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                             Kv‡Ri mg‡qi bxwZ Ges c×wZ 

(Hours of Work Policy and Procedure) 

1. bxwZgvjv (Policy): 

wfkb MÖæc Zvi mKj KviLvbvq Kv‡Ri mg‡qi ‡ÿ‡Î ¯’vbxq Ges AvšÍR©vwZK AvBb I wewaweavb 

gvb¨Ki‡b e× cwiKi| 

1.1: msÁv (Definition) :  wfkb MÖæc mKj †¶‡Î ‡`‡ki we`¨gvb kªg-AvB‡bi Av‡jv‡K Ges ‡µZvi Pvwn`vi 

wfwË‡Z Kv‡Ri mg‡qi GKwU mywbw ©̀ó bxwZgvjv AbymiY K‡i _v‡K| 

 

1.2: Kvh©µg (Law Reference) : wfkb MÖæc evsjv‡`k kÖg AvBb-2006  Avbyhvqx mKj Kvh©µg cwiPvjbv 

K‡i _v‡K| 

 

1.3: D‡Ïk¨ (Purpose) : GB cwjwmi D‡Ïk¨ n‡”Q mKj Kg©©KZ©v, Kg©Pvix Ges kªwgKMY †hb GKRb 

Av‡iKR‡bi cÖwZ mnbkxj g‡bvfve I h‡_vchy³ m¤§vb cÖ ©̀kb K‡i| m‡e©vcwi cÖ‡Z¨‡KB †hb G‡K Ac‡ii cÖwZ 

fvj e¨envi K‡i Zv wbwðZ K‡i d¨v±ix‡Z GKwU Dchy³, my›`i Ges eÜzZ¡m~jf Kv‡Ri cwi‡ek eRvq ivLvB 

GB cwjwmi D‡Ïk¨| 

 

1.4: j¶¨ (Target) : wfkb MÖæ‡c Kg©iZ mKj Kg©KZ©v, Kg©Pvix Ges kÖwgK‡`i myô I my›`i Kg© cwi‡ek ‰Zix 

KivB GB cwjwmi j¶¨| 

 

1.5: A½xKvi (Commitment): wfkb MÖæc KviLvbv cwiPvjbvi †¶‡Î ‡`‡ki we`¨gvb kªg-AvBb mn ‡`kxq I 

AvšÍR©vwZK Ab¨vb¨ cÖ‡hvR¨ mKj AvBb I wewagvjv‡K m¤§vbc~e©K KviLvbv‡Z ev Í̄evqb Ki‡Z „̀p cÖwZÁve×| 
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2. bxwZgvjv ev¯Íevq‡b `vwqZ¡cÖvß e¨w³MY (Persons Responsible for Policy 

Implementation): 
I‡qj‡dqvi Awdmvi (Welfare Officer) : KviLvbvq Kg©iZ I‡qj‡dqvi Awdmvi cÖv_wgK fv‡e mKj bxwZgvjv 

ch©‡eÿb Ki‡eb| D‡jøL¨ †h‡Kvb cÖKvi bxwZgvjv ev¯Íevqb wW‡i±i‡K Rvbv‡bv nq| 

wnmveiÿb Awdmvi (Accounts Officer) : KviLvbvq Kg©iZ wnmveiÿb Awdmvi bxwZgvjv ch©‡eÿb Ki‡eb Ges 

ev¯Íevq‡b ¸iæZ¡c~b© f’wgKv cvjb Ki‡eb| Z‡e ‡h‡Kvb cÖKvi wm×všÍ cÖ`v‡bi Av‡M wW‡i±i‡K Rvbv‡bv nq| 

GBP Avi GÛ Kgcøv‡qÝ Awdmvi (HR & Compliance Officer) : KviLvbvq Kg©iZ GBP Avi GÛ Kgcøv‡qÝ 

Awdmvi mKj bxwZgvjv ch©‡eÿb Ki‡eb Ges ev¯Íevq‡b ¸iæZ¡c~b© f’wgKv cvjb Ki‡eb| Z‡e ‡h‡Kvb cÖKvi wm×všÍ 

cÖ`v‡bi Av‡M wW‡i±i‡K Rvbv‡bv nq| 
GWwgb GÛ Kgcøv‡qÝ e¨e ’̄vcK (Admin & Compliance Manager) :  GWwgb GÛ Kgcøv‡qÝ e¨e ’̄vcK mKj 

bxwZgvjv ch©‡eÿb Ki‡eb Ges ev¯Íevq‡b ¸iæZ¡c~b© f’wgKv cvjb Ki‡eb| Z‡e †h‡Kvb cÖKvi ev¯Íevqb ciiZ©x‡Z 

wW‡i±i‡K Rvbv‡bv nq|  

GWwgb GÛ Kgcøv‡qÝ gnve¨e ’̄vcK (Admin & Compliance General Manager) :  mKj bxwZgvjv ch©‡eÿb 

Ki‡eb Ges ev¯Íevq‡b ¸iæZ¡c~b© f’wgKv cvjb Ki‡eb| Z‡e †h‡Kvb cÖKvi Awf‡hv‡Mi ev¯Íevqb ciiZ©x‡Z wW‡i±i‡K 

Rvbv‡bv nq| 

wW‡i±i (Director) : mKj bxwZgvjv ch©‡eÿb Ki‡eb Ges ev¯Íevqb Ki‡eb Ges bxwZgvjv msµvšÍ mKj cÖKvi †iKW© 

†iwR÷v‡i wjwce× Kiv nq| 

3. cwjwm Kv‡h©vcKi‡Yi iæwUb/c×wZ Routine/Procedure for implementation 

of the policy : 
3.1: Kvh©myPx ev Í̄evqb (Implementation of Routine) : 

Awf‡hvM ev· - cÖwZ gv‡m GKevi I‡qj‡dqvi Awdmvi I kÖwgK cÖwZwbwai m`m¨i mgš^‡q AZ¨šÍ †MvcbxqZvi 

gva¨‡g Awf‡hvM ev· Ly‡j _v‡Kb Ges Awf‡hvM ev civg‡k©i wfwË‡Z cÖ‡qvRbxq e¨e ’̄v †bIqv nq| gv‡mi 

cÖ_g mßv‡ni †h‡Kvb w`b Awf‡hvM ev· †Lvjv nq|  

I‡qj‡dqvi Kg©KZ©v‡`i ˆ`bw›`b wfwRU - ‰`bw›`b †d¬vi wfwR‡Ui mgq I‡qj‡dqvi Kg©KZ©viv †d¬v‡i cÖvß 

civg‡k©i cÖ‡qvRbxq e¨e ’̄v wb‡q _v‡Kb|  

P.C. m`m¨‡`i gva¨‡g - P.C. m`m¨‡`i gva¨‡g bxwZgvjv ev Í̄evqb ev Í̄evqb Kiv m¤¢e|  

3.2: cwjwm Rvbv‡bvi Dcvq g~j¨vqb (Communication) : 

 bxwZgvjv msµvšÍ mKj c×wZ kÖwgK‡`i Orientation wgwUsGi gva¨‡g AewnZ Kiv nq| GQvov Basic Right 

wgwUs Ges Mid-Level wgwUs Gi gva¨‡g bxwZgvjv msµvšÍ mKj welq kÖwgK‡`i Rvbv‡bv nq| D‡jø¨L¨ GKRb 

I‡qj‡dqvi Awdmvi mKj cÖKvi wgwUs cwiPvjbv K‡i _v‡Kb| 

 mKj cÖKvi wgwUs Gi c~‡e© wgwUs m¤ú‡K© wc.G. wm‡÷‡gi gva¨‡g kÖwgK‡`i Rvwb‡q †`Iqv nq| 

 Awf‡hvM e· mgqgZ †Lvjv I Gi ¸iæZ¡ m¤ú‡K© mKj kÖwgK‡K AewnZ Kiv nq| 

 d¨v±ixi mKj Í̄‡ii Kg©KZ©v, Kg©Pvix Ges k&ªwgKMY‡K GB  bxwZgvjvi e¨vcv‡i AewnZ Kiv nq Ges wm×všÍ 

‡bvwUk ‡ev‡W© †`Iqv nq| 

 GQvovI wc.G wm‡÷‡gi g¨a¨‡g mKj‡K GB bxwZgvjv m¤ú‡K© Rvbv‡bv nq| 

3.3: wdWe¨vK I K‡›Uªvj : 

I‡qj‡dqvi Kg©KZ©v‡`i ˆ`bw›`b wfwRU - ‰`bw›`b †d¬vi wfwR‡Ui mgq I‡qj‡dqvi Kg©KZ©v‡`i cÖvß AmvgÄm¨Zvi 

Dci wfwË K‡i cÖ‡qvRbxq e¨e ’̄v †bIqv nq|  

 

4. Kvh©myPx ev¯Íevqb I cwjwm Rvbv‡bvi Dcvq g~j¨vqb (Implementation of Routine & 

Communication) : 

DcwiD³ 3.1 I 3.2 Gi c×wZ Abymib K‡i Kvh©myPx ev Í̄evqb I cwjwm Rvbv‡bvi Dcvq gyj¨vqb Kiv nq| 

5. wdWe¨vK I K‡›Uªvj : 
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DcwiD³ 3.3 Gi c×wZ Abymib K‡i wdWe¨vK I K‡›Uªvj Kiv nq| 

 

c×wZ (Procedure)t 
 

 wb‡qv‡Mi mgq mKj Kgx©/kªwgK‡K ˆ`wbK, mvßvwnK Ges gvwmK Kv‡Ri mgqmxgvi wel‡q h_vh_ AeMZ Kiv‡bv 

nq| 

 cÖwZw`‡bi, cÖwZmßv‡ni, cÖwZgv‡mi Ges cÖwZerm‡ii Kv‡Ri N›Uv hv‡Z AvBbMZ wewae× mxgv AwZµg bv K‡i 

Zv wbwðZ Kiv nq| 

 mßv‡n GKw`b d¨v±ix‡Z mvaviY QywU _v‡K| hv mvaviYZt e„n¯úwZevi| A_ev miKvi KZ…©K †NvwlZ †h †Kvb 

w`b| 

 cÖwZw`b 8 N›Uv mKvj 8.00Uv †_‡K weKvj 5.00Uv ch©šÍ mvaviY Kg©w`em wnmv‡e MY¨ Kiv nq| Ges mßv‡n 

m‡e©v”P wbqwgZ Kvh©N›Uv 48 N›Uv| 

 D³ MÖæcfz³ `yB wkd‡U PvwjZ KviLvbv¸‡jv cÖwZwkd‡U 8 N›Uv mKvj 8.00Uv †_‡K weKvj 5.00Uv ch©šÍ I 

ivZ 8.00 †_‡K ‡fvi 5.00Uv ch©šÍ mvaviY Kg©w`em wnmv‡e MY¨ Kiv nq| 

 cÖwZw`b ga¨vý weiwZ 1 N›Uv| hv mvaviYZ 2 (`yB) mg‡qt  

1. `ycyi 12t45 wg. nB‡Z 01t45 wg.  ch©šÍ  

2. `ycyi 01t15 wg. nB‡Z 02t15 wg.  ch©šÍ 

3. `ycyi 01t00 wg. nB‡Z 02t30 wg. ch©šÍ (ïaygvÎ ïµevi) 

 Riæix wkc‡g‡›Ui cÖ‡qvR‡b QywUi w`‡b KvR Kiv n‡j, Zvnv AwMÖg QywUi weÁwßi wfwË‡Z nq Ges kªwgKiv D³ 

w`‡bi Rb¨ IfviUvBg cÖvß n‡e I ÷vdiv nwj‡W fvZv cv‡eb Ges  cieZx© wZb w`‡bi g‡a¨ we‡kl QywU cÖ`vb 

Kiv nq| 

 mvaviY Kvh©w`em n‡”Q- ïµevi †_‡K eyaevi| 

 2 ( ỳB) N›Uvi †ekx IfviUvBg Kiv‡bv nqbv| hv mvavibZt weKvj 5t00 Uv nB‡Z mÜv 7t00 Uv ch©šÍ| IfviUvBg ev 

ivÎxKvjxb wkd‡U KvR Kiv‡bvi mgq Gi Aby‡gv`b †bqv nq| kÖwgK‡`i m¤§wZµ‡g IfviUvBg ev ivÎxKvjxb wkd‡U 

KvR Kiv‡bv n‡q _v‡K| hw` †Kvb kÖwgK IfviUvBg ev ivÎxKvjxb wkd‡U KvR Ki‡Z Am¤§wZ Rvbvq Zvn‡j H 

kÖwgK‡K †Rvi K‡i IfviUvBg ivÎxKvjxb wkd‡U KvR Kiv‡bv nq bv| GQvov mKj kÖwg‡Ki IfviUvBg Kivi AwaKvi 

i‡q‡Q 

 kÖwg‡Ki Kvh© N›Uvi UvBg wKwcs I ‡iKW© wKwcs Payroll Sotfware Gi gva¨‡g msiÿb K‡i ivLv nq|  

 ‡M‡R‡UW/miKvix QywU‡Z d¨v±ix eÜ _v‡K| 

 GWwgb wefvM D³ welq mg~‡ni h_vh_ c`‡¶c Ges ev¯Íevq‡bi cÖ‡qvRbxq e¨e ’̄v MÖnY K‡ib| 

 

 

 

 

 

wfkb MÖæc Gi KZ©„c¶ 
 

Abywjwct 

1. Awdm Kwc; 

2. mswkó mK‡j; 

3 .  †bvwUk †evW©; 

4. bxwZgvjv dvBj| 


