NUMALIGARH REFINERY LIMITED

GUWAHATI

Ref: PERS: IR: CON 20" March, 2002

Notice to: All Employees

Subject: Grievance Procedure

We are pleased to convey that Grievance Handling Procedure for Workmen has been
formulated and the same has been enclosed for information of all employees. All concerned
are requested to adhere to the steps indicated in the enclosed scheme. Functional Heads
and HODs are requested to ensure administration of the grievances handling procedures as

per the scheme evolved.

PL Barua
Advisor (HR)

Enclo: As above

CC: Managing Director

CC: Director (Finance) / Director (Technical)

CC: Executive Director (Vigilance)

CC: All functional Heads



5

11,

GRIEVANCE HANDLING PROCEDURE FOR WORKMEN AT NRL

A Grievance Procedure is primarily a matter of internal administration and
for this reason, the existing labour legislations have not made any
elaborate provisions for redressal of day-to-day grievances in Industrial
establishments. Individual complaints affecting one or more employees in

* respect of their wage payment, overtime, leave, transfer, promotion, work

(a)

assignment, working conditions, amenities, implementation of service
agreement and other natiers incidental  thereto can be settled s
expeditiously as possible through the established machinery. Therelore,
speedy disposal of workmen’s grievimee is the primary objective ol
having a Grievance Procedure, Disputes and dilferences, ns for as
practicable, should be settled as near us possible to the place of origin and
reference 1o outside authorities should be Kept 1o a minimum.

The procedure in regard to hondling of workmen's grievinees in the
Company 18 detailed belaw i«

(0)  An employee who has o complaint may submit this verbally or in
wriling to his immsediste senior officer |

(b) The employvee should get a reply within § days and i the employee is
not satisticd with the reply given or action taken by his immediate
stiperior Oftice he may submit his complaint in writing, through this
Officer, (o the Hewd of the Departiment for appropriile scdon,

(¢) If the employee is still not satisfied with the reply given or action
ken by Head of his Department (the HOD sheukd reply within 7
days), he may submit his complaint in writing through the Head ol his
Department to Chiet Manager (PEA),

(d) Depantmental Offieers are expected 1o handle employees' complaints
or grievanees as expeditiously as possible and reply to it oF act upon it
without delay Departmental Officers are not permitted o hold up
written complaints which are submitted 10 them, :

A workman has the rght of access 1o the Chiel Manager (P&A) or his
Deptl. Officers during working hours 1o obtain information fadvice apd, at
any time during the procedure outlined in (a), (b or ¢ ) above.

Similarly, Deptl. Officers may make full use of the P&A  Department to
obtain information / puidance in order that grievances may as far as
passible be eliminated. ¥

if an employee is nol satislied with the reply given or action taken by CM
(P&A), (CMP&A) should reply/act within 3 duys), then be may submit a
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conplaint i writing theough the Flesd of his depastnent b fns Functicnal
flead  (Functional Head should resolve the ixstie Wi tin 3 days). I he s
still mot satislied with the reply wiven or action taken by the functional
bead . he may suboit his compluint o the Linionoof svhich be 1s a mewber.
The Union Oiciaks, i ey consider the complaint Justilied, muy tuke up
the complaint on the employes's belnll and write o OMP&A) or PEA
Fanctional Head stating their views eganting the matter and requesting
that the complaint should be copelfully wvestigaied,

i the Union i not satistied with the reply given by CMP&A) o
Functional Hemd of P&EA  or feel that the complaint hos not basiey
tharoughly mvestigated, the Lo may rilse the jusue with Advisor (HR)
or (i teguest teal the conspladng be added to the Ajgenda for dligeussi
at Unien-Met, Meeting. Union-Mpt, Mectings are Bseld ar pegular intervals
at which maeagenent ond the membess of the recopiised Union discuss
problems of ndustoal relutions and wiatlers arising out of empleyment,
implementation ol sgreement, evision al tero ond conditions ete,
Eniployees personal grievinees are als discussed and settled ot such
reelings. ' : '

Should the Vnion not be satislied with the stand taken by the Compaiy
with repnrd 1o any issue which has been submitted by the Unfon fir
discussion ot u Uinion Mgt Meeting the Union may, if it so0 wishes , refer
the compluint o the appropiate autbority under the Industoal Disputes
Act, 1947

Thore 16 o lendeney, however, for workines o furwanl their individual
comnplaints direct o the Head of Depirimenty Head of P&A / Functional
head  or even dirget to te Huion without (st appronching their
invnediate suparior Officer. The Company’s Fulicy i such cases 15 1o
divect e eoployees o Tollow e established grievance procedure,
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