendant or at an approved Hospital and includes such methods of examination for
the purpose of diagnosis as are available in the ssid dinic or hospital and such
consultation with a Specialist or other medical practitioner as the authorized
medical attendant certifies to be necessary to such extent and in such manner as the
specialist or the medical practitioner may determine.

“Patient” means an emplovee of the corporation or a member of his family who has
fallen ill

"Treatment” means the use of all medical and surgical facilities available at the
approved Hospital in which the patient is treated, and includes:

» The employment of such pathological, Surgical, bacteriological, radiological or
other methods as are considered neceszary by the authorized medieal attendant,
or speeialist or the Officer-in-Charge of an approved hospital

# The supply of such medicines, vaceines, sera or other therapeutic substanees as
are available in the approved Hospitals.

Every employee of Grade VI and above who are availing medical facilities for their
family shall submit all forms slong with covering letter with signature of their
coneerned divisional head.

iy treattment.
t for lifetime.

anv ot his
ious illness requiring prolongked treatment
icine incurred by him on sugh treatment
se shall he

Female employees and wite of an employee mas

all avail medical treatm

Special children of the employvees of TCP

In a case of exceptional hardship where an emplavee or his wife
legitimate children is suffering from a s
bv a specialist and the expenditure on m
exceeds the preseribed limit, on the written

Page | 92



B e

IRADING CORFORATION OF PAKISTAN (PVT,) LIMITED B3t
Chapter: Compensabion and Benefits

referred to a Medical Board eonsisting of at least two doctors for examination of the
patient, On advice of the Medical Board, Chairman TCP may sanction such
additional smount for treatment as may be considered reasonable by him.

« The Corporation shall allow the vaccinmation to the emplovee/and his family
members at Corporation’s expenses.

o An emplovee who is on out station leave or his family resides at a place ontside the
place of his posting, he/his family may avail medical facilities  inclucing
hospitalization from a Government dispensary) hospital with his entitlement und
claim reimbursement on presentation of original pavment receipts. In case where
the Chief Medical Officer of a Government dispensary/ hospital refers an employee
or his family member to a private specialist or a private clinie’ hospital the amount
s paid shall be reimbursed on presentation of original cash receipts along with a
photocopy of reference letter so issued by the Chief Medical Officer of the said
Government hospital.

»  The facilities shall be admissible at the station of posting of the emplovees and at
other station against option, subject to availability of pane] hospital of TCP at that
staton/ citv,

o In case an emplovee proceeds on long leave for a period up to two vears for the
purpose of higher studies or extra ondinary leaves, he and his eligible family
members shall continue to avail the Corporation’s medical facility under the
existing medical policies within Pakistan.

» Anti-rabic treatment shall be provided at a government hospital,

» The cost of medicines shall be borne by TCP up to the monthly medicine ceiling
equal the amount prescribed for serving employees subject to the condition that in
case Lhe cost of medicines exceeds the ceiling, such excess amount shall be paid by
the emploves at once or in installments as opted by the emplovee,

« Registered family members of employees from Grade VI-IX who are the patient of
chronic diseases shall be eligible to get reimbursement of cost of medicine ceiling
proportionately, subject to the recommendation and approval of Chairman TCP
after the recommendations of CMO,

o  Hearing instrument facility shall be allowed to the parents and spouse of the
emplovee once in the employees’ service,

+ “Dental Treatment” includes treatment of jawbone disease or gum boils, the
removal of teeth, the removal of Odontomas, impacted wisdom teeth and filling of
cavity gingivectomy {other than gold, platinum and other precious metals filling),
orthodontic treatment/ appliances, pyorrhea and denture. Opinion of the Chief
Medical Dfficer of TCP along with estimates shall be obtained certifying that the
treatment i necessary in view of serious medical problem and that is not lor

COSIMEtic pUrposes,
e The fucility of Bridging / Crowing of teeth to the employees and their family
members —

is allowed on merit and subject to recomm
Officer, Chief Medical Officer.

« Facility of Implant (Knee Joint Replacement andCochlear Implant) shall He allowed
to the TCP's employee and their dependent family 1

el Medical

Fage | 93



Chapter: Compenzation and Benefits

» For each employee of Grade V1 and above, fifty (50) blood sugar strips shall be
allowed after every twe months at the cost of the Corporation, subject to the
approval of Chief Medical Officer/Deputy Chief Medical Officer. The same may he
applicable to registered family members of the emplovees,

» In the case of death during service, parents, spouse and registered children shall be
allowed to use medical facilities.

Specialist treatment that shall not he included in the entitlement are as follows:

« Supply of substances like vitaming, glueose, tonics, processed food, unless
prescribed to cure a disease.

« Special nursing,

= Any expenditure representing the cost of diet in a hospital bill.

» Treatment of venereal diseases.

«  Paycho-analyvtical treatment,

» Cosmetic surgery, plastic surgery or organ transplant except in case of burns and as

» A hife saving measure/treatment if such facility is available in Pakistan at the
stations where TCP's Panel hospital are located,

« Cost of transportation of the employes or the medical attendant or specialist in
connection with medical attendance and treatment.

In case of retirement of an employee, parents, spouse and registered children shall be
allowed to use “In-patient” and “Out-patient” medical facilities.

= The term “family” shall include the retired employee's spouse and dependent
children, In the event of death of the retired emplovee, the dependent children and
the widow shall be allowed medical facilities for life, provided that in case of re-
marriage by the widow this facility in respeet of the widow shall be discontinued. In
case of death of an officer during service or retirement, his parents shall be allowed
miedlical facilities.

 Indoor” and “"Outdoor” treatment shall be admissible in hespital/ clinic,
laboratories and x-ravs centers/ Doctors/ Specialist on the panel of TCP.

» Employees shall be allowed Lo use lab facility from any hospital as per there
convenience. If the prescribed test facility is not available in the panel hospitals.

* The treatment shall not be admissible at residence or in hospital! elinie/ doctors/
specialists] laboratories and x-rays centers which are not on the panel of TCP or by

special arrangement at some other place except with the approval of the
Management.

Health Caned

Fach emplovee and his dependent family mernghers shall be providedavith a separate
health eard, carrving photographs of the emgloyee and his/her family ‘members and
also giving Eﬂt‘h particular of the employees nd his family as the Corforation may
determine. provided that photograph of wife o hose employees shall not be affixed
on the health card who so request the corporatioh.dn writing. Such heglth card shall
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cease to be valid on retivement, resignation or dismissal of an employee. The
emplovee shall surrender his and his family members health cards on his retivement,
resignation or dismissal as the ease may be and the corporation shall caneel such
health cards immediately.

Hospitalizati

= During hospitalization of an employee Food Supplements shall be allowed on the
advice of doctor,

» In case of prolonged hospitalization of an employee or his family members, the
Deputy Chief Medical Officer/ Chief Medical Officer may at least onee pay a visil
to that Hospital for verification / confirmation,

Reimbursement

» An emplovee shall be entitled to the re-imbursement of cost of medicines
imported from abroad for himself or his dependents on the advice of doctors on
TCP's panel, if such medicines are not available in Pakistan, This re-imbursemenl
shall, however, be made within the limits fixed for the purchase of medicines
except in the case of hospitalization under the existing Medical Rules of the
Corporation.

o In case of emergency, the treatment from a
reimbursed at the rate equivalent or lower the
subject to the approval of Chairman TCP.

Chairman TCP may, whenever he considers necessary, isgue appropriate instructions,
not inconsistent with these rules, regarding the arrangemén
and treatment,

arges of the panel hospita
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SECTION 4: @. @

TRAVELLING
ALLOWANCE/DAILY
ALLOWANCE
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Preface

The overall objective of this policy is to facilitate the employees of TCP in their local and
international travel needs thereby establishing a consistent base to ensure that the
expenses incurred on travel are appropriately documented, authorized and are within
the allocated operating budget of the Corporation.

This policy is applicable to all the permanent, deputationists and contractual
employees of TCP.

The Corporation shall reimburse as per the entitlement mentioned in this policy.

Approval of official visit must be obtained for any international or domestic
travel.

Approval from Chairman TCP is required for official domestic tours of employees
ranging from Deputy General Manager to Executive Directors.

Approval from concerned Exeeutive Director shall be required for oflicial
domestic tours of employees of Head Office up to the level of Manager and
equivalent.

The approval from concerned General Manager shall be required for official
domestic tours of employees of Regional Offices till Manager and equivalent, In
case, where Deputy General Manager and General Manager are posted af
Regional Offices, the approval of Chairman TCF is required.

Approval from Chairman TCP shall be required for mominating employees
ranging from Assistant Manager to Executive Directors for official international
Fowrs.

Approval from Ministry of Commerce shall be required for official tours of
Chairman TCP.

Approval from Executive Director shall be required for handling incidental
matters related to travelling allowanes claims, e.g., shortest, and cheapest moute,
mileage.

Chairman TCP shall countersign on Travelling Allowanee Bills for Executive
Directors and above.

Congerned Executive Director is authorized to countersign on Travelling
Allowance Bills for Company Secretary/Chief Financial Officer/Chief Internal
Auditor/General  Manager and  equivalent/General Manager Regional
(Office/ Deputy General Manager,

General Manager Human Resource is authorized o r_'t'n.mt:‘.'t'slgt'l on Travelling

Allowance Bills for Manager and equivalent / Man: and other
employees.

Approval of Executive Director - Finanee is re
and travelling allowance to emplovees where a

irex] to sanction advande of pay
issible under the rubes.
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s.1 Daily Allowanee Policy

Daily Allewance is granted to an employee Tor each day of his/her absence from office
for official purposes and is intended to cover the ordinary daily expenses ineurred by an
pmployee in consequence of such absence.
Daily Allowance is permissible for employees for traveling outstation and includes meals
charges and hotel secommaodation charges.

Dty Allmweance for Local /Domestie Tours

a) Emplovees on domestie tours for only approved official visits are entitled to
below set forth daily allowanece:

e SR K | Ordinary Rates | Special Rates
Chairman Hs. qob2 Rs. bobo
_Executive Directors Hs, 4002 Rs, 5800

Grade X Rs. 3500 Rs. 4752

Grade VII-1X Es, 2004 Rs. 5720

Grade V=11 Fs, g12 e Rz, 1070

Grade IV E=. 456 Rs. 640

Grade 1-111 Rs. 448 | Rs. 584

h)] Daily Allowance for domestic tonrs shall only be reimbursed where the night stay
s involved at the sutstation. In such a case, where night stay is not involved and
if absence from Corporation exceeds four houss, half of the daily allowance shall
be allowed subject to the eondition that no daily allowance is drawn for any night
stay.

el Special Rates of daily allowance for specific stations shall be permissible for
Hyderabad, [slamabad, Karachi, Lahore, Faisalabad, Multan, Peshawar, Quetta,

Rawalpindi, Northern Areas, Sukkur, Bahawalpur, DG Khan, Sarghodhba, Sialket,
Gujrawala. Muzaffarabad, Mirpur AJ and K and Gawadar.

d) Ordinary Rates of daily allowance shall be applied for the stations other than
stations specified for special rates mentioned above.

Daily Allowanee for International Tours

i) Advance payvment for the expected expendifures shall be made
on international tour for approved official ¢isits onlv.

b} Emplovecs on international tour for appipved otficial visits only afe entitled to
daily allowance set forth below whichincludes the meal charges, hotel
accommodation and any other charges deemedgecessary for the visit

the employee
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e e oL R R Rt e -
Members of Board of Directors LIS$ .q.l:h':r ]:u:r LLJ.}

Chairman US$ 400 per day

Executive Directors U'S% 200 per day

Grades VI-X US§ 200 per day
Tation f . ;

a) Holel accommodation charges shall only be reimbursed within the preseribed

entitlements of the daily allowanee, on the submission of receipts/vouchers.

b} Hotel accommodation charges are inclusive of the taxes, duties, and service

e)

)

c)

charges regarding the accommodation charges of single room. The
reimbursement to the employees of Grade-I to Grade-IX on submission of
receipts shall be made as per the following entitlement:

« Four {04) times of the daily allowance per day with respeet to the entitlement
mentioned above shall be reimbursed to the emplovee on the submission of
the receipt/vouchers subject to the condition that such charges do pot exceed
the amount of daily allowanee admissible to him.

In case of non-availability of a single room of an employee, he/she may be
allowed to book a double room provided that the accommodation charges do nol
exceed the preseribed entitlement of an employee.

In such a case, where two emplovees on official visits at the same station decide
to stay in a single room on their own decision/unavailability of the room shall be
reimbursed at one half as per their prescribed entitlement of daily allowance,

The hotel sccommodation shaoll be at actual charges as per the entitlements us
mentioned below:

e PR T P 2 nﬁ:amﬂﬂmm !  Entitlement

Board Members, Chairman Five Ln5] stapdtotel Em:un s
and Executive Directors

3

In case an employee on official visit(s) uses | personal m:mmm:::]dlmn and /ur
no hotel receipt is produced, two (02) times l the daily allowance shal] be
provided.
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4.2 Travelling Allowance Policy

The employees of the Corporation shall be allowed to travel by air, rail or road
respectively, The mode of the transportation may vary as per the entitlement on TCP
Grades.

Travelling expense of an emplovee shall be reimbursed on the submission of the original
air ticket and boarding pass, railway ticket or anginal receipts/vouchers (whichever is
applicable} as evidence.

Air travel for Local/Domestic and International Tours

a) This policy is applicable to the employees ranging from Grade-V1 and abave
along with deputationists and contractual emplovees.

b} The employee(s} mentioned above shall be allowed to travel by any airline in
economy class and ean claim the actual amount on the submission of the original
air ticket and boarding pass only.

¢] The officers entitled for air travel for domestic travels, can also choose to travel
through other modes i.e., rail/personal car/ public transport.

Travelling Allowance in case of Railway Rowtes for Deomestic/Local Tours

a) All the permanent employees including deputationists and contractual emplovees
shall use railway route for travelling in case of official tours as per their
entitlement. In such a case, where the emplovee is unable to use the raflway route,
he/she shall be allowed road mileage.

bl Employees ranging from Grade-T to Grade-X when travelling for official purposes
domesticallyTocally are entitled to the following railway aceommaodation seales

hebonw:
- .I i1 : TEAT d = Tt} -I--:r.-!:- l £ = T -'._ J

Grades GEt et P A |2 =Ty “:."-ﬂﬂﬂ.:'l:'\ T L e o ) R
: s - " b

Grade VIII to X AC Sleeper

Grrade VII AL Business

Grade V-1 AC Lower/Standard

Grade I to IV Economy Class

Traveiling Mileage Allowwance

Mileage allowance is determined based on the distance travelled to meet the cost of

particular journey in case of inter-city and intra-eity Tor officisd-purposes only for all
employvees along with deputationists and eont

ravilway

station, or the airport, as the case may'he, at his/her headquarters 4nd from the
railway station or the airport, as the of his/her
temporary residence at the outstation.
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h) Mileage allowanes is also permissible where road journey is performed hy public
transport plying for hire on a single seat hasis from the residence of the employee
to the bus/mini-bus/taxi stand, as the case may be, at his/her headquarters and
from such stand to the place of temporary residence at the outstation and vice
VETSR,

¢] Mileage allowance is also permissible if the employee travels within the city by
personal car/taxi/ public transport/motoreyele for official purposes,

d) The journey between two places should be performed by the shortest of two or
morve practicable routes or by the cheapest of such rules if it's equally short.
When there are alternate railway routes and the cost and time between them is
not much different, the Lravelling allowance maybe allowed by the route used by
the emploves,

g] The shortest route is that by which a traveler can arrive at his/her destination
most speedily by the ordinary modes of travelling. If an employee has travelled by
a roule which is cheaper but not the shortest, he/she may be allowed mileage
allowance of the route used by the employee.

f} This mileage allowance shall be given if the emplovee travels by personal car /
pubdic transport.

Intra-city
The mileage allowance Rs. 30 per km is allowed for all emplovess in case of using

Personal Car/ Public Transport/Motoreyele/taxi which shall only be provided in cose
the arrangement of official conveyance/ transportation of TCP is not provided,

Inter-city

The mileage allowanece for all employvees is as follows:

| gl g | i - '-.. -

Personal Car/Motorcyele Public Transpaort

Bs. 15 per km Rs. 3.5 per km

available/or in case of ugency for travelling outstatie CeE tall be
allowed e avail the facility of 8 borrowed cr or rer '

b) The emplovee availing the facility of borrowed ‘war or rent a car shall
reimbursed at actual on the production of receipt/voucher as a form Jol

supporting evidence only.
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Travelling Alloweance and Daily Allowance on Transfers

Travelling allowanee for transters are provided when a permanent emiplovee of the
Corporation is required to move from one loeation to the other location on transfers.

The transter grant for all the emplovees is az follows:

Posts ‘Transfer Grant (To be paid only once)

Employees not possessing a family Half (1/2) month’s pay

Employees possessing a family One (01) month's pay

i)

13}

c)

i}

o

In case where an emploves possessing family moves to another location alone
may draw the transfer grant at the rate equal to the amount admissible to an
emnploves not possessing family provided his/her family opts to do 2o on teansfer.

Actual Railway, Air or Steamer fair for the employee and one or half fare for each
member of the emploves’s family. [ he/she (ravels by road, he/she may draw the
road mileage twice the rate applicable to him and if two members of the family
accompany him, he/she can draw additional road mileage and if more than two
family members accompany him/her, he/she can draw amount twice that rate.

One Daily Allowance during journey period with respect to special rates shall be
paid to an emplovee for every four hundred and cighty (480) km if he/she travels
by road.

One Daily Allowance, on arrival at the place of new posting, at the rate applicable
ta him shall be paid to the employee.

In such a case, where an emplovee is moving eut with his/her family member of
above twebee (12) years, one daily allowance shall be paid. In such a case, where
the offspring of the employee is below the age of twelve (12) vears, half of the
daily allowance shall be paid.

a) Transportation of Persenal Effects for all the permanent, deputationists and

retiring employees is admissible as per the rules of Federal Government,

bl The maximum of limit up to which personal effects can be transported al

Government expense is as follows:

Grades R T =
) Pmi.-imning Fa_mﬂjr : i
Grade VII to X 4500 kg
Grade VI 3000 lg
Grade 1500 ke
Grade I-TV 560 kg
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The formula for calenlating carriage of personal effects on transfers/retirement is:
Bs.o.0z per kg per km

#) Cost of carriage of personal effects up to the maximum number of kilograms shall
be allowed from the residence of the government servant at the old station to his
residence at the new station, irrespective of the mode by which the personal
cffecks are carried.

b} Supporting evidence or receipts in support of an employee's claim of cost of
transportation of personal effects is not mandatory.

¢} A member of an employee's family who follows him within six months of the date
of transfer or proceeds him/her by not more than one month may be treated as
pecompanying him.

Trovelling Allowwance on Betirement

An employee shall be entitled to travelling allowance in case of retirement with respect
to the travel distance covered from the place of his/her last posting to his/her hometown,
petformed during leaves preparatory to retirement or on or after retivement. The travel
allowanee is allowed as the following:

a) Actual fare by rail or steamer of the class of to which the employee was entitled
immediately, hefore his/her retirement for himself and for each member of
his/her family, for journevs not connected by road or steamer, mileage allowanee
shall be allowed in ease hefshe travels by road through personal ear/public
transport mentioned above in this policy,

) In addition to the cost of transportation of personal effects cost of transportation
of personal car or motoreyele or scooter shall, however, be ealeulated by road and
restricted to the distanee by the practicable route. The rate of allowanee
admissible in such cases shall be *Rs. 5.00 per kilometer for a motor car and
*Rs.2.50 per kilometer in respect of a motoreyele/scooter

¢) In addition to travelling allowance, an :anlﬂ-}':il: pt'n.'n:em:ling on retivement shall
be eligible for transfer grant entitled to him on transfer from one stalion to
another,

d} The emplovee shall be entitled to cost of transpartation of personal effects to the
extent admissible to him immediately before the retivement for journeys on
transfers.

e} Payment for the expenditures mentioned above shall be made Lo the employee
before the commencement of the retirement peried and shall be treated as Lnal
payment.

[} An employee is entitled to travelling allowanee ur.‘;_?_gmsima—any_ igie during pre-
retirement, leave preparatory, and post 1'eti;;uw before the com

{06 mouths after his/her vetirement and thig concession shall be treate
Lime concession.
g] The rail fare shall be paid as per the manent address registered in

emplovee records (CNIC/Domicile) during fis/her service or as per the 4
declaration made by him for the purpose of leave tfve] concession.
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.f’u!

4.3 Proeedure

a) An employee shall submit the TA/DA form and approved travel application
attached which shall be submitted to the Human Resource Division,

b) Emplovees shall submit the claims for both domestic/local and international
trips after the completion of their official visit within the same financial year. The
time limit may be relaxed by the Competent Authority in special circumstances.

¢] Onee the claim is submitted, Human Resource Division [HRD) serutinizes the
application along with the supporting documents and caleulates the TA/DA
allowance as per the entitlements.

d} Subsequently after countersigning by the relevant competent authority, Human
Resource Division forwards the summary of the claims to the Audit Division for
audit clearance.

e} The ¢laim is then submitted for the approval of the competent authority.

f) All the TA/DA elaims are to be approved by the respective Competent autherities
mentioned below:

I ; - T ———
B TR = R

e —A."'HI'—'E"" l'-'_m' i | Eh
Gcncra’tMnnager Huma.n Resourcs Less than or equal to 50,000
Division

Executive Directaor — Administration and Above 50,000 to 100,000
Management Services

Executive Director = Finanee Al

Chairman TCP Above 150,000

gl After approval from the respective authority, th

further forwarded to the Accounts division far i
regarding claims.
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SECTION 5: ®...

PROVIDENT FUND AND
GRATUITY
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1 Provident Fund

THADING CORPORATION OF PARISTAN (PVT.) LIMITED lt":‘:'{
Chapter: Compensation and Benefits g

All permanent emplovees of TCP who have completed six (06) months of employment
inn the Corporation shall be entitled for the provident fund.

An employee of the Corporation shall sign a declaration attached in Annexure “E” to
inin the fund as member/subscriber,

The Corporation shall constitute a Board of Administrators (BoA) in this regard which
shall include ome member from Officer Association, one member from Union
Emplovee Association, General Manager Human Rescurce Division and Executive
Director Finance which shall act as the Chairman of the BoA.

The BoA shall manage the fund on behall of all the members/subseribers. The Bod
shall assume all the control over the management of the fund,

The BoA shall solely be responsible for the fund and ensure separate books of aceount
books are maintain and andited annually in this regard,

BoA shall invest and manage the fund amount in aceordance with the Provident Fund
rules and majority decisions of BoA.

The contribution from the emplovee shall be deducted from the monthly salary at
following schedule.

Each emplovee shall contribute by deduction from his/her monthly salary at ten (10%)
ol his/her basic pay or, TCP further provides an option to its emplovee if he/she decm
necessary can contribute total twenty (20%) of his basic pay to his/her provident fund
at his/her own discretion,

Employee at any time in future or once in the duration of his/her service, if deem
necessary, can change his/her preference regarding rate of his/her provident fund,

The emplover shall contribute ten (10%) of the emiplovee's basic pav on monthly basis
regardless of if the employee decides to contnbute twenty (20%) of his/her basic pay.

The dedueted amount shall be credited to the sccount of the employee in the books of
the Fund.

In case an employee resigns before completion of five (05) vears of continuous service,
he/she shall only be paid the amount of his own contribution and interest, However, if
an employee is dismissed other than for improper conduet after completing five {o35)
vears of service, he/she shall be entitled to receive the entire balance of his/her
provident fund aceount including Corporation’s contribution and interest,

I case of disciplinary or fivancial matters; the Management reserves the right to
withhold part of, cr full Provident Fund,

Emplovess on deputation are to be governed by t

rules in their parent

The day to day financial and accounting affafrs of the Fund shall be
Provident Fund Cell under the supervision of Chiyef Financial Officer.

The Fund shall ensure that before making paym
the fund or payment of final fund balance on retire
from HR Mhwvision,

against
15 taken
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A, Non-Refundable Withdrawal :

o A permanent emploves of the Corporation and a member/subscriber of the fund
shall be eligible to draw non-refundable advance against provident fund maximum
four (4) times in his/her service,

» Member/ subscriber shall not be eligible to draw more than 50% of his provident
fund sccumulation at the time of request.

»  Members/subseriber of the fand can draw non-refundable advance at the age of
forty (40) years, forty-five (45) vears, fifty (50) years, fifty-five (55) years,

« Non- Refundable Withdrawal shall only be granted on the tollowing reasons:
1. Marriage of Children
2. Repair of House
4. Higher Education of Children.

4. Hajj Expense

» Emplovee shall provide an undertaking on stamp paper, in which they state the
reason for secking Non-Refundable Withdrawal.

o Toavall the non-refundable loan, employee shall submit an application (attached in
Annexure “F'} to the Chief Financial Officer with required documents and
undertaking.

B. Provident Fund Advance

* A permanent emplover may apply for two (o2) Provident Fund Advances, with a
minimum gap of six (06) months between each application. This means that the
emplovee can request an advance from the provident fund on two (02) separife
oecasions, but there must be a time period of at least six (06) months between both
the requests.

« Corporation shall deduet provident fund advance in installment from the employec
on monthly basis from the salary. Employvee may choose installment plan
aceording to his/her preference i, twelve (12), twenty-four (24}, thirty-six
{(36), fortyv-eight (48) or maximum of sixty (60) months,

= Member/subscriber of the fund shall be eligible to draw Provident Fund Advance
that shall not exceed 75% of the amount of the subscriber's personal contribution
at the time when advance is requested.

¢ The loan shall be approved provided that the take home salary of the emplovee
during the recovery period shall not be less than 5% 01 the employeey botal gross
salary.

ident Fund shall not be charged
emplovee who have optdd for
interest at the rate of 109 per

« Emplovees who have opted for interest free
interest on recovery of the payment. Wher
interest base Provident Fund shall be charg
annum on product method basts,
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Chapter: Compensation and Benefits

. Personal Loan Scheme

hMember/subscriber shall anly be eligible for the grant of personal loan against
provident fund.

The amount of loan shall be minimum three (03) take home salaries and
maximum ten (10] take home salaries.

The amount of granted loan should not be more than the personal eantribution
and Corporation’s contribution of the Provident Fund at the time of request.

Corporation shall deduct persenal loan amount in installment from the emploves
on monthly basis from the salary. Employee can choose installment plan
according to his/her preference Le., twelve (12), twenty-four (24), thirty-six
(36}, forty-cight (48) OR maximum sixty (60) months.

Employees who have opted for interest free Provident Fund shall not be charged
mterest on repaymoent. Whereas employee who have opted for interest bnse
Provident Fund shall be ¢harged interest at the rate of 1% per annum on simple
inferest)/ diminishing balance method on monthly product basis.

The loan shall be approved provided that the take home salary of the emplovee
during the recovery period shall not be less than 50% of the emplovee's total gross
salary, as per previous month’s pay slip issued by payroll section. In case take
home salary is less than s0% and by virtue of any loan recovery / refund in the
curtent month, the emplovee meets the 50% threshold, the Fund should wait till
issnance of fresh pay slip before dishursement of any loans / advances,

Applicant shall submit the Loan request form as attached in Annexure “F" along
with required documents and undertaking alttested by notary public for grant of
Personal Loan to Chief Financial Officer for further verification and processing.

)]

.2 Gratuty

All Employee shall be eligible for gratuity. The minimum eligible period of the
employment for gratuity is twelve (12) months or above.

Contractual emplovees who has worked at least four (04) years in the
Corporation shall be eligible for one (01) year of Gratuity. Each additional vear
served by the employee shall make him eligible for (25%) of full vear Gratuity.
Blt_tl‘dt‘d of Trustees shall manage the Gratuity tund on behalf of all the employees
of TCP.

Gratuity may be claimed if an employee resigns, Corporation terminales due to
any reason except misconduct, the emplovee reaches the superannuation age,
retives or he/she dies while in service,

Upon reaching the age of 55 vears or 1pleting 25
Corporation, the employee may applyfor non-refundable g
shall have the right to withdraw 75% of their accumulated gratuity, subject to
submission of related documents verification from concdrmed division{s).
Such withdrawal is specifically intended to cover expenses relgted to marriage,
higher education of their children, or the purchase of a house.
Gratuity shall be caleulated from the initi te of appointment!

s of service in the
tuity advanee and
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Chapter: Compensabion and Benefits

Salary for gratuity caleulation is the “gross salary" including all permanent and
regular allowances (like house maintenance allowance, utility allowance and
conveyance allowance ete.). However, Car Monetization is not included in the
caleulation of Gross Salary for the purpese of I}mtumr Further, these don't
include any such contingent or unpredictable =ik te:n]:urur;, relief m
workers (e.g., uniform allowance, Profis 3
provided by the emplover.
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-

CHAPTER B - LEAVES

Preface

» All Permanent, Deputationists and Contractual employees of TCP are entitled for
grant of leave(s) as per the entitlement.,

» The Leave accounts of all the TCP Employees shall be maintained by Human
Resource Division,

« No employee will proceed on any type of leave without prior approval of the
Concerned Authority as mentioned in the procedure of this policy.

« Leave shall be applied for, expressed and sanctioned, in terms of days as specified
in each leave account.

o The type and dates of required leaves mentioned in the application submitted by
an emplovee will be considered for the period of leave requested for approval of
Competent Authority,

» Leave cannot be claimed as & matter of right. Management of the TCP holds the
right to refuse or cancel leaves based on urgent service requirements,

» In case the approval of leave is refused or postponed, the same shall be
communicated to the concerned emplovee in response to his application by the
Human Resource Division,

»  The service provided by an employee in the Corporation shall allow him/her Lo
earn leaves in his/her leave account,

» An emplovee rendering service of sixteen (16) or more days in a month shall be
entitled to earn four {04) days of leave in his/her leave acconnt, There shall be no
maximum limit on the aceumulation of such leave in employee’s leave account.

» No Leave shall be earned during the period of leave.

» If an employee proceeds on leave during a calendar month and returns from it
during another calendar month and the period of duty in either menth is more
than fifteen days, the leave to be credited for both the incomplete month shall be
restricted to that admissible for one full ealendar month only.

» A permanent employee shall be given leave on full pay at the discretion of the
competent authority if snch leave iz not due. Such a leave shall be adjusted
against the leave earned by the emplovee in future if the absence from the duty
has been caused by prolonged illness or ciecumstances over which the emplovee
has nocontrol.

» All TCP employees who remain absent for more than 10 days after the expiry of
granted leaves shall be liable to disciplinary actio vexplains his/her
overstay through emailfor hard copy, subject to decision on  the
explanation received to the competent authority as per the approved Delegation
of Powers (DoP).

o In ¢ase of sbolishment of any post, if an
superannuation age, the employee may avai
his/her leave account.

ch the
2 From

ployee doesn’t retire or re;
e cdue and admizsible log
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Weekend (Saturday and Sunday) or public holidays shall not be counted before
or after any tvpe of leave.

Weekend (Saturday and Sunday) or public holidays falling between the first and
the last days of any leave period shall be counted, as part of the leave.

An emplovee shall cease to earn any leave from the date of notice of termination
of service being served on cither side.

In case of slowdown in business activities, the Chairman TCP shall have the
power to direct any emplovee to proceed to leave with full pay for a specific
period,

An employee can avail any two types of leaves in combination during the service
on case-to-case basis but Leave Preceding Retirement shall not be combined with
any other leave,

If the emplovee returns early from the approved leave(s) on his/her own, he/she
shall not be entitled to the fare for the return.

Employees who have been granted at least fifteen (15) days of leaves and wish to
extend his/her leave, shall submit an application to the coneerned General
Manager at least three (03) working diovs before the expiry of his/her leave.
However, the leaves not availed shall be cancelled/ adjusted, at the discretion of
the emplovee.

Leave shall not be claimed as a matter of right. When the exigencies of service so
require, the Chairman TCP, or any other officer authorized in this behall may
refuse to grant leave or cancel leave already grante re of leave
or recall an emplovee before the expiry of his |

Leave shall not be granted to an employee whg is under suspension.

Leave at the credit of an emplovee shall lapse gn the date of retirement.

Encashment of leave(s) shall be in accordance with the notification issued by the
Federal Government from time to time.
Page [ 112
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SECTION 1: X

LEAVE ON PAY
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1.1 Medical Leave

Leave on full may be granted to all permanent emplovees of the Corporation on
medical grounds which may require a peried of fourteen (14) davs or more W
recover) rest, subject Lo provision of medical record.

« Emplovees of the Corporation can apply for medical leaves up to one eighty
(180) davs on full pay at a time, subject to availabilitv in the medical leave
account of emplovees and nature of ailment/disease.

» Medical leave shall not be granted to any employee without medical certificate,

180 days With Medical Certificate As per approved

Additional 365 With medical certificate from Dﬂlﬂga[&%ﬁgpﬂ“ﬁm
da}'s leave aceount in entire service

1.2 Leave on Half Pay

An emplovee may convert leave on full pay to leave on half pay.

* Fraction of one-half counting as onme full day leave on full pay, subject to
availability in employees leave account,

» The debit to the leave account shall be at the rate of one day of the former for
every two {02) days of the latter.

» There shall be no limit on the grant of leave on half pay as long as it is availahle
by conversion in the leave account,

1.4 Casual Leave

Casual leaves are granted to a permanent emplovee to meet any unforeseen
circumstances.

= An employee shall be entitled to caseal leave up to twenty (20) days in each
calendar year. Such leaveis) shall not be encashed nor carried forward to the
[ollowing year and shall lapse if not availed during the same vear.

« Casual leave shall not be provided for more than ten (10) days at a time except in

the case of sickness.
o Gazetted holidays falling on weekly hﬂ]ida};ﬁ/s{al—] be added in the
account of the employee.

= The combination of casual leave with any
However, request for such leave may be grea
DoP of TCP.

er type of leave is not perfnissible,
d by competent authorify
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1.4 Accadent and Disability Leave

In case of any disability due to serious injury, accident contracted during the service, an
emploves may avail disability leaves on medical advice for a maximum period of seven
twenty (720) days out of which one eighty (180] days of leave ghall be on full pay and the
riest shall be on half pay, subject to the approval by the Chaitman TCP as deemed
NECESSATY,

= Accident and disability leave shall alse be allowed on account of serious ailment
and diseases that are chronic and fatal in nature.

« Such leave shall also be allowed to an emplovee who is unable to attend the
office due to accident/incident and hespitalization on the recommendation of
the Chief Medical Officer.

¢ Such leave shall be counted as duty.

1.5 Maternity Leave

Permanent female employee of the Corperation who is en a family way shall be entitled
to maternity leave.

= Such leave shall be entitled on full pay to the extent of one hundred and eight
(180} days on first birth, one hundred and twenty (120) days on second birth,
and ninety (go) davs on third birth outside her other leave account.

= Al the dizcretion of the employee, it is permissible for the employee to avail half
of her leave prior to the birth of the child.

» Maternity leave shall only be granted thrice in the entire service. In case of
confinement bevond the third time, female emplovee shall take leave from her
extra ordinary leave account.

1.6 Paternity Leave

Permanent male emplovee of the Corporation who is on a family way shall be entitled to
perternity leave.

v Such leave shall be entitled on full pay to the extent of thirty {90} days outside his
other leave account thrice in his entire service.

» Paternity leave shall only be granted thrice in the entire service. In case of
confinement bevond the third time, male employes shall take leave from his extra
ordinary leave account.

1.7 Pilgrimage Leave

Pilgrimage leave is granted to all permanent emp
their holy place,

= Hajj leave: May be allowed to an gmplovee for a period not excheding sixly
(60) days on full pay once in hisfheq service. However, such leaves shigll not be
debited from the leave account and shall be maintained separately, siybject to
the approval of the Chairman TCP. Absg
dealt accordingly on case-to-case basis.

he purpose of visit to




Chapter: Leaves L

« Umrah/Ziarat/Yatra: May be allowed to an emplovee for a period not
exceeding twenty (2o) days twice in his/her entire service,

« Other than Muslim Faith: The Corporation shall grant one employee other
than Muslim faith to visit their respective holy place in Pakistan after every
three (03) vears,

Such leaves shall be granted with due regard to the exigencies of service.

1.8 Rest and Recreation Ll:nw:

Rest and Recreation Leave may be granted for fifteen (15) days once in a calendar
vear; the debit to the leave account may, however, be for ten days leave on full pay,

» Such leaves shall not be encashed or carried forwarnd to the following vear
and shall lapse if not availed during the same vear.

1.9 Special Leave for Female Employvees

All Muslim female employees shall be entitled to speclal leaves up to one thirty
{130) days, on demise of her spouse to observe the period of Iddat.

o The Special Leave shall commence from the date of death of her husband, as
per medical/ death certificate issued by the hospital.

« Such leaves shall not be debited from her leave account and shall be on full
pay.

« Employee shall submit death certificate to Assistant Manager Human
Resouree Division.

110 Quarantine Leave

All employvees suffering from any sort of disease which reqguires isolation and
confinement, may apply for quarantine leaves.

o Approval of the leaves ghall be subject to recommendation of Chief Medical
Officer and as per the DOP.

» These leaves shall not be debited from employees leave account.

1.11__Extra Ordinary Leave Without Pay and Allowance

Permanent employees of TCP serving for not less than ten (10) vears are eligible for
Extra-Ordinary Leave on any grounds up to maximum of two [u;;} years at a time
once in his/her entire serviee, subjeet to the approv: van TCP upan

providing explanation for such leaves,

» In case if the permanent emplovee has not jecompleted ten (10) yeadrs but has
completed five {03) years in the service, le/she shall be eligible for exira-
ordinary leaves for a maximum period one (01} vear subjegt to the
approval of the Chairman TCP upon providin anation for sucheaves.
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.11 Ex—Pakistan Leave Without Pay and Allowanes

Permanent emplovees serving at TCP for not less than 10 vears are eligible
for Ex-Pakistan leaves on education purpose up o maximum of three (03]
vears at a time onee in his/her entire service,

In ease if the permanent emplovee has not completed ten (10) vears in the

service, he/she shall apply for Ex-Pakistan Leaves for a maximum perimd of

two (02]) years, subject to the approval of the Chairman TCP.

Employees on deputation shall be eligible for ex Pakistan leave subject to the
approval of the Chairman TCP and shall be paid pay and allowance as per
rates applicable in his/ber parent company by the Corporation,

—_—— ——

_;:xurq -:y" FExtra Unfrna.ry leqoe, auhﬁer o I.&P t;uhrmm.:m of czﬂ' d:zL*aIf wnde: .fuhrm;r
that hefshe will not avail Ex-Pakistan leave in hig/her remaining service,

e W T T R BT B e B E e B S

1.12 Compensatory Leave

Employees from Grade I-V shall be pranted with compensatory leave against
working on holiday(s) / weekend{s).

Emplovee shall submit the application to General Manager Human Resoures
Division.

General Manager Human Resource Division shall seek approval from the
Executive Director of the concerned division.

Such leave(s} shall lapse if not availed within ninety (90) days.

1.13  Festival Leave

Page | 17
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Medical Leave of Full
Pay

Casual Leave

Accident and Disability
Leave

Maternity Leave

Paternity Leave

Pilgrimage Leave (Hajj
Leave)

Umrah,/ Ziarat/ Yatra
Lieaves

Rest and Hecreation
Leave

Special Leave for
Female Employees

Quarantine Leave

Extra Ordinary Leave
Without Pay and
Allowanes
Ex-Pakistan Leave
Without Pay and
Allowanee

Festival Leave

«  For Muslitns

180 Daye,
365 Days,

20 Days (Each
Year)

720 Days

180 Davs
120 Days
oo Davs

30 Days
fo Dayvs
20 [Xivs

15 Days (Each
Year]

1730 Dravs

As
Fecommende
d by the Chief
Medical
Officer

7ao Days

1095 Dayve (3
Yeurs)

As notified

Full Pay
Full Pay

180 Days on
Full Pay

550 Days on
Half Pay

Full Pay

Full Pay

Full Par

Full Pay
Full Pay

Full Pay

No Pay

At Onee
Entire service
Az and when required,

As and when required.

On the first Birth
On the second birth
On the third birth

Thrice in the entire
SETViCe
Cinee in enlite service

Twice in entire serviee

Ag and when required.

As and whien reguired

As and when reguired

Once in enlite service

No Pay __——Onep in entire service

=

the Federal Governme
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For other than
Muslim Faith Two (02) days on each of their religious festival

Note: Aforementioned leaves are not encashable.

Procedure to Apply Leave

Emploves shall submit any type of leave application to the General Managoer
Human Resoiiree Division al least seven {(07) davs before the commencement of
leaves, except in the cases of sickness or emergency.

Leave applications for Ex-Paldstan. Extra Ordinary Leaves, Maternity and
Paternity leave must be submitted at least thirty {30} davs before the
commencement of leaves,

Emplovee shall submit any type of leave application form (attached in annexure
1) through hard copy or email to General Manager Human Resource Division.

Extension of leave{s) may be applied through a form (attached in Annexure U)
hefore the expiry of the approved leaves.

Medical certificate, diagnostic reports and/or laboratory results along with the
leave application form must be submitted in case of leave on medical grounds to
Gueneral Manager Human Resource Division,

In case of maternity and paternity leave, copy of birth certificate/ certificate
izsued by a medical practitioner as evidence of delivery must be submitted to the
corporation within seven {o7) days after the birth of the child.

In case of special leave for female employee, employee must submit the death
certificate of the deceased spouse at least seven (o7) days after the date of death
to the General Manager Human Resource Division.

After the application is received by the General Manager Human Resource
Division, the completion of application/documents and leave account balance of
the employee shall be verified for approval of the requested leaves,

In case of aceident and disability leave, extra ordinary leave and Ex-Pakistan,
approval authority shall lie with Chairman TCP,. —————

The competent authorities for leaves a : +in ae  with the
approved DOP of TCP which may be res: imely m; rith approval of
the Board.

If the requested leave(s) is refused or post
recorded in writing.
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21 Encashment of Leave

Corporation entitles its employees including deputationist and contractual to-encash
their earned leaves.

» Leave encashment shall not be considered as a matter of right. TCP management
retaing the right to allow, deny the ssme based upon on objective assessment of
duties and performance of the employee,

»  Permanent emplovee of the Corporation who has a total of one fifty (150) days of
leave remaining may subject to approval of TCP Management encash, subject to
the approval of TCPs management up to ninety (go) days of leave in any one
calendar year leaving minimum halance of sixty (60) days to his eredit at the time
of encashment.

» Emplovees on deputation shall be entitled to approval of TCP Management
encashment of their earned leaves from the day of joining the Corporation.

a0 Encashment of Leaves on Death

In case of death of an employee during the service, his/her nominee shall be entitled
to leave encashment, subject to the availability of remaining leaves in deceased
employes leave account.

v Leave Encashment on death shall be allowed op to maximum number of three
sixty (360} davs of leave.

»  Encashment shall only be processed upon the request of the pominee mentioned
in nomination form of the emplovee.

e e

2.1 Encashment of Leaves on Relirement

An emplovee of the Corporation may encash up o three sixty (3601 days of leave
upon his retivement, after approval of the same by TCP's management. Encashment
of Leaves on retirement shall be allowed i@ gross pay without the deduction of

eonvevance, maintenanee allowance.

+ Incase an emplovee has more than three sixty-five (365) days of leaves to his/her
credit, he/she may be allowed subject to the approval to encash half the leaves
exceeding three sixty-five (365) davs subject to maximum of thirty (30) days.

2.4  Encashment of Leaves Preceding Retirement

An empluyee of the Corparation may avail leave preceding to retirement on full pay
for maximum period of three sixty-five (365) days, the said permd shall end on the
date of superannuation. The same shell be fgppﬂ‘.l’ﬁ:_cl or o ise, by the TCP

Management.,
At least 15 months prior to the date of supgrannuation or three (03] moyths prior to
initiation of leave preceding to retiremept, an employee has an opportunity to
encash such leaves provided that he/she hiag undertaken in writing to pgrform the
duty for a period of three sixty-five (365) days or lesser if due or permi ed by the

Corporation, g
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Instead of being on leaves preceding to retirement for the maximum period of three
sixtv-five (265} days, an employee can encash the leaves for a maximum period of
ome eighty (180) days at the rate of pay sanchoned,

During the period when the employvee has enchased leaves preceding to retivement
if he/she falls ill while performing the duties and daims medical leaves with
supporting medical documents, hefshe shall have Lo give up the amount equal 1o
the leave pay of half period of the medical leaves.

[n case of voluntary retirtement on completion of twenty=five (25) vears of service,
the emploves may avail leave preceding to retirement equal to the entire leaves
available in his/her leave account balance on full pay till date.
If an emplovee dies during the leave preceding to vetirement his/her family may
claim the encashable amount for the remaining perind.

Entitlement of Encashable Leave(s)

——————— SRR e S

e,
TR, S
Encashment of Earned Leave o0 Davs {Excluding Full Pay
Deputationist)
Encashment of Leaves on 360 Davs Full Pay
Death
Encashment of Leaves on a60 Days Full Pay
Retirement
# In case of more than 365
davs, half the leaves
exceading a65  davs
subject to maxtmUiT To—
davs e encashed.
Encashment of Leaves 365 D Full Pay
Preceding Retirement
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Process of Applying Leave

Emplovees of the Corporation intending to encash their leaves must submit leave
encashment request in hard copv or email to General Manager Human Resource
Division,

In case of death, nominee shall submit an application to General Manager Human

Resource Division to initiate the process of encashment of leaves and final settlement
along with death certificate and supporting documents of the employes.

Employees applying for the encashment of Leave Preceding to Retirement shall submit
his;/her application at least ninety (90) days prior to the date of commencement of the
leaves to General Manager Homan Resource Division.

Human Resource Division shall verify the applicagion/ documents to obtain
approvals and forward it to the concerned division for the payvment processing,

The competent authorities for leaves approval are ithaecordance with the approved POP
of TCP which may be revised in a timely manner with 4l of the Board.

e due
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Chapter: Grievances £
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CHAPTER 9 - GRIEVANCES

Prelace

Management and employees of TCP are encouraged to resolve any disputes, elaims or
complaints relating to their employment internally. It is meant to offer a fair and
prompt mechanism for dealing with these concerns in their entirety, An employee's
statement of claimed conflicts, unfair or inequitable treatment in relation to the
implementation of rules and regulations, policies, and procedures, is often referred Lo as
"Grievance". TCP is committed to providing an eguitable platform to its employees for
mesolution of their genuine complaints, grievances, or problems for a better and
conducive working environment that ensures equal progress opportunity to its
emplovess in the larger interest of the Corporation.

Grievance may be about any act, omission, situation, or decision that an employves
thinks is unfair, discriminatory, or unjustified towards him/her. Those issues which the
emploves has not been able to settle through his or her line manager/reporting person
can be brought to the notice of Human Resource Division by formally filing a grievance
so the management can process it through proper channel for resolution, afler
completing the due grievance redressal process.

s By implementing this policy, TCP's Management intends to ensure that cordial
and friendly relationships prevail between the employees and with the
management of the Corporation.

s [t is expected to create an organizational culture where each employee may reach
the Human Resource Division to have his/her concerns or complaints resolved
without the fear of any reprisal.

s This policy is applicable to all permanent, contractual, or temporary employees of
the Corporation.

s The management shall not diseriminate against any employes who elects to use
the grievance procedure as prescribed in this policy.

s The Human Resource Division Is responsible to initiate the processing of filed
grievances in a transparent manner and shall take the matter as highly
confidential.

The employee can raise a grievance if following (but not lLmited to)
comditions/situations of such nature/category cecurs to any of the employee of TCP:
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Chapter: Grievances

9.1 Classification of Grievances

Frllowing is the broad classificalion of grievances which may vary based on the nature
of each grievance:

Individual Grievance

The exact procedural approach to process a grievance depends on its classification, and
whether it is raised by an individual or a group. Individual grievances are maised by a
single employee. The grievance shall refate to an aspect of their personal emplovment or
related to workplace.

Group/Collective Grievance

If two (02) or more employees raise the same issue/complain as one (01)
group/eollective grievance with the management of TCP, it is known as
Group,/Collective Grievance, it shall be signed by all involved parties and shall be
aubmitted in written form,/E-mail.

The procedure for following-up a collective grievance is generally similar to which is
recommended in the individual grievance mentioned in the procedure of this policy, and
usually involves conducting an investigation to assess the situation(s) leading to its
oeeurrence, followed by meetings focused on reaching to a resolution.

Policy Grievance

A Policy Grievance is raised by the employees of TCP that a certain action/decision of
the management of TCP (or its failure or refusal to act) is a violation of the TCP's
rule/pelicies which has affeeted or may affect the employees. This grievance is usually
related to the interpretation, application or administration of the Corporation’s
rile/policies.

3.2 Methods of Raising Grievances -

T T e e U S, . " TN ey,

ds of Raisin i |

E Informal Formal |

mformal:

Before embarking on formal grievance procgdures, employees shall héy encouraged ta
raise concerns informally with their respectivd General Manager,/ Divisiohal Incharge as
soom as the problem oecurs. The General Mandger/ Divisional Incharge i responsible to
have an Open-Door Policy to address any complaints of their employegs or set up an
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anonvmons complaint box in case the complainant wants to keep their identity
dizcrete /confidential.
Formal;

If emploves{s) is not satisfied with the resolution provided through the informal process,
he/she can raise a formal grievance by submitting a Grievance Reguest to the General
Manager Human Resouree Division which shall be documented in the records of the
involved parties as well as it shall be added to the Human Resource records.

Lj Procedure for Informal Complaint Resolutions

If an emplovee’s grievance involves his/her General Manager/ Divisional Incharge, in
Lhat case such an employee shall reach out to the General Manager Human Resource
Division for the resolution/complaint redressal and shall seek 1o agree on an
appropriate and effective solution through informa

If a resolution cannot be agreed or is inetfect
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a) Staternent of Grievance

When an employee wishes to submit a formal grievance, he/she shall follow the below

mentioned guideline:
« Write a grievance application without any delay and submit it through hard/soft
copy to all the members of Grievance Redressal Committee,

» The grievance shall be based on facts without any personal bias and grodges.
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h) Em&dmm@mmﬁtﬁﬁ

A Grievance Redressal Committee shall be formed to process the formally filed
grievances neutrally and in a fair manner while maintaining confidentiality and integrity
of the concerned parties. The committee shall be responsible to decide whether a
thorough investigation is required on the grievance filed by the employee. The
eommittee shall not be less than three (03) persons comprising of the following:

Note; In case the
Employees

ranging  from
Grade [V are
et ing the
griEnance, the
GRC shall inchude

General
{15 e U T 1S SE"PEEE rhl
’1' 'ﬂ.'ﬂ‘rl'l_riuf.. . ! !_-’a::'im Ly
‘.T“_“E'Eﬁ:'ﬁﬁ:f“"" L Gamiane Commrittoe.

e} Investigation

Investigating Officer (if initiates the investigation) shall he responsible for finding oul
the key facts and compiling a report for GRC along with the minutes of the entire
iuwstigatiun phase, in case meeting(s) /session(s) is armnged with the involved parties.

of the meetings t]:mughﬁut the investigation phase. GRC shall arrange grievanca iew
of the outcomes hearing as per the outcomes/recommendations of the report.

Investigating officer shall submit a comprehensive réy
{07) working days, which shall help the committee to e
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Formal meeting(s} with the parties invobeed, if necessary, shall be arranged. to ensure
the following:

Ensures that the information provided in the grievance
EFE].[EHLLHE is aceurate and the grievant confirms it as true and
Inguire that if any informal procedure has been followed betore

filing written complaint and what was the outcome of it (if not
mentioned in the grievance request.

Find oot any witnesses available and investigate the working
refations with grievant for transparency.,

k
E If necessary, the investigator sets up a discussion session with the
witnesses confidentially and ensures integrity to retain the
information provided about the event by the witnesses if any.
Meeting with
the seuliniee vailal i : :
Compladng Scrutinize the available evidence(s) in support of the grievance.
Grievance ) :
filer(s) Explains the formal grievance procedure lo the grievant aboul

their role and  involvement. Satisfy emplovee about the
confidentiality of his/her compliant.

Notes any desired outcomes that the grievant might be expecting
from this case,

Establish the case and prepares a grievance investigation repd
while mentioning the meeting withithe grievant and provides tha
detail for the use of Grievance Redregsal Committes containing all
the information gathered during the itmestigation period.
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Serutinize the information provided in the explanation letter
received from the defendant.

T » defendant on his defense, against relevant and
Meeting with Cross gquestions the defe a8 ‘

important questions.
the
Defendant Documents the coneerns of alleged emplovee on the case. Any
N defending comments by the employee.
Review and scrutinize the evidence (if any) provided by the

Explain the formal grievance procedure to the defendant and about
their involvement in the further process,

Incorporates the details collected in the meeting with the defendant
and provides the detail from the defendant’'s stance for the use of
Grievanee Hedressal Commiltee containing all the information
gathered during the investigation period.

The Investigating Officer shall complete the investigation process in itz entirety and
prepare an elaborative investigation report which shall be presented to GRC. The report

ghall reflect the key facts and findings. Report contents may vary however the following
shall be included:

»  Thegricvance application.

o Details of how the investigation was {'J;rﬂducted, f.e, interview(s), and other
factual documentation from emplovess (it any).

» Copies of evidence relevant to the complaint (if any).

#  Witnese verbatim /statements (if any).

» Summary of the findings/recommendations.

d) Outcome/Conclusion

The GRC shall finalize its formal proceedings within five [05) days to reach an
outcome/conclusion. The written reportl developed by GRC shall contain outcome of the
grievance with the signatories of all the members of the committee and shall be sent oul
within three (03) days upon eoncluding the case in the form of letter/E-mail to the
crampetent authority.

The letter/E-mail shall include the ontcome/vonclusion, recommended actions that
shall be taken, or agreement reached with the involved parties (if any) whether or not it
is in favor of the grievant.

¢) Course of Action

The competent authority based on the outeome/ conelusion submitted by the GRC shill
provide a decision/verdict with further course of action in e ance with the releva 13
applicable rules, Either party ean request a review against the
the grievanee,
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S} Reguest for Review

If, however, the decision of competent authority is not accepted by the person(s) filing
the complaint, the request for review (if any) shall be submitted to General Manager
Human Resource Division within three (03) working days from the date of receiving the
decision of the CGrievance and the same shall be referred to Chairman TCP whose
decigion shall be final and binding on all parties.

g5 Key Consideration in Grievance/ Complaint Redressal

While processing a Grievance/ Complaint, the following shall be considered:
# Every complaint shall be treated with respect and importance.

e A complaint shall not be put off in the hopes that the other party would "see the
light" on their own.

s A written complaint is required to be filed in order to raise it as a formal
Erievance,

o Management shall obtain pertinent information regarding a complaint to
establish facts, perform necessary mvestigation while keeping accurate records.

« Management shall compile a list of all potential fviable solutions and then assess
each one individually in terms of how it shall affect the overall Corporation.

e When deciding on any grievance investization and hearing, the Grievance
Redressal Committee shall always provide their verdict/decision consistently
with previous decisions around similar grievances,

¢ Management shall inform the emplovee of e made and take
appropriate action and not unreasonablv.delay in m:tl»:m,g ard, confirming 4
decision following a grievance hearing. Thie employer shall provide the grievance
filer with a written outecome as soon as pgssible, normally within twentv-four (24)
hours of that hearing.

The management shall act upon the measureddo implement the decision taken after
a thorough investigation process.
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CHAPTER 10 - EMPLOYEE SEPARATION

Preface

Emplovee separation refers to the end of employment of an employee in the Corporation,
The reasons of the emplovee separation shall be taken in consideration by the Human
Resource Division to have an insight into the experience of the employee during his/her
service in TCP which shall help the management of TCP to initiate the required change
for better Human Resource Management.

This policy is applicable to all the employess of the Corparation.
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a) A permanent employvee intending to resign from his/her current post/grade shall
submit a letter of resignation in hard copy/soft copy at least one (o1) month prior
to the tentative date of separation.

b) On approval of resignation, during the notice period of the emplovee his/her
reporting officer shall ensure proper handing over and taking of the job
respongibilities of such an emplovee and shall request the exit process of the
employee before the agreed upon date of separation.

¢} In case an employee demands an immediate exit without serving the notice
period of one (01) month, this shall be considered as a breach of the above-
mentioned policy and the emplovee, as a result, shall pay a sum equal 1o his/her
one (01) month's pay or the pay for that time if the notice period falls short of
specified time,

d) In case an employee on the post of Grade-VI and above decides to resign for
whatsoever reasons during the probationary period shall serve a notice period of
one {(01) month or surrender an amount equal to his/her one (01) month’s pay
instead.

e} The Corporation reserves the right to terminate the employee by giving a notice
period of one (01) month in wnting, R =

[} No notlee period shall be given to the em if the termination is
of proven misconduct.

£} The summary of all the reasons of empl
interviews shall be properly document
Besource Committee (BEHRC) for further pro

O

geparation obtained through exit
nd forwarded to Board Hjman
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1.1 T’_','].'!;&E_-f-_'rf Employee Separation

Emplovee separation may oceur in the below mentioned cases:

#[Resignation
l-Ea.ﬂ:.' Ritiremaeni

= Riotirement
= Tarmination
= Daath

1) RESIGNATION
Resignation, initiated by a permanent employee may be due to below set forth reasons:
¢ Professionoal Reasons

An employee may resign from service of the Corporation when he/she decides to explore
new work opportunities for their eareer development and advancement outside the
Corporation. Through resignation, they want to expand their realm of knowledge,
competencies, skills, and experience by working in  various  other
positions, organizations.

«  Personal Reasons

An employee may resign from the Corporation due to any personal reasons whenever
he/she feel necessary. Personal Reasons might include relocation for any reasons,
medical complications, maternity, child parenting or any other reasons whatsoever that
mary not allow an employee to continue the employment in the Corporation,

Procedure

» The emplovee is required to submit a signed resignation to the General Manager
/ Divisional Head of the concerned divisi al. Subject to the
completion of the assigned tasks of the speific employes, oneethe resignation is
endorsed, it is sent to the Homan Resoprees Division, '

= Human ERespurce Division after segking approval from the Chairman TCP
intimates the finance division about the approved resignation land date of
separation for running further processes sequired during the noticg period of the
resignee.
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» The resignee upon completion of the notice period as per policy, shall be
provided with an emplovee separation form (attached in Annexure W) for
clearance from all the related /concerned divisions,

» After elearance from all the divisions, the employves separation form (attached in
Annexure W) shall be submitted to the Human Resource division. The Human
Resource Division shall then complete the necessary paperwork and initiates a
request to the Finapce/Accounts Division for final settlement of the separating
cmploves.

*  Subsequently, an exit interview of the employee shall be conducted by Hurman
Resource Division using the form {attached in Annexure-A). However, if the
emplovee is a part of senior management, the exit interview shall be eonducted
by Executive Director Administeation and Management Services.

* Employed’s service rendered to the Corporation shall be appreciated through
providing him/her an experience certificate on the Corporation’s letterhead.

b} RETIREMENT

Retirement in the Corporation oceurs when a permanent employee reaches the age of
superannuation which is sixty (60) years that shall allow him;/her to avail all the retiring
benefits. Those appointed on deputation basis shall be governed by their contract.

When an employee reaches the age of superannuation, the emplovee and the General
Manager / Divisional Head of the concerned division are informed three (09) months
prior by the Human Resouree Division.

# Early Retirement

With the prior approval of Chairman TCP on the completion of twenty five {25) vears of
service of employees from Grade-1 to Grade-V in the Corporation, hold the right to
request early retirement excluding the period of extra ordinary leaves granted at any
time and shall be entitled for the post-retirement medical facilities and beave
encashment facilities, if any, which ctherwise shall have been provided to them if they

had retired on the mmp]etinn of superannuation age. However, the retinng benefits
shall be granted sibject to the condition that these employees are not involved in any

misconduct, disciplinary or criminal proceeding or any fraudulent activiky.
A committee shall also be constituted by the Management including a representative of
CBA to examine the matter and make recommendations for early retirement.

The Board in case of employees of Grade-VII to X and in the case of other employees,
the Chatrman TCP may approve the retirement of an employee at any time after he has
eompleted twenty (20) vears of service.

Procedure
* In case the cmployee retires on supumm:{;:?na—ngu,—t

= Human Besourco

Division directs the emplovee to complete .
subimit all the mandatory information requiréd by the concerned ditisions.

pleting of
Head of
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Division [ General Manager mentioning the date of earlvy retirement. The
Dvivisional Head / General Manager shall submit the approved application in
Human Resource Division for the proceedings of exit formalities.

The Humian Resource Division forwards the application to the coneerned
authorities (Board in case of emplovees ranging from Grade-ViI to X and
Chairman TCP in case of all other employees) and obtains approval for the case of
early retirement.

Subsequently, the employvee shall be provided with an employves separation form
{attached in Annexure-W) for clearance from all the related/concerned divisions
and makes sure they approve the submission of all the necessary information and
documents and submits the employee separation form to the Human Resource
Division.

Then, the Human Resource Division shall conduct exit interview form (attached
in Annexure V) of the retiring emplovee, If the emplovee s part of the senior
management, the exit interview is conducted by the Executive Director
Administration and Management Services.

The retirement benefits Le., provident fund gratuity any ather benefits, if deemed
necessary are calewlated and forwarded to the Finance Division for further
processing and disbursement for the final settlement.

The Human Resource Division updates the company’s emplovment records with
effect to this retirement.

Lastly, employee's service rendered to the Corporation shall be appreciated
through providing him/her an experience certificate on the Corperation's
letterhead.

¢) TERMINATION

Termination is an inveluntary separation of an emplovee on the discretion of the
management of TCP, It might be due to the following reasons:

Continued Unsatisfactory Performance

Due 1o disciplinary proceedings

Prolonged absence without any leave

Layott / Downsizing/restructuring‘abolishment

Procedure

L

If the performance of an employee appeinted against a permanent post, after
completing the probationary peried is found unsatisfactory in three (o3)
consecutive Annual Performance Evalu % and no ovement is shown
even after the written and verbal by the Human
Resource Division, the emploves s with a notice
period provided by the Corporation subject to the discretion of Chajrman TCP.

In case a contractual emplovee fai
consecutive annual performance eva

in next due
period he's
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o [f the performance of an emplovee appointed sgainst a permanent post is frsuaml
unsatisfactory during the probation period, the confirmation/termination of the
employment of such an emplovee shall he subject to the diseretion of
management of TCP with the approval of Chairman TCP.

o In case of misconduet, the Human Resource Division shall counsel before the
situation escalates without having the requirement to use the disciplinary
Em-wdure. Where there is any improvement ares identified, the employee shall

¢ informed about the expectations and eliminating the shortcomings while
elearly communicating the time provided for such improvement,

» In this process, the employee shall be clearly informed about the formal
disciplinary actions that shall be taken, as the Corporation shall be responsible to
take necessary actions against its employees.

»  However, if no further improvement is shown by the emplovee, the Human
Resouree Division issues a formal written warning to the employee. During this
period, the employvee shall be given a reasonahle time required to improve ther
performance.

» In case of no improvement, the Homan Resource Division shall process the ease
tor approval of the competent authority for initisting necessary proceedings as
per the Efficiency and Discipline Rules. Decision of the competent authority shall

be final in this regard.
d) DEATH

Death is an inveluntary separation of an employee from the Corporation where an
emplovee expires during the serviee.

Procedure

The Human Resource Division shall inform the dependents of the employee about the
submission of all the necessary documents required for the completion of the separation
process of the deceased employee. The necessary documents are as follows:

a) Death Certificate

b} CNIC/ Passport

¢} Health / Life Insurance Docaments (if any)

d) Final Settlement of loans ! Corporation’s assets

s The Human Resource Divigion shall fill a clearance form and circulates it amongst
the other divisions.

s Human Resource Division shall forward the status/details upto the date of death of
Provident fund, gratuity, leave encashment (if applicable) and other related henefits
to finance division for final calculation.

Finanee Divigion ghall be responsible for dishursement of finat seiflemment. The final
settlement shall be handed over to the dependents of #hie departed employee

e

T In

Note: The son/daughter/spouse of the deceated employees shall be giv .
tire

opportunity to be appointed in the Corporatidp on any post if they fulfi
minirun eligibility criterta.

= = N N

Yage | 130



:
Z
-

. .:...........
P g v T T, SR S
e = T o =LA
L S - w |




Employee Details

Full Narme: Designation:

Grinde: Division: |
Emploves [D: Job Placement (oitv):

De date of submission of this form:

Emplovee Engagement Survey

Please tick your appropriate response ag per the rating scale menticned helow:;

8. Cuestiomns Bating Scale

No
Extremely | Satisfied | Dissatisfied | Extremely
Snristied dissatisfiod
[ receive approprate recognition for the |
wiork [ oo,

I am motivated by the mission and
values of the company,

I have appropriate opportunities of |
lesrning and development to do my job |

wiell.
1 pet repular feedback  from  the
management for my work.

F 1 feel comfortable sharing my thoughts,
ideas and asking questions from my
team.

I struggle to get the information
required to perform my tasks or work in
the organization,

71 think that the organization has an
effertive leadership/management
approach.

[ can maintoin o healthy  work-life
balance in my current role in the
arganization,
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Annesars A

| am satisfied with the compensation : .
and bencfits [ get for my services in the
organization,

L+

- T have enough resources in the |

organigation to perform my assigned |

tinskes,

I"'m =atisfied with the opportunity T have
to grow with the company through a
clear career path or promaotion plan.

1 |

12: . . s
My management seem invested in my

division's sucoess,
I | —_— e = |

'3 1 think my organization’s management
strategles and implements the change as ,
required.

Y- 11 think my organization takes neCERgATY
stops/majors if an issue is raised by any
of the emploves.

L% | 1 am nware of the ways to report
misconduct and send my grievances o
the concerned authority theoogh a

prescribed channel{s).
e My organization promote diversity,
enquity, and inclusion.
i My orgamization’s culture prioritizes [
integrity o maintain the standard and
| quality of work. [
L2, s == ' =t

[ think your ceganization contributes to |
the Corporate Social Responsibility,

18- 1 feel a sense of belongingness with my
orgamization,

I am proud to work for my organization and 1do not think about locking for a job at another
FOMENY.

Ll S

No leﬂl:'
If no, please specify the reason: |
\ |

A

Are vou able to take challenging tazks in vour role? specify the reason for vo

— e SEAL S LR

ANEWET, |
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Will you recommend your organization to someone based on the culture of your arganization,
Please specify the reason for your answer.

Flease write your suggestions below on how the eulture or work environment of the
atganization shall be improved:

Signature of Employee Date
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Annexure B — Conditions of Appointment (2023)

Conditions of Appointment (2023)

Note: The required qualification, skills and experience mentioned below on each post shall be used for developing job advertisement(s) as per
the requirements of the vacant post as and when human resource 5 required,

e - A e
y o= N el B T

Contractual Chisf Must be a:

- = = i - d

Ty

At least five (05) years Uptoss | By direct

iﬁl’r_;mil MEbAE oF e ized body of relevant audit experience. | years recruitment

protessional accountants; or

Certified internal auditor; or

Certified fraud examiner: or

Certified internal control auditor;
Master's degree in Finance from a
reputed university/ recognized by the
Higher Education Commission.

Contractual Chief »  Must have Membership of a recognized At least five (p5) wvears Uptoss | By direct
Financial body of professional aceountants; or post qualification  years recruitment
Officer experience at a  senior

management role,

In case of experience iy
Public Sector Companif
having total assets of
hillion rupees or more.
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. At least ten (10) vears'
from a university recognized by the experience including five

Contractual ! Company

Grade-X

Secretary

General

Manager
and
equivalent

|
I
i Higher Education Commission. {o5) yvears' experience at a
| = i | senior management role. | .
| Must have a: Al least five (05) vears’ Upto 55 | By direct
i Metnharalih of el bdvat experience at a senior VEALS recrultment
e s s . management role. '

professional accountants; or

+  Membership of recognized body of

corporate or chartered secretaires; or

» Master's degree in Business ' I
Administration or Commenrce or being |
a Law graduate from a university
recognized by the Higher BEducation
Commission.

- Must have Master's Degree or equivalent  « At least twelve (12) a5 | S0k |
with relevant specialization in the field vears of experience yedars CEITIENI,
relevant to the post such as including three (03) promtion
Commerce, Economics or vears' experience in :

Finance/ Accounts or Information executive capacity at 407 thraugh
Technology/ Computer Engineering) reputed Industrial or

Computer Science or Business Commercial fient
Administration in Human Organization or &

Resource/Supply Government

chain/ Logistics/ Procurement/ Project Department,/ Agency.

Fage 1145



Grade-1X

Grade-
VI

Deputy

General
Manager
and
equivalent

Manager

Management,/Law or International Trade
if preferred or CA/ACCASACMA from a
reputed institute/ university recognized by
the Higher Education Commission.

Must have a Master's Degree or equivalent

degree with relevant specialization in the
field relevant to the post such as
Commerce/Economics or

Finance/ Aceounts or Information
Technology/ Computer Engineering/
Computer Science or Business
Administration in Human
Resource/Supply

chain,/ Logistics/ Procurement / Project
Management/Law or International Trade
or CASACCA JACMA from a reputed
institute/ university recognized by the

*  Must have a Master's Degree or

equivalent in relevant field to the
vacant post such as

Commerce/ Economies or
Finanee/Accounts or Information
Technolegy/ Computer Engineering/
Cormputer Science or Business
Administration in Human
Resouraee/Supply

At least nine {pg) vearsof | 30-40 * S0%Dy

relevant Expﬂrienc}:e in VEars departmental

reputed Industrial or promotion

Commercial

Organizations or * 40% through

Government Department/ direct

Agency, coneerned with recruttment

Commerce or industry

and/or with economic or

financial / business

administration.

At least seven (07) years' | 3o-45 | 00%by

relevant expe:iente}':fith s e ﬂEPEHDIuELE:IEIJ
L

reputed industrial or
Commercial Organiza
or @ Crovernment

Department, Agehic

coneerned with comme
industry and/or with

economic and financial
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Annexure B

Grade-VII |

Deputy
Manager
and
equivalent

chain/Logistics/ Procurement / Project
Management/Law or International
Trade or CA/ACCA/ACMA, if
preferred. from a reputed institute/
university recognized by the Higher
Eduecation Commission.

Must be proficient in M5 Office,
English language, and communication
skills.

Must have Master's Degree or

equivalent with a specialization in the
feld to the post such as

Commerce/ Economics or
Finanee/Accounts or Information
Technology/ Computer Engineering/
Compuler Seience or Business
Administration in Human

Resouree/ Supply chain/Logisties
Procurement/ Project

Management, Law or International
Trade from a reputed
aniversity/institute recognized by the
Higher Education Commission or CA
Finalist {Articles
Completed )/ ACCA/ACMA, if preferred,
from a ted institute; university
tecognized by the Higher Education
Commission

Must be proficient in MS Office,

administration.

At least five (05) vears
of relevant expericnes
in a Commercial or
Industrial -
Organizalion ora ’
Government

Department, Agency

with computer literacy.

aEwar |®
vears

6o% by
departmental
promotion
40% through
recTuitment
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EATI

English language, and mmunimrjuu

Grade-V

Assistant

equivalent

Assistant

skills.

Must have Bachelor's Degree with
relevant specialization in the ficld of
Commerce/ Economics,/ Accounts or
Public Administration/Business
Administration with majors of Human
Resource/Supply Chain/ Finance and
Aceounts or Information

Technology/ Computer
Science/Computer Enginesring/ Law
from a reputed university finstitute
recognized by the Higher Education

Commission.

Must be proficient n M3 Office,

English language, and communication

skills.

= Must have completed
Intermediate/H.5.5.C.

# Must be proficient in M3 Office/
report writing and drafting skills,

At least three (03) a5-30 | * G0 by
vears of relevant | years departmental
experience in ' promuotion
Government or '

Commercial o gok through
Crganizations with direct
Computer Literacy, recruitment

Atleast two (02) years | 1g.nc o 75% by

relevant work vears departmental -
experience in a reputed promotion
organization.

M. hrough
Preference shall e e i
given to those whi
have experience o
working in
Government,
Industrial or

ent
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: Computer
Assislant
I

—_—— — -

' Godown
Keeper

Asgsistant
Telephone
Operator

= Must have completed
Intermediate/H.5.5.C.

»  Must possess authentic certification |

in MS Office and other fundamental
and basic computer skills related to
office procedures from institates
recagnized by Boards of Technical
Education/Universities,

' Must have completed
Intermediate,/H.5.5.C.

Must have completed
[ntermediate,/H.5.5.C.

_ Organizations.

Commercial = |

Organization with

computer literacy.

At least two {(02) years | g a5 |* 75% h}r_ ~ 1
relevant experience in | vears departmental
a reputed organization. | promotion
Minimum speed of = 25% through
forty (40) words per direct
minute (wpm), recruitment
At least two (02) years i8-25 ;5’5 by ]
relevant field | years SRt
experience with prcincon
computer hiteracy.

Preference shall be 3 353"5‘ through
given to those who HEE

have experience of recriniment
working in

Covernment /Industrial

ar Commersial

At least two (p2)
of relevant experi
with the knowled
relevant tool.
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Annexure B

Grade-1Y  Junior
Assistant

Godown
Assistant

Dirmver

| Must have completed
| Intermediate/H.5.5.C,

's  Must have completed

Intermediate/H.5.5.C.

i' MS Office or computer skills/ certificate

or formal IT qualification from
institutes recognized by Board of
technical education/ universities,

Must have completed

Intermediate,/ H.5.5.C.

recrutbmenl

* 75% by
Departmental
Promition

Al Iea;ﬁt ::ue_fl:u]l vears'
Eexperience in
Government (r
Commercial
Organizations .
Preference shall be

given to those who

have experience of i
working ina I
Government,

Industrial, or :
Commercial ' |
Organization.

Minimum speed of

forty (40} words per

minute (wpml.

18 =25
years

an% by direct
recruitment

At least one (01) year of | 18- 25
VEars

s 7l hj'
Departmental
Promotion

relevant field
experience in
Government or
Commetcial
Crrganizations with
computer literacy.

At least one (01) vear b
relevant experience,
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Inspateh
or Dak
Rider

Forklift
Operator

Mechanic

Duplicate
Machine

' Must have completed
Intermediate/ H.5.5.C.

Must have completed
Intermediate/H.8.5.C.

Must have completed
Intermediate/H.5.5.C.
Diploma in relevant fiefd from
recognized institute.

Must have completed
Intermediate/H.5.5.C.

Must possess valid " promotion
driving license, be well
versed in traffic mles

and has proven driven

At least one {01) year of | 18 - 25
relevant experience,
Must possess valid
driving license, be well
versed in traffic rules
and has proven driven

At least one {01) vear of | 18 - 25
relevant experience,
Must possess valid
driving license, be well
viersed in traffic rules
and has proven driven

At least one (01) year of
relevant experience.

At least one (01) year of
relevant experience with

25% through
direct
recruitment
75% by
departmental
promotion

25% through
direct
recruitment
75% by
departmental
promotion

25% through
direct
recruitment

75% by
departmental
promaotion




=7

Grade-111

Diploma in velevant feld from 1 the .’r:m:IW]edgﬁﬂ

recognized institute, operating duplicating
! machine. .
[
Fire o Must have completed Atleast one (o) yearof  1B-25 e
Fighter/ Intermediate/H.5.5.C. relevant field experience. | YEITS
Fire = Diploma in relevant field from
Fighting recognized institute.
Assigtant -
Assistant  Must have completed Matriculation At least six (06) months of 18-25 |
to relevant field experience. | Y5815
Duplicate
Machine !
Operator .

Electrician = Must have completed Matrieulation

At least six (06) monthsof 18- 25
- relevant field experience. years

Cook Must have completed Matriculation

promuotion

25% through
direct
recruitment
75% by
departmental
promotion

25% through
direct
recruitment
75% by
departmental
promotion

25% through
direct
recruitment
75% by
departmental
promotion




25% through

dirgct
| PP S £ | recruitment
Grade Il  Qasid ' Must have completed Matriculation Al least six (06) monthsof | 18-25 |« 75% by
' i relevant field experience. | Y*40% departmental
, promotion
= a5% through
direct
. . ! Iie | recruitment |
Grade-I Naih Qagid  Must have completed Matriculation None | 38585 By fet
Veurs recruitment
L e e | TN T - T2t - ,
Helper Must have completed Matriculation None |18-25 | Bydirect
| years recriitment
] . i | . = |
Frash Must have completed Matriculation None 18-25 | Bydirect -
el e = Y _ - 0000000000 |years | redraitment .
Chowkidar = Must have completed Matriculation None 18-25 | By direct
| b s TR S N SN o S . . Years  recruiiment |
Cottan Must have completed Matriculation None 18-25 | Brdicect
' Cleangy: | i S | i e
Sweeper Must have completed Matriculation None i

L R T o e

Note: For direct recraffinent, the eandidate must fulfill the qualification, age and other requikgments mentioned in the aboje table
ayainst each gracs.

—mm— - = - 1 - — - —_— —_—r - ' —————
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Annexure C — Employee Requisition Form

Employee Reguisition Form

To be filled by Concerned Division Dated:
Name of Diviston: Position Title:
Grade: = : Number of Vacancies:
Mature of Emplovment:  Permanent I:l Reportsble to:
Contractual |:|
[
Duration of the Permanent Post:
Meration of the Contractual Post; —
To be filled by Human Resouree Division:
Heceived by (Name): Designation: S
Dhate:
Position to he filled: Internally Externally
Mrigruaged with concerned division: Yis I:I Mo
Job Description attached Yes No
Recquisition Ampepted
Actian taken; _
Bequisition Rafectod

Rationale for Acceptunce ar Hejection:
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-_H.equlﬂtinn within budget? Tes Ha
Kindly specify the nature of vacancy: Eeplacement Creation
ﬁﬂneré!'ﬂﬁu‘;ﬁ' HR Executive Director

Chairman TCP
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Annexure [ i s

Annexure D = Interview Evaluation Form

Interview Evaluation Form

1, .-‘ti:-pl icant Details

Mame of Candidate: Position:
Divisiomn; Location of Position:
Interviewer: Date of Interview:
MMode of Interview: Education (Relevant)
| Expenence (Years): ol |

2 [Inferview Assessment Summary

| Interviewer's Score (out of 10 for cach
! Axsessment Facltors factor)

Appearance [ Confidence

Communication [ Interpersonal Skills

Professional Expertise [/ Buziness Acemen

Critical Thinking and Problem Solving

| Enowlaedge of Public Sector

[ Total Seore (oul of 50)

9. Decision Criteria and Result:

Scoring Grid Rﬂgﬂﬁ PHE Rating Criteria Assﬂ EEI ﬁ::fl:"
BH — 100 i Excellent
Shortlisted
f o — 85 a Grood
.
51—065 i Avemage——"1
-"'-F ejected

Relow 5o E )ﬁsuimhle

e [
Ceneral Remarks [/ Comments of the lutcnrlc»{ )
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Signature of the interviewer:

Designation of the Interviewer:

Daba:
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Annexure E - Employment Form

Employment Form

Please fill cut this form with the details required as below.
Following supported documents are required to attached along with this form:

CHNIC

Passport size photograph
Educational testimoniale
Experience letters (I any)

Domicile

Any other decument reguired by HR

e T ——

L Applicant Information:

Applicant’'s Name:

Fat |l|:-;:|“’ri Name;
CHNIC Ma: Photograph
Gemder:
Mantal Status:
Contact Mo: Dt oof Birth:
Ernail TDx: Nationality:
Postal Address: Dhomieifes

Fosition appointed o
it Religicon:

TCP Dhvision:

= Expected
Last Dravwn Salary: Salary:
o Educational Background: ) =
Degree/Certifica | Majors / Grade [ Institution / Passing Year [
Le Specialization | Division University Status

R .
3. Professional Experience Details (From most I'E,f':rﬂl'lﬂ': "\_
\ \
Position / Employer Name Siart \ End Date Beason lor
Title Date i
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Prc;t'miunl] References Detail:
Please list two (02) professional references which is not personally related to vou as per following
fields.

Reference Employer Employver Contact No. | Email ID
Name Name Address

4. Undertaking:

Ele. . . s/w/d of hereby solemnly declare
and affirm that I have read and understood the instrustions and conditions t'ur empleyment in
the Corporation and | have filled-up the application form as per instructions given above. In case
of any information contained herein, is found te be inaccurate/false at any stage, my candidature
may be caneelled by the Corporation, and I shall not be taking any legal action against the

Corparation or its representative.

[k Applicant’s Signature

5. Office Use (To be fill by HR Division):

Milure of Employment: Grade:

“Employment Period (I contract / Daily Wager):

Julary Range: From: /’_ "h‘

[ Hiring Recommendation Jf Yes N\n\

Genersl Manager HR
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Annexure F — Proforma for Promotion

PROVORMA FOR PROMOTLION

Note: Proforma for prowmaotton steell be filled for ondy those emplopecs wilvo_fulill the
eriteria on the post on which the promotion process con be carried ouf,
Employee Details (Grade-V1 to X)
Seniocity Mo
Emploves Name: Emploves 10
Current Grade: Designation:
Dvisicen: Diosricile:
' Date of Birth: Last Qualification:
Trainings attended (if any):
Initial Appointment in TCP Date;
Grade:
Designodion:
Last Promotion in TCP (il any) Drate:
Grade:
Designation: !
Grade(s) held Period Years and Months |
during the Service in Total .
inTCP From T |
(DDMMAYYY) | (DDYMMAYYY)
( \\ |
L ' e
ﬂ"""‘--__,__ Fage | 160
1o j=
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Annexure F

Total EOL availed in enlire service:

Nel Serviee:

[= rating of last Yes
performanes

cvalnation Ma
awaited ?

If wes, prowide the
reasen of dolay in
rating of the last
performance
evirluation

Assessmant for Promotion as per 'tlmﬂmd.in;-l}rhm-in un&nghtn;g;n

Average rating of
performance
evaluation of last 3
JERrs

Scores Obtained (Score obtained x weightage for

promotion criteria)

Rating of training
evaluation repaort

Marks given by
Promaotion
Commiatbes (Ot of
1400

Tromoted D

Total Rating (To be flled by Promotion Committee) |
Chitstanding Good Average Below Poor
Average
| B1-100 b1-50 41-60 21-40 1-20
Recommendation for Promotion:

Deferred Ij Superseded

If deferred / superseded, please specify the reason:

Slgnature of Chalrperson
{Promation Committes)

Signature of Concerned
Executive Direclor

Si:gnamm of Executiva
ministration
and Manage Services
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Annexure G = Proforma for Promotion

Noter Praforma for promotion shell be filled for only these emplogecs who fulfT the
eriferia on the post on which the promotion process can be inct k.
Employee Details (Grade-1 to V)
To be filled by the Emploges  Senlenity Ko,
Employes Mame: Ermploves TD:
Current Grade: Designation:
Divigion: Diomicile:
Dhate of Birth; Qualification:
Tratmings atbended (if any);
Initial Appointment in TCP Diate:
Frade:
Diesignation:
Last Promotion in TCP (if any) Dot
Cracle:
Designation:
Grade(s) held Period Years
during the | and
Service in TCP From To Months
(DD MM/ YYYY) (DDMMAYYY) Tit‘l :
oLt
. -
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Annesure O

-

- Total EOL availed in entire service:

- Net Service:
| L= rating of last | Yo
performsnce |
=valumtian awaibed?
No

of

If wes, provide
reason of
delay in rating

performanes
evaluation of
last vear:

Assessment for Promotion

Average rating of
performance evaluation of
last 3 years

Scores Ohtained

(Score oblained x
weightage for promotion
criterial

Marks given by Promotion

el i 2 e

Total Rating (To be filled by Promotion Committee)

Outstanding I:I Good I:] Average D Below Poor
Average L-20
H1-100 f1-80 41-60 i
Recommendation for Promotion i
Promoted :I Deferred D Superseded I:f

Il deferred/ superseded, please specify the reason

Signature of Chairperson
[Promotion Commities)

Sgnature of Concerned
Exeeutive Divector

Signature of Executive
Direetor Administration
and Management Services
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Annexure H — Evaluation for Promotion

Note: Proforma for promotion sholl be fitled for only those emplogees who fuliill the criterio on
the prost on witich the promoetion process con be corrfed out.

Employee Details
Ermploves Name: Employes 1D
Grade: Designation:
LHivision: [:Icrminil;: >
Date of m&iﬁ . P, Qualification:

Competencies / Skills Assessment (To b

Rating on each competency /

S5.No. | Competencies / Skills
skill
{Out of 10 to be filled in by the
i Reporting Officer
I Punctuality
o Eesponsibility and Accountability
9 Integrity and Reliability
4 Appearanes -
5 | Behavior with stalf and Bupervisors ]
B | Neatness in work
7 [ Time management
8 Duatput of work
G Communication skills
10 Ability to understand problems and take B
initiatives

Reporting (fGcer’s Total Rating:
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Rating Scalc

Below

Gond Average
Exceptional Performance Average
Performance Performance e i e
20100 5L=75 zh-50 1-25

Identification of Strengths and lmpm Needs

H5.No. Particulars Remarks

i Areas of Improvement

a Future Training and Development

Needs
Riecommendation for Promotion:

Promoted Deferred Supersedad

If deferred /Superseded, please specify the reason
I
|

d_,,_.-F—'_'_'_‘—'--h.,_h_h

Ceneral Manager - HE

Date

Sgnature of Exscutive
Director Adminkgration
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Annexurs |

Annexure I — Transfer Form

TRANSFER FORM

'Eng

Emploves Name:

Employes [TF:
Current Grade: Dussignation:
Divizion: Domicile:
Diate of Birth: Qualification:
Salary- - P

Pormanont Address:

Transfer Details

{To be filled by Human Resource Div

Partieulars

Transferred from

Transferred to

[Yivision:

Location ( Provines/ Citv]):

Duration {in months):

Fxpected Joining/Reporting Date:

Fewson for Transfer;

Signature of Executive
Director Administration
and Management Services

Signature of Employee

Signature of Chairman TCP

T
\

Date of Approval )
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Annexure J — Training Need Assessment Form

Training Need Assessment Form

This Training Need Assessment Form is to be filled in by all eligible emplovees in gcope of the
training and development plan of the Corporation.

2. Employee Details:

Full Mame: | Designation:

TCP Grade; ! Division/Department:
Employee ID: ' Job Placement City:
Reporting ' | Date of Joining:

Manager: :
Email Address: | Comtact number:

Duration of tenure at the current post:

4. Academic Qualification: (Please list down your qualifications)

Dualification Specialization Division / Passing Institute /
Grade Year | University

Page | 167
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Annexire J

5. Please list down § major technical skills required to perform your job:

Technical Skills

Soft Skills

Frrmal training sessions provided by internal and for external experts

==
=
Management Skills Ll
=X

Cn the job training / peer training / employes coaching and mentoring by
puperienced emplovees of the Corporation

E-learning / Virtual Sesstons

Purticipation in eonferences J seminaes.
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Anmexured

[ I_‘rairﬁm;s [ Courses attended during the last evaluation period:

Trainings / Courses Year | Duration Major Arecas;/ | Nature (In-hoose
Attended : Suhject |/ External)

4. Please share_:;r;ur major arcas of -i;;i.prmrél:r;eﬁ"c with reference to the performance
evalualion report forr this position (To be flled by the ﬁuhjcct emploves)

e

1er, Please share major areas of improvement with reference to the performance
evaluation report for the employee (To be lilled by Reporting Manager, if required)

Date peipant's Signa

HR Representative
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Anmexure K

Annexure K - Training Evaluation Form

Training Evaluation Form

(To be filled in by Participant)

L. Participant’s Details:

Parlicipant™s Mamae:

TCP Grade and Job

Fost:
Training Titls:

Deate of Training:

i. Feedback of the Training Sexsion:

For each of the following, indicate to which extent | Rating Scale;
vou agree or disagree with the statement: (1=Strongly Agree, 2=Agree,

a= Neutral, 4=Disarree,
5= Strongly Disagree)

The training session met tlle ::Ib-j-l:l:ll'l.fﬁ- that were m’mr :t i 2 3 4 5
The content of I_nunmg wits rele '-ﬂnl. I:]- Ty pb I e O
responsibilities. _

Owverall, training envimonment was conducive to learming, i 2 34 B
My knowledge and for skills inereased becanse of this I & % 4 K
[Prograninme, |

Owerall, the training was cffective, 1 2 3 % B

o, Evaluation of the Trainer [ Instractor:

For sach of the ﬁ:lim.-r'I.j;g, indicate to which extent Yo I HRating Seale
agree or disagree with the statement: | {1=Strongly Agree,
| 2=Agree,

3= Neulral,
g=Disagree,

E= _Htrnngly
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Owerall, how would you rate the guality of this training session?
= Execeeds the expectation m
=  Meets the expectation D i

= Below the expectation ]

Owerall, the instructor was effective (e.g., gmided participants by [ 1 2 3 4
responding to questions with relevant examypiles), '

on

How can the method/contents of this tlaIELn;g:ea;iuﬁ be improved to make it more
effective and relevant to your own job role?

Drate
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Anmexure L

Annexure L — Performance Evaluation Form

Performance Evaluation Form

{(For Grades VI to X)

1. Employee Details:

Full Mame: Degignation:
| Grade: | Division:
Emplovee 1D: ' | Jub Placement (city):
| Reporting Officer: ' ' Duration on F.Hi:%ﬁng'li'nnl't'inn: '

Appraisal Period:
Section 1

2. Goal Alignment Report (List major goals/responsibilities only)

Goals / Major Responsibilities (To be i'séﬁ& given by Subject | Score given by

filled by Subject Officer) Officer (Out of 10) Reporting
Officer (Out of
100}
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Annesure L

4. Competency Assessment {To be filled in by Reporting Officer)

Reporting Officer should mark the emplovee as per the related factors. If an employee doies not
relabe to any of the below factors, then mark "o™ in the required fGeld.

Attributing Faclors Rating
(Ot of
10
IFaceellenem:

(Abikiby to demonstrate flexibility and resilience to deal with required change,
thallengesz, and despite of wncertain work environment/demands,  employes
strivies for eootinuous improvement and performance enhancement).

Ethics;

(Beheviors and acticns are in line with the Corporation's core values and the
employee actively considers the ethical concerns and issues while performing
hig/her job effectively and efficiently]).
Interpersonal Skills: —

CABlEY to eommunicate and interael with others effectively and share the
required information /deliverables in a time efficient mannar).

Planning and Organizing; '

(Planping proactively, priontizing tesks, and ellocating time and resources

appropriately to achieve the assigned targets),

Problem Solving:
[Ability to identify root causes of problems, brainstorm and develop possible
solution paths, and take appropriate eourses of action as and when required).

Responsibility [/ Accountability:

[Tuking ownership of one’s actions, behaviors, performance related with their job
role in the Corporation].

Inncrvation:

[One’s creation and ideation while dealing with Corporation’s problems and
his/her ahbility to adapt new methods or technologies that adds value to the
Corporation],
Teamwork;
[Building and maintaining positive relationships with their team and working
with them in a collaborative and cooperative manner therchy encouraging the
team ag well, to achieve Corporation’s geals).

Driving Performance / Delivering Resultss
{Creating a high-performance culture through empowering people with required
skillzet ane praviding them the spportunity to prove themselves),

Businoss Acumen!
Ahility to have an insight into the business situations, probiems and challenges:
thereby facilitating im steategic business decisions t leads to successial
oufciimes a5 and when required).

Average Bating
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4. Final Performance Rating (To be filled in by R;ﬁJ_rﬁ ng Officer)

Rating Scale:
Outstanding = Good Average ‘Ihlnwﬁvema&‘ Poor
B1-100 61-50 | 41-60 ‘ 21-40 I L=
Fitness for Promotion:
e S e e

Rating

| Fit for Promation

" Kecently promoted /appointed/ Assessment Premature

' Mot yet fit for promotion B i S
Unlikely to progress further

Areas of Improvements / Training Needs:

Designation Mame and Signature of
Suhbject Officer
Mame and Signature of Date

Reporting Officer
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Section 2

;ﬁ.ﬂmmeﬁ of '-finunteraigning Officer:

Please (+) on the Following:

How often imve }rm; ﬁmnimrad the work of the officer reported '.:pu:n':;-

Very Frequenthy Frequently Rarely | Mever

Evaluation of the guality of H._ESE-B.-EI:I:BIH made ]:r-y_tht mpjnag ;:rlf-ﬂ;er‘i' f

Exaggerated Fair | Biased
Dy vou agree with the assessment of Reporting (fficer? Yes Mo
IT*NO™ please specify the reasons:
Recommendation for Promotion? i Yes Mo

e —————————

Name of Countersigning Officer

Sigreature of Countersigning Officer
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AnmpEsure M

Annexure M — Performance Evaluation Form

Performance Evaluation Form (For Grades ITto V)

L

L. ].‘-.IHP].LJ:.'EL' Dieiails:

Full Name: ' | Designation:
Grade: : Division:
Employee ID: | | Job Placement {city):
Eeporting . | Duration on present
Officer: I Pozition:

. Appraisal |
Period: '

Section 1

2, Competency Assessment (To be filled in by Reporting Officer)

Attributing Factors | Score Ecore
[(Maximum  Obtained
Marks)

Etficiency and output in the assigned task 20

Waork Ethics 10

Integrity 1o

Communication skills 10

Titne Managmnnnt"' 10

Behavior and Conduct , 10
Punctuality and Regularity .
Ability to understand and solve problems
Flanning and Organizing

Total Rating




Annexure M

1. Final Performance Rating (To be filled in by Reporting Officer)

Rating Scale:
Duistanding Good | Average Below Average | Poor
A1-100 f1-80 ' 41-60 21-40 1-20
Fitness for Promotion:
Promotion Factors B - = - Alignment as
Rating
Fit for Promotion
Recently promoted /appointed fAssessment Premature
Not yet fit forprometion
| Unlikaly to progress further ~ Al -
Arcas of Improvements / Training Needs:
Name and Signature of Designation

General Manager-HR

Mame and Signatiire of
Reporting Ofificer
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Annexure N

=}

Annexure N — Half Yearly Progress Check Form

Half vearly Progress Check Form

L. ﬁp]ﬁ}'r:'ﬁ Details:

Full Name: | Designation:

Grade: | Drivision:

Employee IL: ] | Job Flacement (city):
Reporting Officer: ! Druration on Existing Posttion:
Appraisal Period: ! ;

2. Goal Alignment (To be Glled in by the Subject Employee)

Subject Officer shall write down his/her poals along with the status of each, as mentioned below:

Goals Status Remarks of
the Reporting
In Completed | Incomplete (with reason) Officer
Pragross
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Areas of improvement (To be filled in by the Reporting Officer):

Mame and Signoture of Designation of the
Reporting Officer Reporting Officer

Name and Signature of
Subject Employes
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Annexure — 0 Pay and Allowances

Compensation and Allowanees for Grade [ to V

House Maintenance
Allowance

Utility Charges
Convevance Allowance

Hardship Allowanee

Canteen Subsidy
Allowanee

Tea Allowance

Children Education
Subsidy

Death Aid
Funeral Expense

Deputation Allowance

Additional Charge

Wellare Loan

Medicine Ceiling
Hospital Room
Charges

Hearing Instrument

Crrades [-V

Grades |-V
Grades [-V
Grade ¥V
Grade IV
Grades [-111

Grades -V
Grades [-Y
Grades I-V

Grades I-V
Grades -V
Grades 1=V
Special Allowance on

Additional Charge of
ldentical posts.

Special Allowanee on
Additional Charge of
Non-Identical posts.

Special Pay on
Current Charge

Grades IV-V
Grades 1-111
Grades 1-V
Grades 1-V

Grades 1-V

w{mu

&% of running basic pav

. 3.000
3875

Rs. 15,000
. L, 000

. 5,000

Rs
Rs
Rs. 1,000
Rs. 1,235
Rs

. 4,400 [ per child)
Rs fboo,000
Rs, 75,000
E=. 12 000

20% of the basie pay subjact to
maximum Bz, 12 000

10% of the basic pay subject to
maximum Bs, 12,000

20% of the basie pay subject to
maximum Bs. 12 000

Rs. 100,000 (AL a time)
Hs. 75,000

R5-5625
Rs. 3,000 (Per day)

f
L --I
H '\_H_:-l'l'.l.. F

-
=

| :E‘._: :s\
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Annexure Ch

Compensation and Allowances for Grade V1 and Above

House Mainlenanes
Allowance

Utility Allowance

Hardship Allowance

Conveyvance Allowanee

Car Monetization
Allowanee

Car Maintenance
Allowance

Cantecn Subsidy

Entertainment Allowance

Grades VI-X

Chairman
Exceutive Director

General Manager /
Deputy General Manager
Manager / Deputy
Manager and equivalent

Assistant Manager and
eqquivalent

Manager ot equivalent

Deputy Manager ot
equivalent

Asgistant Manager or
equivalent

Deputy General Manager

Manager/ Deputy
Manager, Assistant
Manager

Chairman

Exccutive Director
General Manager
Deputy General Manager

Manager, Depuly
Manager, Assistant
Manager

Chairman
Executive Director

General Manager, Deputy
General Manager

Manager and equivalent |
Deputy Manager

Assistant Manager
Chairman
Executive Directir

General Managety Deputy
General Manager)
Divisional Head

8% of running basic pay

Rs. 19,470
Rs. 13,530

Rs. 8,910

Rs. 5,720
Rs. 3,500
Es. 30,000

Bs. 25,000

Bs. 20,000

Rs. 3,860

Rs. 3,552

Es. 150,000
Es. 120,000
Rs. Bo,o00
Rz 6,700

Rs. 5,600

Bz 10000
Rs. 7,000

Rs. 4,100

Rs. = 8an

Rs. 2,500
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Anviesare O

Communication
Allowance

Additional Charge

Children Education
Subsidy

Welfare Advance

Funeral Expense

Death Aid

Deputation Allowance

Medicine Ceiling

= - 1
e - 1
e E 1 Rl LIARY 1

Manager and equivalent /

Deputy Manager
Assistant Manager
Chairman

Executive Dircctor

Head of Division

Deputy General Manager
Manager and equivalent
Deputy Manager
Assistant Manager

Special Allowanee on
Additional Charge of
Identical posts.

Special Allowanece on

Additional Charge of Non-

Identical posts.

Special Pay on Current
Charge

Chairman, Director/

General Manager/ Deputy
General Manager) Deputy

Manager, Assistant
Manager and Children of
Deceased Employoes

General Manager

Deputy General Manager
Manager and equivalent
Deputy Manager
Assistant Manager
Grades VI-X

General Manager/ Deputy

General Manager/
Manager

Deputy Manager/
Assistant Man

Grades VI-X
Grades V[-X

Es. 2,700

Bs. 2,000
Es. 13,000
Es. 10,620
Rs. 6,600
Rs. 5.775
R=. 4,050
F=. 4,070
Be. 3,520

20% of the basic payv
subpoct to maximum Rs,
12,000

10% of the basic pay
subject to maximum Rs,
12,000

20% of the basic pay
subject to maximum Rs,
12,000

Rs. 4.400 (per child)

Rs. 400,000 (At a time)
Rs. 350,000 (AL a time)
. 300,000 (At a time)
. 200,000 (At alime)
150,000 (AL a Lime)

FrEEE

. 75,000

Rs. 900,000

Es. 5,025 I|



Hearing Instrument

Grades VI-X

. ;I;'H:’-lﬁt];l.ll - Entitlement
Executive Director,
- Chairman Rs. 15,000 per day
General Manager/ Deputy
- General Manager/

Manager/ Deputy
Manager
Aszzistant Manage
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Annexure P

Annexure P — Maternity Allowanee Application Form

Maternity Allowance Application Form

Pleage complete details as per the fields of this form.

Documents required; Birth Certificate of the Newborn

1. Emploves Detmils:

Full Mame: I f}e_éiﬁn'ﬂtiﬁiu

TCP Grade: Division: ,

Employes ID: ' | Job Flacement City: |

Date of Delivery: '

Order of the Child T £ o ot
|

Date | Emplovee Signature |

General Manager HR
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Annesuire 0 E;

Annexure () — Family Declaration Form
Family Declaration Form

Please register vour family members by incorpemating their details in the following table as per
rejuived fields.

Documents Regquired: Attested copies of CNIC/Form B of family members with this
application.

Emploves Details:

Full Name: : Designation:
TCP Grade: i [Hvisinm:
Emprlayes 10 | Job Placement Ciky:
2. Family (Details of the Dependent(s): T =
Mame of Dependent Relationwith | Date of Birth Form B/ CNIC 2
Employee

Plense specify, if any of the above dependent(s) is differently abled /phyaically or mentally
challenged:

1, do ]'tl:'I{!b} solemnly affirm all the ahave mentioned members are whullj. dependent on me and
the information provided iz eorrect and in case any diserepancy g identified, the Corporation
may take digeiplinary action as per policy/miles.
Signature:

| Emploves
CNIC .
| Number: |

| Date

Concerned Executive
[Mrector
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Annesuire B

Annexure R — Loan Application Form

Loan Application Form

Flease provide the reqguired details as per the fields of this ferm.

1. Emplovee Details:

Full Name: Designation:
TCP Grade: . Division:
Employves 1Tk ' | Job Placement City: |

Last Drawn Eafuij.r:

Details of previous loan availed from TCP (if any):

Type of Loan; | | Installment Flan:

Applied Date: | | No.of instalments
n‘:m;umng

Amounk: l ] Amounts In words:

2. Loan Details:

Please tick (+') the required loan type:
Marriage Loan ' | Welfare Advance Loan

State the amount required
Amount | — |Inwords

I hereby undertake to repay the loan to TOP in equal snd consecutive monthly payments as selected
above, as of the month of , of the vear
In case of any type of separation before the -xlmpln’tc payback of 1J11: loan, the remaining amsounk

shall be deducted from the final settlement,
e

mployes Sumatum

Generul Mana,gtr_HR

Date
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TRADING CORPORATION OF PAKISTAN (PVT.) LIMITED ﬁﬁ
X

Annexure S — Provident Fund Registration Form

Provident Fund Registration Form

Pleaze provide the required details as per the fields of this form.

ks ﬁ:nplny&e Details:

Full Kame: | T Deslgration:
TCP Grade: Divigion:

Employee ID: | T 7oh Placemeat Ol |
Duration of Service; T T F T T T

& Provident E."l..u-jil-J"{I]t:lcatiun:

Nominate one Family member as Nominee of your provident fund account:

Mame: | Relation:

CNIC &: ' | Date of Birth: |

Please tick (+7) on following:

Required interest against your provident fund balance: | Yes | No
Desirerl_ﬁuﬂmm'nge .éll:.l-:li_ti-'i..l:_'paj-' a_ﬁcun;c'r_tliufilzl_nin_[}_ru;lﬂ]:n{{:un-d" ' | 10%  20%

I declare that 1 have read the Corporation Provident Fund Policy and that 1 agree to be bound by

them and by any subsequent additions to and alterations in the same as may be made from time-
to-time hereafter.

Date Empioves Signature
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Anmexure T

Annexure T — Provident Fund Withdrawal Form

Provident Fund Withdrawal Form

Flease provide the required details as per the fields in this form.

L -E-‘.-r'uph:,'ee Dietails:

Full Mame: Designation:

CICF Grade: Department/ Division:

| Emplowes TD: | = : : . Last Withdrawal Diate: |
A Duration of Service:

Please tick (+7) the provident fund withdrawal mode;

Mon-Refundahle Provident Fund Advance | Personal Loan Scheme
Withd rawal

2. Withdrawal R:qu.lﬂ::l:_

Flease write the amount you wish to withdraw from prowident fund balanee:

Amaunt: | In words

Flease select the timeline of installment plan (if epted Personal Fund Advance or Personal Loan
Scheme)

12 Months [ 24 Months | | 26 Maonths 48 Months (%4
| | : Months

I hereby undertake to repay the loan to TCP in equal and consecotive monthly pavments as
selected above, as of the month of , of the year

In case of any type of separation before the complete payhack of the loan, the remaining amount
shall be adjusted from the final settlement.

Chief Financial Officer Emploves Signature
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Annexure U

Annexure U = Leave Application Form

Leave Application:-Forn

F.|n|}|1‘.|_1,'.1'u Details:

Full Name: [ Diesignation:
TCP Grade: Division, /Department: [
Emplovee 11 | Place of Posting; '

2, Leave Details:

Types of Leaves Select (+7) , Regquired From | To
required Documenls (DDMMY | (DD MM
B2 e AT S |- | A¥¥)

Medical Leave on Full Pay | # Medical Certificate [

Casual Leave . I N/A i

Accident and Disability | | » Medical Certificate

Leave . b

Maternity,/ PaternityLeave | | « Relevant [

b ; _Doenment(s) vt [ T
Pilgrimage Leave, | | ® Travel Documents |
o Hajj Leave ' |

o Umrah Leave
o Fiarat Leave
o Yatra Leave !

Rest and Recreation Leave « Travel Documents |

Special Leave for Female

i
[
|
=, wlf) i WA
| « Death Certificate |
|

Employvees

Ouaranting Lesve * Recommendation
_Letter

Extro Ordinary Legve = Belevant

{Without Pay and | Docament(s)

Allowariee) : ; F.El:llﬂll'Ed

Ex-Pukistan Leave ! = Travel Do

{Without Pay and » Educational

Altdvanci) el | Program

Compensatony Leave [ | Mja
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| Additional Comments on Applied Leaves:

Employves Signabar:

3. Requested Leave(s) and Approval (For Office Use Only):

i e i i L i 1 i e
Coumnt

| Available leave balanee on the SE]E{'I:Ed account
Applled leave 1r| number of da}'s :

Leave with Pay

L.E-E'r‘-E w;l;hnutl;a.v

Approved Leave Count

Initiating Officer/ Official Concerned Genersl Manager

Verified/ Checked by
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Annexure V — Exit Interview Form

Exit Interview Form

1. Rmplovee Details:

Full Mame: Post:
|
Grade: Division/Department: |
I
Employvee | Duration with .
ID: Corporation: :
Reporting
Officer's

=, Interview Details:

Factors for Consideration Yieg Mo

Waorking eovironment is conducive at 'I'Ii:-“i-'*-
Relationship with team/reporting officer fother employees is congenial
Satisfed with workload fwork distribution
Compensation is comparable with market

Dpportunities available for eareer enhancement withing Corporation is
rlear

Consistency of reward with performance
Leaving for abroad

Any other comments [ elaboration [ suggestion provided by the employvee:

3. Office Use: (To be filled in by HR Division)

Observations by TR Representative:

Signature of Human
Resource Division
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Annexure W = Employee Separation Form

Employee Separation Form

1. Emplovee Details;

Full Name: ntiéiérmtiun:

Grade: | Division/Department:

Employee 1D: ' T | Date of Joining:

Drate of . : Duration on Last Position:

Hestenalinn:

Cell 2: Erail 1Dx:

Total length of S T -

service in TCP

Eeasoni(s) for Leaving:

2, Exit Checklist: =

5. No  Description of Items Status Sign off

{By relevant

division)

1 ! Emplovee ID Card
|2 | Medical t.al'_d.:l.{.li':a'pp.i:il.'ih.ll.'.j'.
3 . Office Equipment (Laptop, ﬁadgels.?ﬁinﬁﬂe_l;hﬁm)_
4 | Removal of Computer User 1D
5 5 Company Maintained Car (If applicable)
&, | Settlement of Provident Fund I
w Feturn of i.“:-r.lrpurul.:i;un I'-'I.:J:nu'.:]. Hi;l.tl;‘!‘i.ﬂlﬁ- | :
8 Casvs Emcasbent (i s | |
2 . Any other dues [ demand T_H_h'“"'“ I

I, hereby state that [ have completed the abpve-mentioned requircments:

Signature of Employee | \ Diate
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3. Office Use (To be filled in by HR Division):

Exit Interview Conducted = Yes | No
Recommended for Re-hire A Yes | No

Comments (Ifany):

Signature of Human
Resource Dhvision
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GGire==ary

Glossary

Wk || e el Sk
T.nim L} . .ll 'Er__ * s : o ¥ - :_-r ':.l'l..-.l I
e i, | SRR R A
Chapter 1: Code of Conduct and Ethics
Refers to all members of the Board of Directors of the
Board ;
Corporation.
Chairman TOP Rofers to the Chairman of TCP.
Copporation Refl ers to the Trading Corporation of Pakistan (Private)
Lirnited.
Refers to anv action taken by an employee with the
Defamation intention of damaging the reputation of the
Carporation.
Refers to the unjust or prejudicial treatment against
Digerimination people, especially on the grounds of ethnicity, age, sex,
ot disability. =
Refers to the individual appointed in the Corporation
Employee under these policies.
- Refers to treating all the employees in the Corporation
Hmpaitinkiy equallv in all aspects.
T Refers to the act of bringing or contesting a legal action
Labigation PR
o Refers to net being influenced by personal feelings or
Objectivity opinions in considering or representing information.
TCP Rofers to the Trading Corporation of Pakistan { Privata)
Limited.
Any form of miseconduct which disregards the Code of
Violation Conduct and Ethics’ policy and brings an employee or
the Corporation under disciplinary actions/legal
procieedings, s
Chapter 2: Recruitment and Selection
4 The approved elimination of a post from the structure
| HraRshci et of the corporation.
Any individual authorized by the Corporation to
Competent Authority approve the appointments against the post(s) in the
L - Corporation. =
Contractual Refers to an emplovee appiinted in Iheﬁpqqﬁnn for
Appointment a fixed period of Lime.
. =
Diversity A worlforee inclusive of different backgrounds nhld
origins.
Executive Committee of | It comprises of the Chairmim and all the E.m:nti'-',lz

—
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Manageme

| Directors posted [ worki

particular decision,

The act of giving unfair preferential treatment to an

e employee against another employee.
. Providing an inclusive environment to all the
Inclusion employees of the Corporation. .
The provision of advantage, entitlement or privileges o
Nepotism an emplovee as a result of his her relationship to the
granter of the privilege.
Refers to the amount drawn monthly by an emplovee as
Pay basic pay which has been sanctioned for a post held by
him,her,
Pav Scale Any pay scale specified in this Policy,
Permanent Post A post sanctioned without limit of Lime.
P Refers to ag position/designation sanctioned by the
competent authority.
Specified period for the new hired employee of the
Probation Corporation before confirmation of his/her
emplovment,
A Board constituted for the purpose of making the
Selection Board decision to make appointment(s) on various posts in

the Corporation.

Chapter 3: Promotion

Promotion Committee

A committee constituted for the purpose of making

= TR

Feeding post A post{s) on which the promotion is due.
- Seniority of employvees appointed or promoted in the

TR -Neanty same post or grade or on the same date.
It is the contribution that the emplovee makes in the

Merit Corporation’s success through his/her competencies,
knowledge, and skills,

Performance A constructive process to acknowledge the performance

Evaluation of an employee and identifving improvernent areas.
The upward movement of an employee from one job to

Promotion another higher Wlam post and
responsibilities.

Sanass It is the length'of service provided by an\bT ploves to

the Corporation.

Training Evaluation

A constructive process to gauge the 'meu::l'}:t' training
on employee in ofder to identify whether the intended
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Clnssary

Terms = = Hﬁﬂﬁ?ﬂfﬁﬁ%q e _Ju: T

outeomes are achieved or nod,

Chapter 4: Deputation and Transfer

Refers to the agency Lhat requires potential emplovee
Borrowing agency tor transfer on deputation based on standard terms and
conditions.

Refers to an appeintment by transter of an emplovee of
Federal or Provincial Government with the nmutual
consensus of the lending and the borrowing entity
Deputation { Corporation) provided that the potential employee
muast possess required qualification and experience of a
postin the service of the Corporation on standard
terms and conditions.

' Refers to the agency that provides potential employves

| Lending agency for transfor on dﬂputﬂtiun based on standard terms and
eanditions.

||

Refers to the act of sending an emplovee back to their

Ifcplm“t'"" parent oreanization.
Refers to a practice of transitioning /shifting the
e employees between different jobs to ensure they gain
exposure to various divisions of the Corporation while
learning and impnwirl&t__hp_irﬁkﬂl gty
: Refers to movement of an employee from one location
Transfer where he/she is posted to another such location,
Chapter: 5 Training and Development
y Refers to the delivery of learning and training through
E-learning digital sources.
Forfeit To lose the right to do or bave something.

Refers to measurable and quantifiable metric used to
track progress towards a specifie goal or objective set
by the Corporation.

Refers to the regular review of an employvee's job
performance and averall contribution to a company,

Refers to the internal idensification of potermigl
Potential successors employees for each critich] post who may be
promoted/handed over Corporation’s critical pos

Refers to the training which involves the ereation of a
Simulation true-to-life learning envirogment that mirrors realdife
work and scenarios,

Key Performance
Indieators

Ferformance Appraisal
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Chapter 6: Performance Management System

Annual Performance
Evaluation Cyele

Refers to the time frame when performance evaluation
exercises take place every vear,

Competencies

Refers to the abilities and qualities required to perform |
a job task.

Constructive Feedback

Refers to the comments, advice or suggestions provided
to achieve a positive outcome in the job role.

Authority

Countersigning

Refers to the person who will be responsible to review
the performance evaluation form and made an impact
independently on it.

Emplovee Retention

Refers to the ability to prevent or minimize the number
of employees who leave their job in a certain peried

Goals

Refers to the desived results that an emplovee is
committed to achieving within a specific time frame.

Job Deseription

Refers to the statement that explains the task, duties,
function and responsibilities of a particular position

Performance Refers to a review based upon an employee’s
Evaluation performance and assigned duties.
Performance Refers to the document containing major indicators

Evaluation Form

and factors considering for promotion,

Refers to the document comprising formal and

Performance a .
productive procedure to measure an employvee's work
Evaluatton Report and results hased on their job responsibilities.
Perfurmance Refers to the targets that help a supervisor to measure
Indicators | progress of an emplovee against strategic objectives,

Promaotion Criteria

[
' Refers to the requirements hist to be fulfilled in order to
proceed with performance evaluation process

Reporting Officer

{' Refers Lo the person/management emplovee who
responsible for the evaluation of his/her subordinate
emploves

Slkill Assessment

Refers to the process to know aboul an employee’s
proficiency and capability to perform multiple skills by
evaluating them on specific criteria

Succession Planning

Refers to the process of developing action plans for
selected emplovees who oted/handed over

Corporation eritical pisitions.

Chapter 7: Comp

n and Benefit \

Approval

Approval s the an‘&ﬁi#lug PELMISSI0n or Hh#wing
agreement with sonfething. It is the process of formally
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Attested refers to a document or signature that has
Altested been verified or authenticated as genuine by a
competent authoriby.
Awards are a form of recognition or honor that is
Awards hestowed upon an individual or group for their
achievements or contributions in his/her service.
A benefit is an advantage or positive outcome that an
Benefits employee receives from the Corporation as a result of
their service.
| Commencement refers to the formal beginning of an
Commencement employment.
: Compensation refers to the payment or benefits that an
l Compensation emplovee receives in exchange tfor their service.
Corporation’s The funds and assets that finance an organisation’s
| Financial Resource activities and investments.
Declaration refers to a formal statement or
Declaration announcement that is made by an emplovee in order to
express a particular position, opinion, ar intention.
G Domestic tours are official visits taken by emplovees or
Domestic Tours group of emplovees within Pakistan.
Employment Employment agreement is a binding document
 Agreement between an emplover and an emplovee
Entitlement Entitlement refers to the idea that an individual or
I group has aright to something.
Fund A fund iz a pool of money that is set agide for a apecific
u purpose, typically for investment purpose,
Gratrilty Gll'atuii}' is & sum of money that is paid to an employee
by the Corporation as a reward for their service.
Individual The performance attributed to a single person taking
Performance into aceount their responsibilities and functional area.
International travel refers to traveling from one
Intariyanel Thavel eountry to ancther for business purpose.
Aloan is a sum of money il iz borrowed b
Loans emplovee from the Corgioration with the understanding
that it will be repaid clrer time.
A monthly salary is the amount of money that an
Monthly Salary employee is paid by the. Corporation on a monthly basis
T in exchange for their senVies. ..
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Df'ﬁcm] visits are visits made ]:r:.ran emploves or group

Official Visits of employees to a particular location in an official
capacity, — —
Cutstiation I:Juts'lmtinn refers _m a location that 15 situ‘:ﬂted outside of
the city or town where an emplovee is based.
The amount drawn monthly by an emplovee as pay and
Pav And Allowances includes various allowances and other emoluments
stipulated by the Management of TCP,
Policy A policy is a set of guidelines, rules or procedures that

are established by the Corporation,

Provident Fund

‘of income in retirement.

A provident fund is a type of retirement savings plan
that is offered by the TCF to their emplovees. It isa
fund into which both the employee and the emplover
eontribute a portion of the employee's salary or wages,
with the goal of providing the employee with a source

s il FarE

A gualification that is eritical to the ahility of an

Required individueal to perform the duties of a position, and will
Qualifications take the form of a license, cerhification, or education
_completed by the candidate,
21 The range of wages the Corporation pay to their
Salary St emnployvee to work in a particular job.
Travelling allowance is a sum of moncy that is paid to
Travelling Allowance an employee by the Corporation to cover their travel
expenses while they are on an official trip.
An undertaking is a formal promise or commitment
Und ki made by an employee to complete a particular task or

project, ot to fulfill & particular obligation or
responsibility.

Chapter 8: Leaves

Business Activities

Refers to the various tasks and processes that the
Corporation undertakes to achieve its goals and
ohjectives.

Contractual Emplovee

An individual who receives a fixed fee to work fora
specified timeframe or on a certain project.

F An emplovee HﬁWWMWEd by the
eputarinist Corporation fregrGovernment
i . Emergency neéds of the service, where the demand of
Exigencies of Service the service dges not allow the release of an e
oA~ A Bokidi: Lhal\Euid by the government to

mandatory.
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An emplovee who has been officially excu
or duty. This time off can be for a variety of reasons,
from sickness or injury to personal or family issues,

Leave Account

The aceount of the earned leave of an employee,

—

Maternity

Maternity, refers to th:: biological condition and
societal role associated with the state of heing pregnant,
typically involving the hirth of a child.

Paternity Leave

Paternity, refers toa designated period of authorized
absence from work granted to a male employee, to
attend to the Gre and bonding with a newhorn child,

Chapter 9: Grievance

. Complaint

Refers to a statement that something is unsatisfactory
or unaceeptable in workplace,

Comprehensive Report

Refers bo a document contains all the investigating
information pertains to the grievance case,

Refers to the restriction to the use of informalion

Confidential pertaining 1o the grievance complaint,

Corporation Refers Lo Trading Corporation of Pakistan

Defendant Reters to a person against a grievance has been filed.
Refers to treating some employees difterently from

Discrimination other employees especially on the grounds of ethnicity,
age, sex or disability.

Hisputs Refers to a disagreement or engage in argument
between emplovees,
Refers to Permanent, Contractual or Tempaorary

Emplayris emptovees of TCP.

Evidence Refers to the available body of facts or something that

[urnishes proof

Formal Grievance

Refers to submitting a written statement/application
for raising a grievance

Refers to a real or imagined of distr LLo
Grievance afford a reason for complping, especially unfair

treatment.

Refers to a written statefnent from employees hﬂ:ﬂu;p
Grievance Application

of unsafe working conditiens or faces some emotiona
matter,
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Grievance Redressal

Refers to receipt and processing of grievance
complaints from employees.

Crievance Bedressal

Refers to a committes formed to process the formally

Informal Grievance

Commiltee filed grievance cases.
Grievant Refers to a person who filed a grievance.
Refers to the aggressive pressure or behavior which |
T leailss 1o feel scared, distressed or threatened,
. Refers to treating vour emplovess unfairly in working
Inequitable Treatment environment

Refers to miging a grievance by voice or talking |
miitually with the respective General Ma nager | I
Divisional Incharge = TN

Refers to a person responsible for finding out the key :

; eatine OFf : i
el eyl facts and compile a report on grievance cases.
: A Refers to formal or byl—:’tumull{. examination process
:lmfFlgatmn conduct for resolution of a grievance case.
Refers to the decision imposed against a grigvance tlIE |

Verdict

G S,

Chapter 10: Employee Separation

Downsizing

Refers to the process of laying off stafl bo reduce cosls
and inerease any Corporation’s profitablity.

: Emplovee Separation

Refers to the end of an employee’s working relationship
with the Corporation.

Involuntary Separation

Refers to the employment contract or at-will .J1.,reemt.n'r
between an emplovee and his or her company comes o |

an end.

Refers to a voluntary, permanent separation from the

from one's active wonking life.

Superannuation age

Resignation Corporation initiated by the employee or & mutuasl
agrecment between the 1:r_:1p|n}1:1: and the Corporation, |
R - Restructuring is the act anging the WH praesclel
g of an Corporation to tgdnsform it for tie bet I
4 The withdrawal fromone's position or oceapatiol or
Retirement b B
|
|

Refers to the age at whigh emplovees in the
Corpotation retives.
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