MANUAL Part-I
HOW TO USE THIS MANUAL
This Manual  consist of the following heads at every page as listed below :-

1. 
Issued By :- 


It indicates the department compiling and issuing the Manual to the concerned authorities in the Organization.   Here this manual is issued by SPO (Site Personnel Office), Bombay.

2. 
Approved By :- 


It indicates the Authority approving the Manual. Here this manual is approved by JWH CMO (Jyoti Wire House - Chairman’s Office).

3.
Date :-



It indicates the Date from which the manual is to be effected.  Date mentioned  in this manual is in the order of year / month / date (yy/mm/dd) i.e. it is effected from 1st April 1996.

4.
Chapter :-



It indicates a subject / topic to be covered.

5.
Control  No. Ref :-



It  indicates the actual serial  number of  the pages.  The Control No. Ref. for this manual begins with 001 to 294. Hence the total no. of  pages in this manual consist of 294 pages.

6.
Effective :-


It means the importance / time factor in implementing the manual.  Here  this manual states that it has to be issued and effected immediately from April 01, 1996.

7.
Replace :-


It indicates the Control No. Ref : to be replaced.  For example if Control No, Ref : 014 has to be replaced by Control No. Ref : 293 then in the column of replace Control No. Ref.; 014 will be indicated.


When you receive a Replace Control No. instruction : 


a) 
Read the memo carefully, then strike out the number mentioned in the ‘ Control Ref. 

No ‘ from the ‘ Checklist for Control Ref. No. ‘ sheet of your personnel Manual.


b) 
Replace the old sheet with the new sheet


c) 
Destroy the old sheet.


d) 
Send in an acknowledgement to the Site Personnel Office about the change


e) 
Implement the instruction / changes

8.
Page :-



It indicates the total no.   of pages of individual chapters only.
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    001   

	SUBJECT   
	INTRODUCTION


An organisation is a group of people who join together to achieve certain common set goals.  Therefore, whether we like or not, we have to deal with people, i.e. workers and we will do our job better if we all learn to understand workers.

For understanding workers better, it is desirable that we take note of the following points :

1.
For a worker, he himself is more important and things which affect him are more important to him. His own grievance is the most important thing for him.  Listen to him patiently, understand it and try to solve it;

2.
Material benefits alone are not enough.  If workers have the best, they would still like to have better.  Further, even if something is perfectly all right, some workers will still complain.  It is human nature.  Do not get hurt.  Have utmost self-control and be fair and sympathetic; it will bring far better results;

3.
In the organisation, there will be all sorts of workers, intelligent, hard working, honest,  stupid, dishonest etc.  Don’t get discouraged and make best of what you have;

4.
The worker who never made a mistake, never did anything, and if a mistake is made, focus attention on the mistake, and not on the worker who made it.  Take constructive view and concentrate on preventing mistake recurring;

5.
‘To err is man’ is the old saying. Even the Chairman’s pencil has a eraser to erase  mistake; so do not be afraid of admitting mistake.  It is mark of a man to admit mistake and correct the same.

6.
It is little courtesies like “please”, “thank you”, sympathy, kindness, guidance that make all difference;

7.
Authority of the boss must be respected; discipline is to be maintained;

8.
We can buy a worker’s time, physical presence, skills, but we cannot buy his enthusiasm, initiative, devotion, dedication and loyalty; these have to be earned by chose and real understanding between Supervisor and his men.  Look after your men and guide and lead them.


All these will be possible if the formula of “HUMAN Relations” is properly understood and followed.  This formula is very simple.  It is “H + U + M + A + N” = HUMAN, where 


H = stands for Hearing patiently


U = Stands for Understanding properly


M = stands for Motivating fairly


A = stands for Acknowledging efforts gracefully and


N = stands for News sharing openly


And remember, Human relations is one thing you cannot delegate; without it, you will do nothing effectively.


All this can work well and organisation run smoothly, if we have rules. These rules will ensure uniformity and will also make the course of action easy.
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Keeping the above in view, rules on various subjects have been framed, which may be followed by all.  But remember, it is bad to be slave of rules and every rule has a loophole; therefore wherever and whenever the need be, rules have to be suitably changed for which suggestions should be sent to the Personnel Department.


In these rules, certain terms have been used.  Unless the context otherwise requires, meaning of these terms will be as given below :

a
Appointing Authority :


In relation to any post, means the Chairman and includes any person or authority to whom the power to make appointment to that post has been delegated by the Chairman.

b
Base :


Means place where employee is posted

c
Chairman :


Means Chairman of the Group of Companies.

d
Company :


Means the group of Companies already existing and which may be started in future and their various branches in India and abroad.

e
Competent Authority :


Means a person or persons delegated with the power either under these rules or by virtue of delegation of such power by the Management.

f
Daily Allowance :


Means allowance granted for each day of absence from headquarters on duty, to cover the ordinary daily expenses incurred by the employee in consequence of absence from headquarters.

g
Day :


Means a calendar day beginning and ending at midnight.

h
Director :


Means a person who is a Director, including Managing Director and any other person having ultimate control over the affairs of the Company.

i
Employee :


Means any person appointed to any service or post in connection with the affairs of the Company but does not include :


i1
Any person not in whole-time employment of the Company;


i2
Any person who is an apprentice or trainee and to whom no assurance has been given for employment after completion of training;


i3
Any such person paid from contingencies;
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i4
Any person engaged on ad-hoc basis against leave vacancies or on contract basis under an agreement for a specified period / an on a specified work, or on casual basis for work which is essentially of an occasional or intermittent or casual nature;


i5
Any other person or class of persons whom the Chairman may, by order, for reasons to be recorded in writing, exclude from the scope of these rules.

j
Establishment :


Means any site, office or godown or any other premises belonging to or used by the Company.

k
Family :


Means employee’s wife, or husband, as the case me be, residing with the employee and legitimate minor sons and unmarried daughters ( including step and adopted ) residing with and wholly dependent upon the employee.  It shall also include parents, whose monthly income does not exceed Rs.1,000/- per month ( both and joint ) and who are permanently residing with the wholly dependent on the employee.

l
Head of the Department :


Means any person responsible for Management of the department for which he is so designated.

m
Headquarters :


Means the normal place of duty of an employee or such other place as prescribed by the Company or any other authority empowered by the Company, in this behalf.

n
Management :


Means and includes Chairman, Managing Director, Directors, General Managers, Regional Managers and such other Officers or Officers who may be delegated some or all the powers and responsibilities of the Management of the Company by the Directors.

o
Misconduct :


Without prejudice to the general meaning of the said term and the specific provisions made in these rules, includes acts and omissions specified in the Conduct and Discipline Rules.

p
Month :


Means a calendar month, in calculating a period expressed in terms of months and days, compete calendar months, irrespective of the number of days in each, should first be calculated and the odd number of days calculated subsequently.

q
Panel Doctor :


Means a Registered Medical Practitioner who has been approved by Management for Medical examination / treatment of employees.

r
Pay :


Means the amount drawn monthly by an employee as pay of the post held by him, including special / personal pay or any other emoluments which may be classed as pay by the Company.
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s.
Public Conveyance :


Means a train, bus, taxi, steamer or other conveyance which plies regularly for conveyance of passengers.

t
Special Pay :


Means an addition of the nature of pay to the emoluments granted in consideration of :


t1
Specially arduous nature of duties; or


t2
Specific addition to the work or responsibilities; or 


t3
Un-healthiness of the locality in which work is performed.

u
Time Scale of Pay :


Means pay which subject to any conditions laid down in the Pay & Allowances Rules, rises by periodical increments from a minimum to a maximum.

v
Transfer :


Means movement of an employee from the station at which he is employed to another 


station, where he is ordered to take up a post.

w.
Traveling Allowance :


Means an allowance which the employee would draw in connection with expenses incurred on journeys undertaken on Company’s work but does not include regular commuting to the office / Site  from residence or vice versa.

x
Tour :


Means absence on duty from reporting base with proper sanction


Note :-


1.
Masculine Gender includes the feminine gender and words imparting singular number shall include the plural number and vice-versa.


2.
Nothing contained in these Rules shall curtail / abridge the rights of any workman under various statutory Laws / Acts.
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This requisition will be made by the Unit In-charge  and has to be forwarded to the Operation Manager for his approval who in turn will forward it to the Site Personnel Office.

This requisition along with the ‘Checklist - Prior Award of Contract’ should reach the Site Personnel Office at least One Month in Advance to Mobilisation date for mobilising fifteen personnel and below.   For mobilising of fifteen personnel and above minimum days for intimating Site Personnel Office will be forty five days.

Format regarding the same is attached as per the Annexure 2 (I ) & 2 ( II )

MANPOWER MANNING
Manpower Manning Chart of a new contract awarded should be forwarded to the Site Personnel Department.  This Manning Chart will indicate the minimum and optimum no. of people require for mobilising and for a comfortable operating situation of a Unit.  The Manpower Manning Chart should be accompanied by a Award of Contract Letter which should be filled by the Unit In-charge and authorised by the Operations Manager. 

Please note that Manpower requisition, Manpower Manning Chart and Award of Contract Letter should be simultaneously forwarded to Site Personnel Department on Award of a New Contract.  In case if the mobilisation is in phase manner to the Manpower requisition forwarded then the no. of people who is to be mobilised in phase sequence should be mentioned with the Manpower Requisition.

Format regarding the same is attached as per the Annexure 2 ( III ) and 2 ( IV)
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(Specimen)                           





    Annexure - 2 ( III)  
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD,
MANPOWER MANNING CHART 

UNIT :







LOCATION :

CLIENT NAME 

:

	Sr. No.
	Category
	No. of

Post
	Minimum 

Level
	Optimum

level
	Salary 

Grade
	Remarks

	1
	Executive (Hotel Service)
	
	
	
	
	                                                                    

	2
	Executive (Food Prodn)
	
	
	
	
	

	3
	Executive(Housekeeping)
	
	
	
	
	

	4
	Executive( F&B Service)
	
	
	
	
	

	5
	Executive (Maintenance)
	
	
	
	
	

	6
	Continental Cook
	
	
	
	
	

	7
	Indian Cook
	
	
	
	
	

	8
	Chinese Cook
	
	
	
	
	

	9
	South Indian Cook
	
	
	
	
	

	10
	Baker
	
	
	
	
	

	11
	Asst. Cook
	
	
	
	
	

	12
	A.C. Mechanic
	
	
	
	
	

	13
	Captain
	
	
	
	
	

	14
	Steward
	
	
	
	
	

	15
	Housekeeping Supervisor
	
	
	
	
	

	16
	House Boy
	
	
	
	
	

	17
	Utility Hand
	
	
	
	
	

	18
	Laundry Man
	
	
	
	
	

	19
	Cashier
	
	
	
	
	

	20
	Accounts Assistant 
	
	
	
	
	

	21
	Receptionist
	
	
	
	
	

	22
	Gardener
	
	
	
	
	

	23
	Life Guard
	
	
	
	
	

	24
	Plumber
	
	
	
	
	

	25
	Snake Catcher
	
	
	
	
	

	26
	Electrician
	
	
	
	
	

	27
	Billiard Marker
	
	
	
	
	

	28
	Bar Man
	
	
	
	
	

	29
	Bar Tender
	
	
	
	
	

	30
	Pest Control Attendant 
	
	
	
	
	

	31
	Personnel Assistant 
	
	
	
	
	

	32
	Storekeeper
	
	
	
	
	

	33
	Security
	
	
	
	
	

	34
	Driver
	
	
	
	
	

	35
	Barber
	
	
	
	
	

	36
	Clerk
	
	
	
	
	

	37
	Typist
	
	
	
	
	

	38
	Others (Specify)
	
	
	
	
	

	
	Total Manpower Requirement
	
	
	
	
	


___________






________________

Unit Manager 






Operation Manager

Note :-

Do not include temporary staff Nos. in this list.

Please Note that the Category mentioned in this specimen copy is only a specimen.  Actual Category will have to be mentioned as per the Units requirements with the Company’s Designation in the Category column.

Circulation : -                1. Master File 

2. Site Personnel                 3. Site
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	A D V E R T I S E M E N T


I.
Advertisement display on Newspaper / Periodicals can be released on need basis.  Prior approval of the State General Manager  / Business Development Manager has to be acquired before releasing the same.


Depending on the requirement / quality of staff advertisement should appear in the Newspaper.  Usually for unskilled / skilled staff advertisement should feature in the classified display column and for E 3 - Executive level and above advertisement should appear in the display column.


Annexure 3 (I)  & 3 (II) regarding pre-advertisement release and post-advertisement release  is  
attached.
II.
Prior to release of advertisement, advertisement release format should be filled up by the Unit Manager ( attached Annexure - 3 (I))  and the same should be forwarded to the Business Development Manager  who in turn will place the advertisement to the Company’s Advertisement Agency.

III.
After release of advertisement in Newspaper / Journal Unit Manager should maintain the post-advertisement data as per the Annexure 3 (II)  attached  which should be filled up and maintained in record. Copy of the same should be forwarded to the Business 


Development Manager.
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	SUBJECT   
	RECRUITMENT RULES


Recruitment to all categories of posts, shall be made by the Site Personnel Department.

1.
Method of Filing in Posts :


All posts in the Company shall be filled in by :


1.1
Promotion of employees already in service of Company; or


1.2
Direct Recruitment

2.
Filling up of posts by Promotion :


2.1
All vacancies, barring posts in lowest range in each category, shall normally be filled in by promotion of employees available within the Company.


2.2
Criteria for promotion shall be such as may be decided by the Chairman from time to time.


2.3
All promotions shall be made on the recommendations of the Departmental Promotion Committee which shall normally consist of :



2.3.1
Head of the Department concerned;



2.3.2
Head of the Business Unit 



2.3.3
Head of Site Personnel Department


2.4
Senior-most member present shall preside over the Departmental Promotion Committee.


2.5
The Departmental Promotion Committee shall consider the work and conduct of the employee (s ) concerned, as depicted in his / her appraisal reports and in the Personnel records and recommend candidates for promotion in the order of merit.


2.6
Recommendations of the Departmental Promotion Committee shall be submitted by the Site Personnel Department to the Chairman for approval before orders are issued by the Personnel Department.  Orders of the Chairman shall be final.

3.
Filing up of vacancies by Direct Recruitment :


3.1 
The age of an employee as recorded at the time of his employment shall not thereafter be questioned by the employee.


3.2 
The Candidate for employment should for the purpose for proof of his age, produce one of the following authentic documents.



3.2.1
Birth Certificate



3.2.2
School Leaving Certificate



3.2.3. 
Insurance Policy



3.2.4.
Passport
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Unless a candidate produces authentic documentary evidence of his age which is acceptable to the Company, the opinion of the certifying surgeon regarding age of the candidate shall be taken as final and binding upon the candidate.  Where the exact date of birth is not available but only the year of birth is available in that case the 1st of July of the said year shall be taken as date of birth of the employee concerned.


3.3
The particulars e.g., qualification, name, address, date of birth and the information given by the employee to the Company at the time of his engagement shall not be questioned by him at a later date and if, for any reason, the Company comes to know that the information supplied by the employee was incorrect, the employee will be liable for a disciplinary action including dismissal under these Rules & Regulations.


3.4
Preliminary interview shall be conducted by a Selection Committee, which shall normally consist of :



3.4.1
Head of the Site Personnel Department concerned;



3.4.2
Head of the Business Unit concerned ;



3.4.3
Area Manager concerned.



Annexure -  004 (I) regarding selection procedure is attached.


3.5
Candidates, prima facie, found suitable for appointment to a particular post by the Selection Committee shall be placed in the order of merit.


3.6
Every employee shall furnish such particulars information  as are required by



the Management from time to time for proper maintenance of the records of



the company on being directed to do so during the period of contractual



employment.


3.7
Every employee shall submit his residential address and telephone no.  if any, to the Company at the time of signing the contract with the Company.


3.8
Recommendations of the Selection Committee shall be submitted by the Head of the Site Personnel Department to the Chairman or his appointed Authority for his approval before orders are issued by the Personnel Department.  Orders of the Chairman or his appointed Authority shall be final.
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3.9
The Chairman may, wherever he desires, can  interview a candidate.


3.10 
Medical Fitness :-  Employees are liable to be medically checked by the Company’s Medical Officer at any time during the course of their employment and if it is found that an employee is not physically or mentally fit to continue on the job, he has been assigned, the contract with such employee shall be terminated by the Company with immediate effect.  An employee shall be bound to accept the opinion of the Company’s Medical Officer as final.  No employee shall refuse to appear before Company’s medical officer and / or specialist if he is directed to appear before the medical officer of the Company and / or a specialist.  If the employee refuses to appear before the Company’s Medical Officer and  / or a specialist he shall be deemed to be medically unfit to continue in the employment of 
the Company.
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	TERMS AND CONDITIONS OF APPOINTMENT & SERVICE RULES


1.
These Rules shall apply to all employees of the Company, excepting Chairman, Managing Director and Directors and also excepting those who are employed :


1.1
On ad-hoc basis against leave vacancies or for some specific job; and


1.2
On contract basis.

2.
Probation :


2.1
Every person appointed to a post, either by direct recruitment or by departmental promotion, for E-1 Junior Executive post and above shall be on probation for a period of six months if required.


2.2
The Appointing Authority may extend the period of probation by and period which shall not normally exceed one year and no employee shall be kept on probation in any post for a total period exceeding 18 months.


2.3
During the period of probation, an employee may be required to pass a Departmental Trade Test within a specified time or in a specified number of chances and on such conditions as may be specified in this behalf.


2.4
A decision as to whether an employee should be deemed to have completed the period of probation satisfactorily, or whether his probation should be extended, shall ordinarily be taken within two months from the date of expiry of the period of probation and communicated, in writing, to the employee.


2.5
An employee who fails to complete his probation satisfactorily or who fails to pass the trade test mentioned in sub-rule 4.3 above, or whose progress is not satisfactory during the period of probation, may without any notice, or any reason being assigned be :


2.5.1
Discharged from the service of the Company, if he is a direct recruit from the open market, or


2.5.2
Reverted to his original lower post in the Company; if he is a promotee or was appointed to the higher post as a departmental employee.



Probation Assessment Report shall be filled in form attached as Annexure I.



Orders for extending the period of probation or for successful completion of the period of probation shall be issued in forms attached as Annexures II and III.

3.
Subscription to Funds :


An employee may be required to subscribe to the E.P.F. or any other Funds ( s ) in accordance with the Rule made, in this behalf.

4.
Transfer :


An employee may be transferred anywhere in India and outside India, from one department to another or from one place to another or from one Branch to another or from one post to another or from on shift to another :
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4.1
In the interest of work of the Company, or


4.2
On request of the individual employee, or


During transfer Unit In-Charge should see to it that whatever dues in terms of leave (Sick Leave, Compensatory Off, Casual Leave, Privilege leave ) is cleared of that employee worked in his particular Unit.  Wherever encashment of leave is applicable the same should be done and cleared off.  A copy of the same should be handed over to the employee and one copy should be forwarded to Site Personnel Office for information. Transfer release order of the employee should be obtained from the employee in writing so that he can be posted to another Unit  


During transfer E 2 Executive Category and above will be entitled to at the discretion of the management :-


1. 
Draw single 1st Class Rail fare for self and each adult member of his family and half fare for each child for whom fare is actually payable and is actually paid.(If applicable for family status)


2. 
Reimbursement of reasonable expenses on carriage of personal effects limited to Rs.7.50 per K.M.


3. 
Reimbursement of Octroi charges actually paid.


4. 
Packing and unpacking charges @ Rs.500/- at each end


5. 
Actual insurance premium paid, subject to a limit of Rs. 500/- towards risk of the personal effects during transit.


All these claims must be supported by the money receipts.  In addition the Executive will also get a transfer grant equal to one month’s Basic pay.


For E 1 - Junior Executive and below during transfer they will be entitled to draw only single 2nd class rail fare for himself.


During transfer if no furnished accommodation  is provided on Site then the employees of E 2 - Executive Category and above will be entitled to off-site accommodation as per scale below at the discretion of the Management :-

POLICY : COMPANY OFF-SITE ACCOMMODATION 





Rupees per month

	GRADE 
	BOMBAY 
	CALCUTTA
	MADRAS 
	DELHI 
	BANGALORE
	OTHERS

	E 2
	2,000
	1,000
	1,000
	1,500
	1,000
	750

	E 3
	2,500
	1,500
	1,500
	2,000
	1,500
	1000

	M1 
	3,000
	2,000
	2,000
	2,500
	2,000
	1,500

	M 2 Sr. Mgr
	4,000
	3,000
	3,000
	3,000
	3,000
	2,500
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5.
Training :


An employee shall be liable to undergo Training anywhere in and / or outside India and such an employee shall execute a bond binding himself to serve the Company after completion of the Training for such period as may be specified in this behalf by the Company.

6
Issue of Appointment Letter :


Appointment letter will be issued by the Chairman or his appointed authority as per the classification listed below.


a. 
Contract of Employment - for J1, J2, S 1 and S 2 -Senior Staff - Annexure 005 (2)

b. 
Training Letter - for all trainee Executive  E1 and above - Annexure 005 (1)

c. 
Appointment letter - for all executive E 1 and above including those who have successfully completed their training period - Annexure  005 (3)
7.
Seniority :


Seniority of an employee shall be determined in the post held by him in accordance with the following principles :


7.1
Persons promoted / appointed on the basis of recommendation of an earlier Departmental Promotion Committee / Selection Committee shall en-bloc be Senior to persons promoted / appointed on the basis of recommendations of a subsequent Departmental Promotion Committee / Selection Committee.


7.2
The inter-se Seniority of candidates selected on any single occasion shall be determined in the order of merit in which they are placed by the Departmental Promotion Committee or by the Selection Committee.


7.3
Where persons promoted / recruited initially on probation are confirmed subsequently in an order different from the order of merit indicated at the time of their selection, seniority shall followed the order of confirmation and not the original order of merit.

8.
Loan of Services of employees of the Company on deputation to other Companies :


8.1
Employees of the Company may be sent on deputation to other Companies.


8.2
The deputation, in each case, shall be approved by the Chairman or his appointed authority.


8.3
The period of deputation may be 2 years, in the first instance.
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8.4
During the period of deputation, the employee will draw pay in the scale of the post from which he is transferred plus Deputation Duty ( Foreign ) Allowance.


8.5
The Employee will continue to be governed by the Conduct, Leave, Gratuity, Provident Fund and other Rules of the Company.

9.
Resignation :


9.1
The authority competent to accept the resignation is the Appointing Authority, viz. the Chairman or his appointed nominee.


9.2
Every employee, other than an employee on probation, shall be required to give one month’s notice, in writing, to the Company while submitting his resignation.


9.3
During the period of notice, no leave of any kind will be granted; the employee concerned will be required to remain on duty.


9.4
If an employee leaves the service of the Company, without requisite notice, then without prejudice to any other action that may be taken against him, the Company may deduct from his pay and allowances and any other personal claims due to his resignation , a sum equivalent to his pay and allowances for the notice period required or the un-expired portion thereof.



Cases of resignation shall be processed on proforma attached as Annexure 005 (4) and 005 (5)

10.
Exit Interview :


Every employee resigning from the service of the Company shall be invited for an interview by the Head of the Department concerned and / or the Chairman or his appointed authority for ascertaining and discussing exact reasons for his wanting to leave the Company.  In the event of employee pressing for acceptance of his resignation, a report of the “Exit Interview” shall be recorded on form attached as Annexure 005 (6) and forwarded to the Head of Site Personnel for processing the case and submitting the same to the competent authority for orders.

11.
Termination of Service :


Except, as may be provided in the contract of service, service of an employee shall be liable for termination, at any time without assigning any reasons, by giving one months  notice in writing to the employee by the Appointing Authority or by paying an amount equivalent to one months total pay of the employee concerned.
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12.
Retirement :


Every employee shall retire from the service of the Company from the afternoon of the last day of the month in which he attains the age of 58 years.


Note : 


The employee whose date of birth is the first of the month shall retire on the afternoon of the last day of the preceding month on attaining the age of 58 years.

13.
Record of Service :


A record of service of each employee shall be maintained in such form and in such manner as may be specified by the Chairman or his appointed Authority,  from time to time.

14.
Interpretation / Relaxation :


14.1
If any doubt arises regarding the interpretation of any provisions of these rules, the matter shall be referred to Head of the Site Personnel Department, who shall decide the case with the approval of the Chairman or appointed Authority.


14.2
Where the Chairman or his appointed Authority is satisfied that the operation of any rule causes undue hardship in any particular case, he may, by order, dispense with or relax the requirements of the rule or provision to such an extent and subject to such conditions as he may consider necessary for dealing with the case in a just and equitable manner.
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(Specimen)                                                                                                                                     Annexure 005 (1)

RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

Date 
:

Mr./Ms. _________________________

(Give full Address)

Sir / Madam,

With reference to your application dated _________ and the subsequent interview you had with us, we are pleased to inform you that you are selected for training in _______ in our ______________ with effect from _____ on the following terms and conditions  :-

1. 
The period of training, at the first instance shall be for a period of ______ Months.  However, at the sole of discretion of the management the same may be modified or reduced or extended.

2.
During the period of training you shall be diligent and punctual.  You shall at all time exert yourself to the best of your skill and ability.  You shall submit to the instructions of the officers / authorities under whom you may be placed from time to time and follow their instructions.    You shall obey the rules and regulations of the Company which are in force at present or which may be brought in to force from time to time.  You shall not engage yourself in any work other than the training for which you are selected by the Company including work out side the Company except with the prior written permission of the Company.

3.
You shall be paid a stipend at the rate of Rs. _____/- per month for the period of training on prorata basis for the days you attend the training in each month and House Rent Allowance which shall be equivalent to ______ of the stipend payable to you in each month. If the training period is modified or extended beyond _____ month, you will be paid stipend as may be fixed at the time of such modification or extension.  You shall not be entitled to any other benefits and allowances which are paid to other employees of the Company including annual bonus,  except the stipend and the House Rent Allowance stated herein above. 
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4.
The Company shall not be bound to pay you any damages or compensation on account of any injury or disability suffered by you during the period you undergo training with us.  The Company may deduct from the stipend payable to you an amount recoverable for any loss or damage that may be caused to the machinery, tools, equipments, etc ot the Company.

5. 
If you remain away from training for a period of 7 days or more consecutively without prior written permission of the management, it shall be deemed that you have abandoned the training and resigned of your own accord, it shall then be at the sole of discretion of the management whether to allow you to continue for further training in the Company or not. 

6. 
The company at its sole discretion at any time may discontinue the training without assigning any reason or giving any notice or payment in lieu of such notice.

You are requested to return the copy of this letter duly signed as a token of your acceptance of the terms and conditions of your training with us.

Yours faithfully,

For RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

 EXECUTIVE 

(Site Personnel )          

_________________________________________________________________________

I agree to the terms and conditions of my training with the Company contained hereinabove which are read and understood by me / read and explained to me in Hindi / Marathi  and I understood the same and I accept the same of my free will.

____________________

(Signature of the Trainee)
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(Specimen)                                                                                                                                      Annexure 005 (2)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
CONTRACT OF EMPLOYMENT

Date 
:

Mr. / Ms. _____________________

(Give full name and address of the workmen)

Dear Sir / Madam,

With reference to your application dated _________  and the subsequent discussion you had with us, we are pleased to inform you that you are hereby employed as __________ in our Company with effect from ______ on the following terms and conditions:- 

1. 
Your employment with us is for a specific period of ______years.  On expiry of the said period of  ______ years i.e. on _________, unless the contract of your employment is renewed in writing your contract of employment with us automatically stands terminated by efflux of time without any notice of payment in lieu of such notice.  Before the expiry of the stipulated period of _____ years your contract of employment is liable to be terminated without assigning any reason by one month’s notice in writing or payment in lieu of such notice on either side.

2. 
You shall be paid consolidated salary at the rate of Rs. ______ per month inclusive of all the allowances.  This shall be paid on prorata basis for number of days for which you are on duty in a month by dividing the monthly pay by the number of working days of the company in the month.  You will be entitled for 21 days paid leave and 4 days compulsory holiday in a year on completion of the contract with us.  You will also be entitled to the benefits declared by the Company, if any, from time to time.

3. 
During the period of your contract with our Company you shall be bound by the rules and regulations of the Company which are in force at present or which may be brought into force from time to time.

Contd....
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4. 
You shall devote full time and energy in the interest of the Company.  You shall not,  while on the contract with the Company concern yourself directly or indirectly with any other work or outside duties whether for gain or not without the express written permission from the management.

5. 
You are liable to be transferred  from one shift to another, from one department to another or from one site to another or to the office and vice versa or to any associate Company existing at present or started hereafter.  In case of such transfer, you will abide by the working hours of the shift, department, office or establishment etc. concerned without demanding any compensation or extra remuneration.  On transfer you shall be governed by the conditions of service or rules and regulations that may be prevailing in the place to which you may be transferred.

6. 
You shall be responsible for the safe keeping and returning in good order of all the properties such as tools, equipment, instrument, uniform etc., which may be in your possession, custody, care or charge.  The management shall have the right to deduct the money value of such thing from your dues and take such other action as it deems fit in the event of your failure to account  for such properties whether during the course of service or otherwise.

7. 
You shall not disclose or divulge any secret or confidential information on the Company  which may come to your knowledge directly or indirectly as an employee or otherwise to any one whether an employee of the Company or an outsider while in the service of the Company or otherwise unless compelled to do so by law.

8. 
If you remain absent from duty without prior written permission of the management for 8 consecutive days or more, you shall be deemed to have voluntarily terminated this contract with the Company of your free will.

contd ......
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9. 
Your contract of employment shall be liable to be terminated without notice or payment in lieu of notice at any time during the period of your employment, as and when the Company comes to know of your any previous conviction by a court of law or if your are convicted by a court of law at any time before the expiry of the stipulated period.

You are requested to return the enclosed copy duly signed as a token of your acceptance of the terms and conditions of the contract of your employment with us.

We remain,

Yours faithfully,

For RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD,

EXECUTIVE 

(Site Personnel )          

_________________________________________________________________________

The terms and conditions of contract of my appointment hereinbefore mentioned is read and explained to me in Hindi / Marathi  read and understood by me and I accept the said terms and conditions of my contract of employment of my free will.

____________________

(Signature of Workmen)
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(Specimen)                                                                                                                                     Annexure 005 (3)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

Ref. No.: 







Date :

To,

(Give full Name & Address)

Sir / Madam,

With reference to your application dated ___________, 19___, we are pleased to inform that you have been selected for appointment to the post of __________________, on an initial pay of 

Rs. ______/- per month, in the pay scale of Rs. _____- ______- ______ - ______.  In addition,  you will be entitled to draw dearness and other allowances, at such rates and subject to such conditions as may be laid down in the rules governing the grant of such allowances, from time to 

time.

1. 
You will be initially posted at our _____________

2.
Other terms and condition of your appointment shall be as follows :-

             a)
You will be on probation for a period of  ______months from the date of appointment.  This period may be extended at the discretion of the competent authority,  if necessary.  During the period of probation, your services are liable to be terminated at any time without notice and / or assigning any reason, whatsoever.  

b) 
Your appointment is subject to your being found medically fit by a doctor appointed by the Company and on receiving satisfactory references about you.
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c)
You will submit yourself  every six months for medical examination before a doctor appointed by the Company, if in order to determine your medical fitness, to carry out your duties while in service.  

The Company also reserves its right to make you submit yourself for a medical examination before a doctor appointed by the Company in case of illness at any time.

d) 
Your appointment is further subject to your production of the following certificates (where these have not been produced at the time of selection.) :-



(i)
Attested copies of Certificates of Educational Qualifications :-



(ii)
Certificate of Age ; and 



(iii)
Experience certificate (s), if any.

e)       You will  abide by the rules and regulations of the Company which are in force at present, or be brought in to force from time to time.  A copy of the existing rules and regulations of the Company is enclosed for your information.

f) 
You will  devote your whole time and attention exclusively to the duties entrusted to you and you will not engage yourself, either directly or indirectly, to work for any other person or Company in any capacity whatsoever, nor will you do any private business without the previous permission of the Company, in writing.


g) 
You shall carry out the instructions given to you by your superiors, in connection 


with the business of the Company diligently and faithfully.
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h)
You shall not either during the continuance of your employment hereunder or thereafter at any time, without the previous consent of the Company, in writing, disclose, divulge, or make public, except under legal obligation, any of the affairs or secrets of the Company or any processes, accounts, transactions and dealings of the Company to any person, firm or Company which ought no to be disclosed, divulged or made public, whether the same be confided or become known to you in the course of your service or otherwise, nor shall you use or attempt to use any information which you may acquire in the course of your duties in any way, which may injure or cause loss to or be calculated to injure or cause loss to the Company.
           i)
You shall be responsible for safe keeping and returning in good order all the properties, such as tools, equipments, instruments etc., which may be in your possession, custody, care or charge.  The Management shall have the right to deduct the money value of such things / properties on your failure to account for the same, whether during the course of service or otherwise.

            j) 
You shall do all work which you are capable of doing and which has been assigned to you by the Management,  from time to time.

            k) 
The Company reserves its right to stagger your timings at its discretion, depending on the exigencies of work.

l) 
You are liable to be transferred from one department to another or from one shift to another or from one place to another or to any associate / sister establishment or firm or Company existing, at present, or which may be started hereafter.  In case of such transfer,  you will abide by the working hours of the shift, department, office or establishment etc. concerned without demanding any compensation or extra remuneration. On transfer, you shall be governed by the conditions of service and rules and regulations that may be prevailing at the place / department to which you may be transferred.
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            m)
The transfer shall not be deemed to be change in the conditions of service and no notice of any kind shall be required to be given except that as may be prescribed in the service rules of the Company, from time to time, on transfer, no extra facilites and / or monetary benefits will be permissible.

           n) 
You shall retire from the services of the Company on attaining the age of 58 years or earlier if you are found medically unfit by a doctor appointed by the Company at any time during the period of your service with the Company.

       o)
You shall be deemed to have voluntarily resigned from the service of the Company, on your own accord, if you remain absent without prior written permission of the Management for 8 consecutive days or more.

          p) 
The Company shall have the right to deduct wages if the terms and conditions of service are not fulfilled by you.  Prorata wages will be deducted if the hours / days worked in a day / month, as the case may be are less than the stipulated minimum.


q)      
The appointment may be terminated at any time by one month’s notice to be given by either side, viz the appointee or the appointing authority, without assigning any reasons.  The appointing authority, however, reserves the right of terminating the services of the appointee without notice or before expiration of the stipulated period of notice by making payment to him of a sum equivalent to the pay and allowances for the period of notice or the unexpired portion thereof. In the event of your giving 30 days notice, in writing, of terminating the agreement, you will be required to serve the Company for the entire 30 days period of notice and if you quit your employment or remain absent from duty during the said 30 days period of notice or any part thereof, you will not only forfiet your salary for the period of your absence, but shall also be liable to pay to the Company a sum equivalent to 30 days salary or part thereof, by way of liquidated damages and the Company will be entitled to appropriate dues payable to you, on any account whatsoever, towards these damages.
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           r) 
Your services are liable to be terminated at any time during the period you are in the employment of the Company, as and when the company comes to know of your any previous conviction by any Court of Law or you are convicted by a Court of Law  while in the service of the Company.

s) 
You are liable to be dismissed from the service of the Company for an act of misconduct after following due legal procedures in that behalf.  The Management shall also have the right to suspend you without wages or compensation pending investigation, enquiry etc., for any misconduct that may be alleged against you.

            t)
You must intimate immediately to the Management any changes in your residential address and nominees for any benefits, failing which the address mentioned hereinabove will be treated as the last known for all purposes.

3. 
In case, our offer is acceptable to you on the above terms & conditions, you should communicate your acceptance, in writing, and should report for duty to Mr. __________ within 7 days from the date of receipt of this letter, failing which it will be presumed that you are not interested in our offer and the same shall, therefore, be treated as cancelled.

4. 
No travelling allowance will be granted to you for joining the appointment.

5. 
Please acknowledge receipt of this communication immediately.

Yours faithfully,

For RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.,

EXECUTIVE 

(Site Personnel)

I thankfully accept this offer on the above terms and conditions of my free will.

I have also read and understood the Rules and Regulations of the Company enclosed.

Signature of the Employee.
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(Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
Ref. No. : 






Date :

OFFICE ORDER

1.
Mr. / Ms. _____________________ , who was appointed to the post “_____________”, in the scale of pay of Rs. ______ - ____ - ______ - ______, with effect from _______, 19 __, on probation for a period of ____ months upto _________, 19 __, has successfully completed the period of his probation on ________, 19___.

2. 
He / She will be entitled for Site Allowance of Rs. _________ as per the existing rules.

3. 
He / She is allowed to continue in the post on a regular basis.

4. 
Other terms and conditions of his appointment remain unchanged.

For RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

SENIOR EXECUTIVE 










    (Site Personnel )          

______________________

Signature of the Employee
Name 

: 
Designation 
:

through Head of his Department

Name 

:

Designation 
:
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(Specimen)                                                                                                                                      Annexure 005 (4)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
PROFORMA FOR PROCESSING RESIGNATION 
1.
Name 




:

2. 
P.F. No. 



:

3.
Designation 



:

4.
Educational Qualifications

:

5.
Date of Birth



:

6. 
Date of Joining the Company 

:

7. 
Date of appointment / promotion 
:


to the present post 

8.
Whether on probation 


:

9. 
Position of present posting ...



a) 
Unit 



:


b) 
Department 


:


c) 
Section / Office 

:

10. 
Permanent Address


:

11. 
Date of submission of Resignation 
:

12. 
Reason for Resignation 

:

13. 
Period of Notice given / Required to 


be given 



:
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14. 
Date of release sought for 

:

15. 
Postal address for contact purpose,


after acceptance of the resignation 
:

16. 
Whether any bond to serve the Company :


If so, validity of the bond period 

:

17.
Whether any Vigilance / Disciplinary
:


proceedings are pending, 


If so, brief details thereof. 




18
Whether any Loan / Advance is 

:


outstanding ? If so, details thereof


19. 
Recommendation :


* 
1) 
Resignation may be accepted with effect from .................................


* 
2) 
Loan / Advance outstanding will be adjusted against dues payable to 



Mr. / 
Mrs. / Ms .................................................................................


OR

Mr. / Mrs. / Ms ....................................................... has been asked to deposit the amount of Loan / Advance outstanding against him / her before his / her resignation ........................ is accepted and he / she is actually relieved.

______________________





_________

Signature of Unit Manager





   D a t e  

---------------------------------------------------------------------------------------------------------------------------------

Copy forwarded to Site Personnel Department for record on : __________

Received by Site Personnel Department on : ____________

Circulation : -           1. Site Personnel                              2. Site 
(RK/SPO/     /96)
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	TERMS AND CONDITIONS OF APPOINTMENT & SERVICE RULES


(Specimen)                                                                                                                                      Annexure 005 (6)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
EXIT INTERVIEW REPORT FORM

1. 
Name of the Employee 


:

2. 
Designation 



:

3. 
P.F. No. 



:

4. 
Date of joining the Company 
:

5. 
Date of appointment / Promotion
: 


to the present post  

6. 
Position of Present posting 

:


a) 
Station


b) 
Department 


c) 
Office 

7. 
Reason (s) for resignation 

:

8. 
Recommendations 


:

Signature 

Name 

:

Designation 
:

Head of the Department

Date 

:

Circulation : -           1. Site Personnel                              2. Site

(RK/SPO/     /96)
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	TERMS & CONDITIONS OF APPOINTMENT & SERVICE RULES


(Specimen) 
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

(SITE PERSONNEL DEPARTMENT)
OFFICE ORDER










Date :

Mr. / Ms. _____________________,  _____________, is transferred from _________ site to ___________site with effect from _____________.

He / She will be relieved of his / her present duties from ___________   date wiith instructions to report for duty to Mr./Ms. _________________ at ___________.

_________

MANAGER  

Distribution 
:
Mr./Ms.  ____________ through his / her Departmental Head




Mr./ Ms. _________________ (Unit Manager)




Mr./Ms. _________________ (Site Personnel Office)
Circulation : -           1. New Site Posting      2. Present working Site      3. Site Personnel        
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(Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
Ref. No. 
: 
RKHS/_____/96


Date 
:

To 

:
Mr./Mrs./ Ms. _____________________

From 

: 


Reference 
: 
Promotion  of Site Personnel Employees for the year _______




recommendation for 

______________________________________________________________________________

The following employees are eligible for consideration for promotion with effect from ________

	Sr.
	
	                        PROMOTION                       
	

	No.
	Name of the Employee
	Present Grade  _________ Scale                __________
	To Grade _________

Scale      _________

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	


Filled appraisal form attached for evaluation

Recommendation to be supported and countersigned by Superior Officer to recommending authority.

Signature









( Site In-charge )







Approved By :  _____________________

Circulation : -           1. Site Personnel                              2. Site
	
	Issued by
SPO
	Approved By

JWH CMO
	Date

960401
	Chapter    005

 

	
	Control No.
Ref :  039
	Effective

IMM
	Replace
	Page

   022 

	SUBJECT   
	TERMS AND CONDITIONS OF APPOINTMENT & SERVICES


(Specimen)                                                                                                                                     Annexure 005 (5)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.
CHECKLIST - PRIOR RESIGNATION

UNIT :







DATE :

NAME OF EMPLOYEE :

	Sr. No.
	Particulars
	Yes
	No.
	N.A.
	Remarks

	1.
	Submission of Resignation
	
	
	
	

	2.
	Resignation Letter submitted and accepted
	
	
	
	

	3.
	Security Deposit refunded
	
	
	
	

	4.
	Uniform Deposited ( list attached )
	
	
	
	

	5.
	Tools / Kits submitted ( list attached )
	
	
	
	

	6.
	Provident Fund Form filled
	
	
	
	

	7.
	Advance / Loan cleared
	
	
	
	

	8.
	Forwarding Address provided
	
	
	
	

	9.
	Exit Interview conducted ( report attached )
	
	
	
	

	10.
	Submission of Company Files / Documents held.
	
	
	
	

	11.
	Handing Over Notes provided
	
	
	
	

	12.
	Form for Processing Resignation filled.
	
	
	
	

	13.
	Demobilization Money paid
	
	
	
	

	14.
	Full & Final Payment made
	
	
	
	


SIGNATURE OF UNIT MANAGER

Copy forwarded to Site Personnel Department for Record on ____________________
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	SUBJECT   
	SCALE OF PAY, DESIGNATION OF POST & PAY


1.
Scale of Pay :


The scales of pay of various posts in the Company shall be such as may be laid down by the Company, from time to time.


The scales of pay, at present, are as attached as Wage Structure


The designation of posts with their scales of pay are given in Wage Structure

2.
Drawl of Pay :


Unless otherwise provided, an employee shall draw pay and allowances attached to his post from the date he assumes the duties of the said post and shall cease to draw them as soon as he ceases to discharge the duties.


Provided that if he assumes the duties at the place specified in the afternoon of the date, he shall commence drawing pay and allowances of that post from the following day.

3.
Fixation of pay of an employee on Initial Appointment :


Initial pay of an employee, on joining the Company, shall normally be fixed at the minimum of the pay scale of the pay scale of the post to which he is appointed.


Fixation of pay in excess of the minimum of the pay scale and grant of premature increment 


( s ) shall require the sanction of the Chairman.

4.
Fixation of pay of an employee on Promotion / Appointment to a Higher Post in the Company :

Where an employee is promoted or appointed to another post carrying duties and responsibilities of greater importance than those attached to the post held by him, his initial pay in the pay scale of the higher post shall be fixed at the stage next above, his pay at the time of promotion by granting one increment at the stage at which such pay has accrued, or at the minimum of the pay scale of the higher post, whichever be more.  Proposals for pay fixation, in such cases, shall be processed on form attached as Annexure 006 (1).

5.
Drawl of Increment :


An increment shall be drawn on the basis of recommendations of a committee to be constituted by the Chairman, each year, for this purpose, and unless it is withheld, it shall be granted on the 1st of April each year.


Fresh entrants joining the Company during the year shall earn their first increment with effect from April following the month of their joining but payment thereof with effect from April shall be made only after completion of six months of service and issue of orders in regard to satisfactory completion of their period of probation.


The increment may be withheld if the conduct of an employee has not been good or his work has not been satisfactory, after following procedure laid down in the Conduct and Discipline Rules.
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Premature increment ( s ) may be granted to an employee for sustained meritorious work, by the Chairman.

6.
Deputation Abroad :


No deputation abroad shall be sanctioned without previous approval of the Chairman or his appointed nominee.


When an employees is, with prior approval of the Chairman, deputed for duty out of India, temporarily, he will be allowed to draw, during the period of deputation, the same pay which he would have drawn had he remained on duty in India.


An employee, on deputation out of India, may also be granted a Compensatory Allowance / Foreign Allowance of such amount as the Chairman may think fit.


The Foreign Exchange equivalent of the pay and Foreign / Compensatory Allowance shall be calculated at such rate of exchange as determined from time to time by the Government of India.
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	SCALE OF PAY, DESIGN. OF POST & PAY 


	Basic Wage
	Basic Wage decided on Minimum wages    For J 1 (Unskilled)    - 1,290.00

                                                                     For J 2 (Semiskilled) - 1,300.00

                                                                     For Skilled                - 1,400.00                                                                                     

	D.A. 
	Fixed rate for the current period of January to June’96. 

Cities in Maharashtra is Rs. 405.00 per month for J 1 to S 1 staff and for E 1 Executive and above is Rs.208.00 per month

	H.R.A. 
	Minimum applicable is 5% of Basic Wage + D.A for J 1, J 2 & S1, For E 1  Executive  and above 25% of Basic Wage 

	Provident Fund
	10% Contribution from the Company and the Employee of the Basic Wage + D.A. (8.33 %  by way of pension scheme and 1.67% to Provident Fund

	Leave Wages
	(Basic + D.A. + H.R.A.) paid annually for 25 days which includes 21 days of P.L. and 4 days of National Holidays.  The above amount is computed on monthly basis.

	Medical Allowance 
	One Half Basic Wage paid annually subject to a minimum of 225 working days including Standby period.  This allowance not applicable to people covered under ESIC.  One full Basic wage paid annually subject to minimum of 225 working days for M1 and M 2 category.

	Gratuity 
	((Basic Wage + D.A../26) * 15) /12 months.  This amount is considered as a provision for Gratuity Payment applicable only after 5 years of continuous service. 

	ESIC
	4% & 1.5% Contribution from the Company & from the employee respectively of the Basic Wage + D.A. + H.R.A. + Attendance Allowance + Shoe Maintenance Allowance + Site Allowance  - only applicable for people drawing salary less than Rs.3,000/- gross.

	Workmen Compensation
	Calculated @ Rs.30/- per person per month Insurance Premium payable by the Company.  Only applicable for people drawing salary above Rs.3,000/- gross and also for people not covered under ESIC.

	Cost of Retrenchment 
	Formula : (((Basic Wage + D.A. + H.R.A) / 26 ) *  15 * No. of Years of Service

	Medical Examination 
	CBC - Rs.35/- ,Urine - Rs.20/-, Blood - Rs.35/-  X-ray - Rs.150/- , 

Physical Examination - Rs.40/- Total Rs.265/- per annum, hence per month is Rs.22.10.

	Uniform & Shoes 
	As per the current existing rates. Average cost of Uniform & Shoes - Rs. 115/- per month.

	Laundry Cost 
	Includes - Cost of detergents - 10 Kgs = Rs.250/-, Labour - Rs. 1,670/- and Electricity - Rs.600.00 and Liquid Soap - 35 Ltr Can - 6 Cans - Rs.1980/- Total amount Rs,4,500.00 for 30 pax.  Cost for per month per person is Rs.150/- 

	Training Cost 
	Includes Induction, Training Facilities and Premises cost etc. per man per month.

	Administrative Cost 
	Cost of Mail, Stationary and other incidental cost to operate a camp.

	Contingency Cost 
	A Provision of Rs. 100/- per man per month is maintained for any cost which have not been included.
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	Cost of Kit 
	Mattress - Rs.1,250/- 2 Pillows - Rs.170, 2 Bed Sheets - Rs.230/- 1 Folding Bed - Rs.550/-, Pillow Cases (2 Nos.) - Rs.85.20,  Bath Towel - Rs.167/- Dinner Plate (S.S.) - Rs.36/- , Spoon & Fork - Rs.30/-, Coffee Mug - Rs.18/- Bucket & Plastic Mug - Rs.70/-, and Water Tumbler - Rs.12/- , Blanket - Rs.500/-, Sweater - Rs.250/-, Rainy Shoes - Rs.250/-, Umbrella - Rs.150/- Total Per Month Average Cost - Rs.293/-



	Safety Gear 
	Safety Glasses : Rs.125/-, Hard Hats - Rs.150/-, Safety Shoes - Rs.520/- & Gloves (2 pairs) - Rs.56/- Total Per Month Average Cost Rs.29.25/-

	Recreation Cost 
	Considering 1 Colour Television, 1 VCR, cost of video Tapes hiring, 2 Carrom Boards, and 1 Music System, Total Cost Average Per Man Per Month - Rs. 90/-

	Cost of Accommodation 
	Per Man area of 100 Sq. Ft., per Sq.Ft Rate - Rs.4.50 at remote site per month.  Actual Rate of per Sq. Ft Rs.270/-.  The total amount to be depreciated in a period of 5 years.

	Ex-gratia
	Formula : (((Basic + DA + HRA) 30) / 8) * 2) * 52 hours.

Exgratia  payable at double the rate of wages paid considering the fact that each employee works for 9 hours per day for 26 days, The total of 52 hours per month to be considered as Exgratia.

	Food Cost 
	On Average :

For J 1, J2, S1 & S 2 - Rs. 27/-    i.e.   -  Break fast      Rs.  5/-

                                                                  Lunch           Rs. 10/-

                                                                 Tea                Rs.  2/-

                                                                  Dinner           Rs.10/-

For E 1,  &  E 2 - Rs. 38/-   i.e.                Break fast      Rs.   6 /-

                                                                  Lunch            Rs. 15/-                                                                       

                                                                 Tea                Rs.  2/-

                                                                  Dinner           Rs.  15

For  E 3 Sr. Executive   

        & above - Rs.52/-  i.e.                      Breakfast      Rs. 10/-

                                                                  Lunch           Rs. 20/-

                                                                 Tea                Rs.  2/-

                                                                 Dinner           Rs. 20/-
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	ALLOWANCE RULES



All employees of the Company ( other than those who are employed on contract, casual, apprenticeship basis ) managerial persons and also those who are on probation shall be entitled to following allowances as per enclosed in Annexure :


1.
Dearness Allowance :



All the onshore staff are eligible for Dearness Allowances as applicable from time to time under the Maharashtra State Shop and Establishment Act and / or Canteen and Club as may be applicable.  This allowances shall be revised every six months as stated below.



SIX MONTHS AVERAGE


PAYABLE FOR PERIOD


July - December 


Succeeding April - September



January - June 



Succeeding October - March


2
House Rent Allowance :



It shall be paid @ minimum 5% of Basic pay + Dearness  Allowance , earned in each month, for S 1 Senior Staff level and below.


It shall be paid @ 25% of Basic pay earned in each month,  for E 1 Junior Executive level and above, however in the event of family accommodation being provided by the Company to E 2 - Executive and above No HRA will be applicable.


3
Conveyance Allowance :



Conveyance allowance shall be paid @  as attached in Wage Structure. Conveyance allowance is applicable only to staff from E-1 Junior Executives & above. 



Expenses incurred by staff below S 2 Senior Staff grade will have to be approved by the head of the department & only after his approval necessary payment will be done. The head of the department will be totally held responsible in cases of such special conveyance allowance.


4
Site Allowance :



Site allowance shall be paid  at the rate as per mentioned in the Wage Structure.  Site allowance for staff below E-1 Junior Executive level will vary in three categories i.e. A, B & C class. 


 A Class :- 
This class will include the project / units under the following categories :


1 
Exclusive Clubs - Having minimum two specialised Restaurant, Bar, and one Main Kitchen with at least a satellite Kitchen.
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2)
Hospital - Minimum One hundred fifty bedded hospital located in city.  


3) 
Hotel - Should consist of minimum twenty rooms with 2 specialised Restaurant, twenty four hour coffee shop, Room service and Bar.


4)
Amusement Park - Should have two specialty Restaurant at least three kiosk.


5)
Institutional Catering - Should have minimum two senior mess room catering to expatriates. 


B Class :- 
This class will include the project / units under the following categories :


1) 
Clubs - Having minimum one specialised Restaurant, Bar, and one Main Kitchen.


2)
Hospital - Minimum seventy five bedded hospital located in city.  


3) 
Hotel - Should consist of minimum ten rooms with one  specialised Restaurant, twenty four hour coffee shop, Room service and Bar.


4)
Amusement Park - Should have one specialty Restaurant at least one kiosk.


5)
Industrial / Institutional Catering - Should have minimum two  mess room.


C Class :- 
This class will include the project / units under the following categories :


1) 
Clubs - Having minimum one specialised Restaurant.


2)
Hospital - Minimum forty bedded hospital located in city / town / remote.


3) 
Resort Hotel / Guest House - Should consist of minimum forty rooms with one specialised Restaurant, twenty four 
hour coffee shop, Room service and Bar. Here accommodation will be provided



to the employees.


4)
Remote Site Catering / Camp Catering -  This will include catering to camps at remote site. Accommodation + free meal will be provided to employees.
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5. 
Shoe Maintenance Allowance :-




This allowance shall be paid @ rate as mentioned in Wage Structure.  This  provision is made specially for the maintenance of shoe required by the staff / Executives / Managers.


6. 
Attendance Allowance :-


This allowance will be paid only to staff below E-1 Junior Executive level @  as per mentioned in the Wage Structure.  This allowance will be paid as per the Annexure attached to staff present and working on all the working days in a month.  


7. 
Journal Allowances :-

This allowance will be paid only to employees above M - 1 Manager Level on need basis for procuring of Journals / Periodicals / Magazines for enhancement of his Technical / Catering knowledge.


8 
Mobilisation Allowance :-


All Onshore Site  Personnel assigned to remote site will be eligible for a mobilisation allowance for joining the site from the Reporting Base.  The amount of this allowances will be decided upon based on the distance between the Site and Reporting Base.


9 
Demobilisation Allowance :-


All Onshore Site personnel assigned to remote site will be eligible for demobilisation allowance on completion of one year of service at a site for proceeding for Site to Reporting Base.  The amount of this allowances will be decided upon, the distance between Site and Reporting Base.


10.
Party Allowance :-


All Onshore Site Personnel upto E 2 Executive level are eligible for a party allowance for having worked for and during the duration of a party on certain notified working premises.  The allowance will be paid only if the employee is called for work by the Unit Manager at the site after completion of his shift.  Party allowance will be determined and paid depending on the nature of the party, location (Indoor/ Outdoor / On premises / Off  premises) and the type of Site, but will not be below Rupees Twenty five for all categories from E-3 Sr. Executive level and below.  


E-3 Sr. Executive level and above are not eligible for the above said Party Allowances.
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11. 
Standby Wages :-

All Site Personnel may be paid standby wages @ 75% of his full wage of one month  agreed if he is left behind at base for the reason mentioned below.



11.1 
Kept as standby for taking over new Camp Site 



11.2
Kept on Base for any specific job as mentioned by the Management



11.3 
Any other reason deemed fit by the Management.


12. 
Hard Duty Allowances :-

Onshore  site employee working at remote site which will includes desert, jungle, mountains, swamps or regions with extreme climate, or a  site which is 75 KM away from town will be paid hard duty allowances. Notification of a Site as a Hard Duty Site will be done by the Management on award of firm Contract by its client.



Annexure - 7 (I) regarding Hard Duty Allowance is attached


13. 
Specialisation  Allowances :-


This allowance will be applicable to employees who will be utilised only for their  specialised Skills which  may be in terms of culinary, management etc.. Specialisation allowance will be done on notification by the Management. This allowance will be done as attached in the Annexure - 7 (II)


14. 
Medical Allowance : 


Employees of the Company employed on regular basis, who are not covered under ESIC, and who have been in the service of the Company for a period of not less than one year, shall be entitled for Medical Allowance limited to half months salary (Basic Wage only).  This allowance will be paid only in the month of December, but for employee resigning / terminated from service, same will be paid on prorata basis at the time of full and final settlement provided the employee completes one year of service with the Company.  For employee M 1 & M 2  Medical allowances will be paid to One Months Salary (Basic Wage only).


Format regarding disbursement of Medical Allowance is attached as per Annexure- 7 (III)  A copy of this form has to be forwarded to Site Personnel Department for record. 


15.
Cash Handling Allowance :

All Cashier / Front Office Receptionist cum Cashier dealing with direct cash will be entitled for cash handling allowance of Rs.250/- per month.  This provision is been made specifically in case of shortfall of cash by the cashiers.  Decision of this cash handling allowance will be made prior to the start of the Contract by the Area Manager / State General Manager.   




16. 
Residuary Powers :


Cases not covered by or requiring relaxation of these Rules shall be referred to the Personnel Department for consideration and submission to the Chairman for decision.
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ANNEXURE - 7 ( II )
Specialisation Allowances (Per Month)


Category 



Allowance 



J 1  




  150.00



J 2 



               200.00



S 1 




  300.00



S 2 




  350.00





E 1




  450.00



E 2




  600.00



E 3 




  800.00



M 1




1,000.00



M 2




1,500.00
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ANNEXURE - 7 ( I )
H A R D  D U T Y  A L L O W A N C E 



(PER MONTH)

Grade 

Site Located 75 K.M. away

Site Located in Hospitable Area



From Nearest Town


(Jungle, Desert, Swamp, Mountain, 







Or region with Extreme Climate)

____________
____________________________
___________________________

J 1 


100.00




150.00

J 2


200.00




300.00

S 1


300.00




450.00

S 2 


350.00




500.00

E 1 


500.00




750.00

E 2 


700.00



          1,000.00

E 3


900.00



          1,300.00

M1 - M2 
         1,200.00



          1,600.00
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SHORTHAND ALLOWANCES 

This allowances will be maintained at a particular Site whenever there is a shortage of staff which may arise due to Signing off / Sickness / Termination / Not reporting duty  of a particular staff from the site.  The duty covered by the other employee / employees in the absence of a particular employee, is duly compensated by paying them the Shorthand Allowances as mentioned Annexure - 7 (IV)
Shorthand statement is maintained in copy of three of which the original is forwarded to Accounts, 2nd Copy is maintained at  Site and the last copy is forwarded to the Site Personnel Office  for records.

The duty can be covered by any nos. of employee as found operationally fit by the Site In-charge but then the shorthand allowance will be divided by the shorthand allowance rate of the employee absent to the no. of employees worked.

It may also at time will be at the total discretion of the Site In-charge to the distribution of the shorthand allowances to the employees worked.

Category 

Per day
J 1


40.00

J 2 


50.00

S 1


60.00

E 1


70.00

E 2


80.00

Shorthand Allowance will be paid to employees on weekly basis by the Site In-charge.  Signature of the employee to whom the Shorthand Allowances paid should be obtained on the format as mentioned in the Anneure and then should be forwarded to Accounts and Site Personnel Department.
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ANNEXURE - 7 ( III )
 (Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

APPLICATION FOR SANCTION OF ANNUAL MEDICAL ALLOWANCE

(FOR EMPLOYEE USE ONLY)

1.
Name of Employee

:
_________________________________________

2.
Designation


:
_________________________________________

3.
Employee Code No.

:
_________________________________________

4.
Year for which Medical

:
_________________________________________


Allowance  being encashed

5. 
Amount



:
_________________________________________

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________

Signature of Employee
Date
:

--------------------------------------------------------------------------------------------------------------------------------------

(FOR UNIT USE ONLY)

Approved / Not Approved

Amount:
_____________(Rupees___________________________________________)

_____________________

Signature of Site In-charge

Name  :______________

Date    :

--------------------------------------------------------------------------------------------------------------------------------------

Advice to Accounts Department
Mr. / Mrs. ______________________________ has completed ______ month / Year contract.  The amount of Rs. _____ ( Rupees _________________________ ) is to be paid towards medical allowance for  ______ Year.

Signature 

(Unit Manager / Site In-charge)

Date 
:

_______________________________________________________________________________

Circulation : 
1. 
Original to be sent to Accounts Department for processing payment.



2. 
2nd Copy to maintained  at Site

 
3.
3 rd Copy forwarded to Site Personnel Department for record along 

with photo copy of payment voucher after disbursement. 
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	RULES FOR CREATION OF ADDITIONAL POSTS AND FILLING-UP OF VACANT POSTS


1.
Creation of Additional Posts :


1.1
Proposal for creation of any additional post shall be sent to the Head of the Site Personnel Department on proforma attached as Annexure 008 (1)

1.2
Separate proforma shall be used for each category of post.


1.3
Head of Site Personnel Department will examine the proposal and submit the same, with his comments, to the Chairman or his appointed Authority.


1.4
No additional post, in any category, will be created without prior approval of the Chairman or his appointed Authority.

2.
Filling-up of Vacant Posts :


2.1
Any existing post, which may fall vacant due to resignation, retirement, death or due to any other reason, will be filled in only after obtaining approval of the Chairman or his appointed Authority.


2.2
Proposals for filling-up of such posts will be sent to the Head of Site Personnel Department on proforma attached as Annexure 008 (1)

2.3
Head of the Site Personnel Department will examine the proposal and submit the same, with his comments, to the Chairman or his appointed Authority for his orders.


2.4
For filling-up short term vacancies arising due to absence on leave, or otherwise, of an individual employee, only ad-hoc appointments will be made, for duration of the absence, and for this purpose also, approval of the Chairman or his appointed Authority will have to be obtained through the Head of Site Personnel Department.
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(Specimen)                                                                                                                                      Annexure 008 (1)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

REQUISITION FOR CREATION OF POST
I
JOB ANALYSIS :-


1. 
Name of the Site

:


2. 
Designation of the Post

: 



required to be created 


3. 
Scale of Pay 


:


4. 
No of posts in the Unit

:



already existing 


5. 
No of Post(s) required to 
:



be created.


6. 
Justification for creation of
: 



new post.


7. 
Job Objectives


:


8. 
Job functions and

: 



responsibility


9.
Department of Posting 

:
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10
Name and Designation 

:



of next superior authority



to whom the incumbent will



report


11
Give details of Officer / Staff
:



who will report this incumbent 


12. 
Whether requirements can be 
:



met from within available 



resources


13.
Financial implication per month :


14 
Financial implication for current :



financial year


15. 
Whether Budget provision 
:



exists.


16. 
If not, How is it proposed 
:



to be met.

II 
JOB SPECIFICATIONS 


17.
(a)
Age -
Minimum
:




        - 
Maximum 
:


18. 
(b) 
Qualification 

:




Educational



(c) 
Professional

:


19.    
(d) 
Minimum Experience
:




General 

:




In Line 


:
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III
RECOMMENDATIONS FOR :

20. 
(a) 
Internal Hiring 

:



(b) 
External Hiring 

:


21.
Date by which individual (s)
:



is / are required to be in 



position 

______________________






____________

Signature of Requisitionist






Approved By


(RK/SPO/     /96) 

--------------------------------------------------------------------------------------------------------------------------------------

Copy forwarded to Site Personnel Department on ________

Received by Site Personnel Department on ____________
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RKHS to maintain its technical and catering competence, will train and develop its employees on a continuous basis.  The major responsibility for updating knowledge, sharpening skills and developing the right attitude, rests with the individual himself, although the Company shares part of the responsibility.

To accomplish this, the Company will organise :

- 
On the job training

-
External training

-
Education

-
Job rotation

-
In Company training  - Will be conducted at IMOCTI 
(International Maritime and Oilfield Catering  Training Institute) in Maharashtra and in other States training will be conducted at a training center approved by the Company

IMOCTI :-
It is basically to upgrade skills of present personnel, thus helping to standardise our Catering competence.  Here the courses conducted are :-




a) 
Asst. Cook to Cook upgradation Program 




b) 
Housekeeper to Asst. Cook  upgradation Program




c) 
Utility Hand  Orientation Program




d) 
Non Supervisory Induction Program




e) 
Supervisory  / Manager Induction Program



Personnel wishing to join the Company are required to pass a Trade Test (If applicable) conducted at IMOCTI  in Maharashtra State and in Other States at a center approved by the Company.
All employee will have attend an induction program if recruited in Bombay at IMOCTI and if elsewhere then at a local training center or at Area Office as the case may be.

The training center at IMOCTI includes a Basic training kitchen, training restaurant, training laundry, Housekeeping laundry, an audio visual and book library and computerised administrative office.  

The teaching is done by experienced in house faculty while additional input are given by renowned practicing professionals from the industry who visit the training center as associate faculty.  

The Housekeeping Laboratory forms part of the facility wherein students are taught room cleaning, toilet cleaning, bathroom cleaning and bed making.  This area also has a display cupboard where cleaning aids and detergent are identified and shown to the trainee.  In addition to this basic safety gear are also displayed here.  A training laundry with equipment that include washing machine, iron, ironing board and storage self.  Here students are taught operation of a laundry,  hand and machine washing of clothes, ironing different fabrics and also identification and use of different laundry equipment and detergent.  
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A basic training kitchen with two areas, i.e.  Cold section and Hot section.  Cold section also serves as a display area where all ingredients used in preparation of food are identified.  Hot section includes six individual Stainless Steel Work Table for six person to work on thus ensuring personal attention of the trainee and better understanding by working independently.  Facilities available are single deck oven, deep fat fryer, Salamander, Planetary mixture and other kitchen equipment.  

A Training Restaurant where students are taught the basic in service of Food & Beverage.  A Bar Counter display with various liquor / liqueur and fancy cocktail and cocktail glasses use in a service of drinks also forms part of the restaurant setup.  

The Personnel Manager along with the Unit In-charge will prepare a training budget.  Based on the budget, employees will be recommended by the Unit In-charge for external short term courses.   Depending on the need of the program, and approval of the Functional and Personnel Managers, the employee will be sent for short term courses in technology, Catering and Management.  Any training program not budgeted, will need the Chairman or his appointed Authority’s approval.

The Personnel Department will organise specialised faculty, in the required area of Technology and Management, to visit the site and conduct skills improvement sessions for the Management Staff.

Training Center will also conduct Seminars / Classes for Managerial level for promotions and imparting knowledge to them.
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(Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

TRADE TEST REQUEST
REF.NO.:____________________



DATE :____________

TO 
: _____________________

FROM 
: __________________


SUB 
: TRADE TEST OF MR./MS _________________________

______________________________________________________________________

This is to introduce you to Mr./Ms. _________________________ who has been shortlisted as a 

_________ , for our Unit at ______________________. 

You are requested to conduct his Trade Test in ________________ cuisine/ department and intimate us of his result. 

He speaks the following languages
: ________________________________________

Total experience in Years 

: ________________________________________

Places worked 



: ________________________________________

Experience with food / job


: ________________________________________

Regards,

Name 

(Designation)
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(Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

REPORT CARD - TRADE TEST

This is to certify that Mr. /Ms. ___________________________ Designation ____________ was Trade Tested for _______________ position on _______________.

He / She has been declared successful / unsuccessful.

His / Her evaluation sheet is as mentioned below :-

--------------------------------------------------------------------------------------------------------------------------------------






                                                Marks out of 10

	ITEM / TASK DONE
	
	
	
	
	
	TOTAL

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Remarks :- ____________________________________________________________________


      ____________________________________________________________________

Tested by : ______________________________    
Signature ________________________


( Note : In the column of Item / Task Done, here the Unit Manager / Training Manager will have to fill-up the Items prepared or Task Done by the candidate.  In the adjoining column, evaluation of the classification of the Item prepared or Task Done should be mentioned.  For example, if Trade Tested for Cook then this column will be headed as “Colour, Taste, Texture, Aroma, Eye-appeal )
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(Specimen)
RAMAKRISHNA HOSPITALITY SERVICES PVT. LTD.

TRAINING REQUEST
REF.NO.:____________________



DATE :____________

TO 
: _____________________

FROM 
: __________________


SUB 
: TRAINING OF MR. /MS _________________________

____________________________________________________________________________

This is to introduce you to Mr./Ms. _________________________ who has been shortlisted as a _________ , for our Unit at ______________________. 

He / She is required to undergo training in ________ field for ______ month. Kindly intimate us of his / her performance at the end of his / her training. 

Regards,

Name 

(Designation)
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For an employee to grow, develop and move up the organisation, he should get oriented to several jobs.  This is possible through job rotation in related jobs.  In some cases job rotation is possible even in unrelated jobs, where the employee has an attitude for the job and can pick up the skills and knowledge required.  The new occupant with his varied background, brings new ideas and methods with him into the job.

Through the Job Rotation process, an employee placed in the wrong job,  may be placed in a new job he enjoys doing, and has the right aptitude for.  It also reduces the monotony for an employee performing the same job for several years.  Job rotation also functions as a form of test for promotion to higher levels of Management and hence it is in the employee’s interest.  It  also reduces the organisation’s dependence on individuals.

Department Managers must prepare a job rotation plan along with their manpower budget.  The functional Managers should prepare inter-department job rotation plans.  The Personnel Manager or a yearly basis, in consultation with Functional Managers, will present a job rotation plan to the Chairman.  The Chairman will prepare a job rotation plan for key employees, to fit the business activities and plans for the future.
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PERSON  SPECIFICATION
JOB POSITION 
: 
 EXECUTIVE CHEF

AGE 
: 
 32 - 45  YEARS

LANGUAGE PROFICIENCY
:
KNOWLEDGE OF GOOD SPOKEN AND WRITTEN ENGLISH

COMPUTER LITERACY
:
TO BE VERY LITERATE IN COMPUTER OPERATION AND SHOULD BE ABLE TO  HANDLE ALL REPORTS 
AND CORRESPONDENCE ON THE COMPUTERSINDEPENDENTLY.

EDUCATIONAL QUALIFICATION
: 
F.S.M / THREE YEAR DIPLOMA IN HOTEL MANAGEMENT FROM RECOGNISED INSTITUTE.

EXPERIENCE 
: 
MINIMUM 10 YEARS IN A RESTAURANT /                                                                                        HOTEL / CANTEEN OF WHICH AT LEAST FIVE 
YEARS
HAS TO BE IN THE CAPACITY OF CHEF 

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS

TRAINING (INTERNAL) 
: 
CHEF PROFICIENCY

TRAINING (EXTERNAL) 
: 
NIL

PROGRESS REPORT 
: 
BI-ANNUAL BY AREA MANAGER
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JOB POSITION 
: 
EXECUTIVE CHEF

CATEGORY 
: 
M1 - M2 MANAGER 

REPORTING TO 
: 
AREA MANAGER / STATE GENERAL MANAGER 

JOB DESCRIPTION 
: 
OVERALL INCHARGE OF FOOD PRODUCTION, KITCHEN ADMINISTRATION AND OPTIMUM UTILIZATION OF MEN AND MATERIALS TO PRODUCE TANGIBLE RESULTS WITHIN THE GIVEN OPERATING BUDGET.

RECURRING DUTIES 
: 
a) 
TO COMPILE MENUS / MODIFY / RECTIFY AS PER REQUIREMENTS AND THE LAID NORMS AS PER CONTRACT.



b) 
OPTIMUM UTILIZATION OF THE KITCHEN WORKFORCE WITH A HIGH MOTIVATING PHILOSOPHY.



c) 
OVERALL INCHARGE OF QUALITY CONTROL, PERSONAL AND FOOD HYGIENE TO THE UTMOST SATISFACTION OF THE CLIENT.



d)
TO NOTIFY THE CONCERNED DEPARTMENT FOR TIMELY MAINTAINANCE OF VALUABLE  KITCHEN



e) 
COST CONSCIOUSNESS AND METICULOUS PLANNING WITHOUT SACRIFICING QUALITY AND QUANTITY - ADHERING TO CONTRACTUAL OBLIGATIONS.



f) 
TRAINING OF PERSONNEL ON THE JOB AND RECOMMENDATIONS TO THE TOP MANAGEMENT OF THE CATERER ON THE STAFF PERFORMANCE OF STAFF UNDER HIS CONTROL



g) 
COMPILATION OF STANDARDIZED RECIPES AND INNOVATION OF RECIPES FROM TIME TO TIME WITH A LONG RANGE VIEW OF THE CATERING COMPANY.



h) 
THE LAST BUT NOT THE LEAST - HIS BLUE PRINT AND HIS TOOL WILL BE THE MENU AND HIS KITCHEN - A TOTAL SUCCESS TRANSLATED INTO REALITY THAT WILL BE NOTHING BUT THE NAME AND THE PRESTIGE OF THE CATERER AT SITE.

SUPERVISES 
: 
KITCHEN HANDS

AREA OF OPERATION 
: 
STATIONED ASSIGNED TO ON THE INSTALLATION 

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY 
: 
TO INSTRUCT KITCHEN HANDS DURING HIS SHIFT
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CO-ORDINATION WITH 
: 
1. 
HOUSEKEEPING PERSONNEL



2. 
CLIENT’S SERVICE PERSONNEL FOR OPERATIONAL EFFICIENCY.

IN ADDITION TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERVISOR OR THE MANAGEMENT.
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PERSON SPECIFICATION
JOB POSITION 
: 
CHEF DE PARTIE

AGE 
: 
30 -38 YEARS

EDUCATIONAL QUALIFICATION
: 
S.S.C. OR SHOULD BE ABLE TO SPEAK / READ AND WRITE EITHER HINDI / ENGLISH OR THREE YEAR DIPLOMA IN HOTEL MANAGEMENT. 

EXPERIENCE 
: 
MINIMUM 10 YEARS IN A RESTAURANT / RIG / HOTEL / CANTEEN OF WHICH AT LEAST FIVE YEARS HAS TO BE IN THE CAPACITY OF CHIEF COOK.






OR



5 YEARS AS A COMMISI -  I

ATTRIBUTIES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS



REQUIRES TASTE AND AESTHETIC SENSE.

TRAINING (INTERNAL) 
: 
1. 
CHEF PROFICIENCY (REVISION)

TRAINING (EXTERNAL) 
: 
NIL

PROGRESS REPORT 


: 
B I-ANUAL BY BASE MANAGER
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JOB POSITION 
: 
CHEF DE PARTIE 
 

CATEGORY 
: 
E3 - E4 EXECUTIVE 

RESPONSIBLE 
: 
CAMP BOSS  / EXECUTIVE CHEF 

MAIN PURPOSE OF THE JOB
: 
TO SUPERVISE CATERING OPERATIONS, ORGANISE AND TRAIN ALL COOKS AND CHIEF COOKS TO PREPARE, PRODUCE AND PRESENT FOOD TO CLIENT AS PER COMPANY POLICY.

JOB RESPONSIBILITIES 
:
1. 
TO BE FULLY CONVERSANT WITH ALL TYPES OF STANDARD CUISINE FOLLOWED BY THE COMPANY.



2. 
TO ADVISE THE COMPANY ON METHODS OF REDUCING COST, PRESENTATION AND TRAINING.



3. 
TO CHECK ON PERFORMANCE OF SUB-ORDINATES FROM TIME TO TIME.



4. 
TO TRAIN AT LEAST TWO COOKS TO BE ELIGIBLE FOR PROMOTION TO CHEF DURING A ONE YEAR PERIOD.



5. 
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.



6. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN A DANGEROUS STATE.



7. 
TO REPORT AND WHERE POSSIBLE TO TAKE ACTION IN RELATION TO ANY ACCIDENT, INCIDENT, FIRE LOSS OR DAMAGE.



8. 
TO ENSURE PROPER GROOMING AND HYGIENE.

SUPERVISES 
: 
HELPER COOKS, UTILITY HANDS, GENERAL STEWARDS, ASST. COOKS, COOKS AND CHIEF COOKS ON ASSIGNED INSTALLATION.

AREA OF OPERATION 
: 
OVERALL INCHARGE OF THE PRODUCTION OF THE PARTICULAR INSTALLATION.

HOURS OF OPERATION 
: 
AS MUTUALLY DECIDED BY CAMP BOSS AND BASE MANAGER.

AUTHORITY 
: 
1. 
TO PLAN MENUS IN CONSULTATION  WITH CAMP BOSS / EXECUTIVE CHEF.



2. 
TO ALLOCATE DUTIES TO KITCHEN STAFF
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3. 
TO TAKE CHARGE OF THE OPERATION IN THE ABSENCE OF CATERING SUPERVISOR OR CAMP BOSS / MANAGER.

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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PERSON SPECIFICATION
JOB POSITION 
: 
DEMI  CHEF

AGE 
: 
28 - 32 YEARS

EDUCATIONAL QUALIFICATION
: 
S.S.C. OR SHOULD BE ABLE TO SPEAK / READ AND WRITE EITHER HINDI / ENGLISH OR THREE YEAR DIPLOMA IN HOTEL MANAGEMENT.

EXPERIENCE 
: 
MINIMUM 08 YEARS IN A RESTAURANT / RIG / HOTEL / CANTEEN OF WHICH AT LEAST FIVE YEARS HAS TO BE IN THE CAPACITY OF CHIEF COOK.

ATTRIBUTES 
: 
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.



SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.



GOOD ORGANISATIONAL SKILLS

TRAINING (INTERNAL) 
: 
1. 
CHEF PROFICIENCY

TRAINING (EXTERNAL) 
: 
NIL

PROGRESS REPORT 
: 
BI-ANNUAL BY BASE MANAGER
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JOB POSITION 
: 
DEMI CHEF 

CATEGORY 
: 
JUNIOR  E1 - E2 EXECUTIVE

RESPONSIBLE 
: 
CHEF



CATERING SUPERVISOR / CAMP BOSS



BASE MANAGER

MAIN PURPOSE OF JOB 
: 
TO PREPARE, PRODUCE AND PRESENT FOOD TO THE AGREED STANDARD AND TO THE AGREED PROFIT IN ACCORDANCE WITH COMPANY POLICY.

DUTIES & RESPONSIBILITIES 
: 
1. 
TO BE ABLE TO PREPARE INDEPENDENTLY  INDIAN, CONTINENTAL AND BAKERY PRODUCTS OF A 14 DAY STANDARD MENU.



2. 
TO ORGANISE ALL THE RESOURCES WITHIN THE KITCHEN AND OTHER AREAS



3. 
TO PREPARE, COOK AND PRODUCE FOOD TO THE COMPANIES STANDARD, WITH PARTICULAR EMPHASIS ON PRESENTATION, HYGIENE AND ECONOMY.



4. 
TO PLAN AND COST MENUS IN CO-ORDINATION WITH THE CHEF.



5. 
TO ASSIST CAMP BOSS / CHEF IN INDENTING FOR PROVISIONS.



6. 
TO BE RESPONSIBLE FOR ALLOCATION OF WORK TO OTHER KITCHEN STAFF.



7. 
TO BE RESPONSIBLE FOR IMPLEMENTING COMPANY POLICY AND DISCIPLINE.



8. 
TO DEVELOP AND TRAIN A MINIMUM OF TWO ASSISTANT COOKS / COOKS IN SKILLS IN ORDER TO BE ELIGIBLE FOR PROMOTION TO COOK.



9. 
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.



10. 
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN A DANGEROUS STATE.



11. 
TO REPORT AND WHERE POSSIBLE TO TAKE ACTION IN RELATION TO ANY ACCIDENT, INCIDENT, FIRE, LOSS OR DAMAGE.



12. 
TO ENSURE PROPER GROOMING AND HYGIENE.
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13. 
TO SORT OUT STORES AND MAINTAIN STORES INCLUDING MEAT, FISH, VEG. FREEZER AND DRY STORES.

OCCASSIONAL DUTIES 
: 
1. 
TO ASSIST IN TAKING OF INVENTORIES



2. 
TO HELP UNLOAD AND STACK FOODBOX AND OTHER MATERIAL (CAMP / REMOTE CATERING)

SUPERVISES 
: 
ALL COOKS, ASST. COOKS, HELPER COOKS, AND UTILITY BOYS ON THE INSTALLATION.

AREA OF OPERATION 
: 
KITCHEN OF ASSIGNED INSTALLATION 

HOURS OF OPERATION 
: 
AS PER SHIFT DUTIES

AUTHORITY 
: 
1. 
TO PLAN MENUS IN CONSULTATION WITH CAMP BOSS / CHEF.



2. 
TO ALLOCATE DUTIES TO UTILITY STAFF



3. 
TO TAKE CHARGE OF THE OPERATION IN THE ABSENCE OF CHEF / CATERING SUPERVISOR OR CAMP BOSS.

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.
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PERSON SPECIFICATION
JOB POSITION
:
CHIEF COOK

AGE

:
30 - 55 YEARS.

EDUCATIONAL QUALIFICATION
:
S.S.C. OR SHOULD BE ABLE TO SPEAK / READ




OR WRITE EITHER HINDI / ENGLISH.

EXPERIENCE
:
MINIMUM 10 YEARS IN A RESTAURANT / RIG / HOTEL / CANTEEN OF WHICH AT LEAST TWO YEARS HAS TO BE IN THE CAPACITY OF CHIEF COOK.  OR 5 YEARS AS COOK.

ATTRIBUTES
:
GOOD HEALTH, RELIABLE AND ENERGETIC CAPABLE OF AUTHORITY, SELF CONTROL AND EVEN TEMPER.  SPEED AND PROMPTNESS IN CONFRONTING AND SOLVING ANY UNFORSEEN DIFFICULTIES.

TRAINING ( INTERNAL )
:
1.  CHIEF COOK PROFICIENCY.

TRAINING ( EXTERNAL )
:
NIL.

PROGRESS REPORT
:
BI - ANNUAL  BY BASE MANAGER.
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JOB POSITION 
: 
CHIEF COOK

CATEGORY 
: 
JUNIOR  E 1 - E 2  EXECUTIVE

RESPONSIBLE 
: 
CHEF / CAMP BOSS 

MAIN PURPOSE OF JOB 
: 
TO PREPARE, PRODUCE AND PRESENT FOOD TO THE AGREED STANDARD AND TO THE AGREED PROFIT IN ACCORDANCE WITH COMPANY POLICY.

DUTIES AND RESPONSIBILITIES 
: 
1. 
TO ORGANISE ALL THE RESOURCES 
WITHIN THE KITCHEN  AND OTHER AREAS.

2. 
TO PREPARE, COOK AND PRODUCE FOOD TO THE COMPANIES STANDARD, WITH PARTICULAR EMPHASIS ON PRESENTATION, HYGIENE AND ECONOMY.

3. 
TO PLAN AND COST MENUS IN CO-ORDINATION WITH THE CAMP BOSS./ CHEF

4. 
TO ASSIST CAMP BOSS / CHEF IN INDENTING FOR PROVISIONS.

5. 
TO BE RESPONSIBLE FOR ALLOCATION OF WORK TO OTHER KITCHEN STAFF.

6. 
TO BE RESPONSIBLE FOR IMPLEMENTING COMPANY POLICY AND DISCIPLINE.

7. 
TO DEVELOP AND TRAIN A MINIMUM OF TWO ASSISTANT COOKS / IN SKILLS IN ORDER TO BE ELIGIBLE FOR PROMOTION TO COOK.

8. 
TO ENSURE PROPER MOPPING AND CLEANLINESS OF THE KITCHEN

9. 
TO KNOW AND OBSERVE ALL SAFETY RULES AND PROCEDURES.

10.
TO ENSURE THAT ALL EQUIPMENT AND MATERIALS ARE NOT LEFT IN A DANGEROUS STATE.

11. 
TO REPORT AND WHERE POSSIBLE TO TAKE ACTION IN RELATION TO ANY ACCIDENT, INCIDENT FIRE, LOSS OR DAMAGE.

12. 
TO ENSURE PROPER GROOMING AND HYGIENE.

13. 
TO SORT OUT STORES AND MAINTAIN STORES INCLUDING MEAT, FISH, VET. FREEZER ITEMS

OCCASSIONAL DUTIES 
: 
1. 
TO ASSIST IN TAKING OF INVENTORIES
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2. 
TO HELP UNLOAD AND STACK FOODBOX AND OTHER MATERIAL (CAMP CATERING, REMOTE CATERING)

SUPERVISES 
: 
ALL COOKS, ASST. COOKS, HELPER COOKS AND KITCHEN BOYS ON THE UNIT.

AREA OF OPERATION 
: 
KITCHEN OF ASSIGNED UNIT / CAMP

HOURS OF OPERATION 
: 
AS PER MANNING CHART

AUTHORITY                                                             :             
 1.
TO PLAN MENUS IN CONSULTATION WITH CAMP BOSS / CHEF.



2.
TO  ALLOCATE DUTIES TO KITCHEN STAFF



3. 
TO TAKE CHARGE OF THE OPERATION IN THE ABSENCE OF CHEF / CATERING SUPERVISOR OR CAMP BOSS.

IN ADDITION, TO THE ABOVE MENTIONED DUTIES AND JOB FUNCTIONS, ANY OTHER ASSIGNMENT GIVEN OCCASSIONALLY OR ON A DAILY BASIS BY THE IMMEDIATE SUPERIOR OR THE MANAGEMENT.

