NESPAK RULES
(lnduction & Promotion in Service, Criteria for
Conversion to Regular Service, Higher
Qualification/Educational Allowances)

FOR INDUCTION AND PROMOTION

PROCE

1.

lntrodu.tion
The Management has laid down the following eligibilily criteria for induction and promotion of all staff a5

a minimum requirement which must be fulfilled before any person can be inducted or any presently
serving employee of NESPAK can be considered for promotion. lt must, however, be understood thatjust
fullilling the eligibility criteria does not entitle a pe6on to be appointed or promoted. The appointment
or promotion is entirely at the discretion of the Management.
These criteria are subject

to review by the Board of Management (BoM) from time to time

as deemed

appropr ate.

2.

Procedure For lnduction

a)
b)

All induction of employees in NESPAK are made through applications received onllne via NESPAK
recruitment against adveilised requirements.
An anticipated requirement for haring of staff as determined by the concerned Division Head and
approved by the Managing Director for publication in important daily newspaper across the country
as weli as on NESPAK website. The advertisement for publication on both mediums is prepared bY

c)

the Human Resources Division.
Shortlisted candidates strictly in accordance with the requirements as mentioned in advertisement
are interviewed by the multi-divisional interview committee as issued by the Human Resources
Division.

d)

A merit list will be prepared on the basis of marks obtained in the interviews. Fulfilment ol the
requirement of staffwillthen be made from the merit list on as and when required basis. The merit
list willremain valid !pto a yearfrom the date offinalization.
Approvalofthe Managing Director for hiring of selected candidates in order of merit willbe obtained
by the concerned Division Head throu8h Human Resources Division. The shortlisted/approved
candidates will have to underSo medicaltest before appointment.
Human Resources Division will then process the aase for detree verification to concerned
university/board. After the receipt of deSree verification from the concerned university/board,
appointment letters in accordance with the Company Rules are issued by Human Resources Division'

e)
f)

3.

Minimum cred

Grades

Points Table for lnductio n in Various Grades:
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4.

Procedure for Promolion

Promotion

of an employee is a four-tjer process i.e., assessment by the Reporting Officer,

recommendation by the Head of Division, evaluation process by the Administrative Committee and finally
approval of the Management:

a)

Annual Performance Review Report (APRR)ofeach employee shall be written by a Reporting
officer (RO) who shall be an authoriied officer, for reporting for the year ending on 3oth lune
every year, on the respective APRR forms.

b)

Cred

c)

EliBibilityfor promotion ofa regular/contract employee, who has been promoted to thecurrent
grade while in the service of NESPAK, sha ll be as under:
i.

t points for every year of performance in NESPAK (P1), shal be

as per prescribed

P1> P lStay-in Grade Criteria)
OR

ii.

P2 > N1 (lnduction Criteria) and P1> 0.7P;

N1 =
P :
P1 =
P2 =

d)

Credit points prescribed by the minimum value given in the criteria stated in
para 3 for induction in the next higher grade
credit points prescribed by the minimum value given in the criteria stated in
para 5;

Credit points in the current grade actually earned for performance in NESFAK
as on the date ofassessment; and
Credit points earned on the basis of qualifications, past experience and service
in NESPAK
A regular/contract employee, who has been inducted in the current Erade on appointment, shall
be eligible for promotion when he fulfills the following criteria:
P2 >

N1(lnduction Criteria);

or
P1>

P (Stay-in-grade Criteria)

However, for promotion from grade 8 to 9, fresh inductees who had obtained less than 50 credit
points for qualification at the time of inductlon, will have to qualify both the lnduction Criteria
and the Stay-in'grade Criteria as stated above.

e)

The candidates recommended for promotion from Grade'10 to Grade-11 by the Administrative
Committee, will be required to appear for an assessment interview before a sub_committee of
BOM. The candidates qualifyinB the interview will be considered bY the BOM for promotion from
6rade-10 to Grade-11; BOM will, however, reserve the riSht to accept or reject recommendations
of the sub-committee.
The Srading of candidates will be based on followinB criteria:

50/o

Past perfo nance max. = 50%
lnterview marks max. =
qualifying
score will be 75% to be considered for inclusion in the recommended
Minimum overall

list.

f)

Support staff (Orivers, Naib Qasids, Guards, sweepers etc.) may be promoted subject to their
respective grade €eilints when they complete at least 07 years continuous service in NESPAK in
their respective grades, irrespective of their previous experience.

g)

Promotion of eligible employees sha I be considered only after a definite recommendation for
promotion is received by the BoM from the concerned Division Head at the time and in the
manner prescribed by the Management from tlme to time.

h)

The employees who do not fuLfillthe induction criteria of the current grade shall not be promoted
to the next Brade until they fulfill such criteria, regardless of the fact that they may have fulfilled

the Stay-in-Grade Criteria i.e., P1>

i)

defined hereinabove.

ln case of promotions from Grade 11 to Grade 12, a short-list of employees finally recommended
for promotion, shall be prepared by the 8oM after review of each case on merit and pornts criteria.
The 8oM shall inteNiew short-listed ernployees and forward their recommendations based on
the following parameters to the ManaSing Directorfor approvali

j)
ri)
k)

P as

30% wei8htaSe of credit points earned for last 5 APRR5
70% wei8hta8e of the marks oblarned in inrerview.

Accelerated Promotion (discontinued for the time be ng since January, 2019)

An employee who does not fulfil the eli8ibility criteria and is recommended for accelerated
promotion by the Head of his Division, shal, for the purpose of assessin8 his suitability for
promotion, be interviewed by the BoM, provided:

i. all but one of

his APRRs in the current grade show Outstanding' performance: the excepted APRR

must not be lower than 'Very Goodi
the current Vear's aad the last year's APRRs (if applicable) show 'Outstandins' performance; and

iii. the credit points earned by him fall short of the eliSibility criteria by not more than
the credit points awarded for one year of outstandinB service.

r)

Cateeorv wise oe

ntape/ouota limits uoto Grade'10 {e xcludine suooort stafJ)

Oltstanding and Very Good as 60% of the total employees in each category with

i)

)

Outstanding not more than 10%.
Good and below as 40%

5.

Minimum credit Points for Promotion to Next Grade:
Promotion
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Support Staff

CRITERIA FOR CONVERSION TO REGULAR CADRE

a)

Criteria for Service Resularization lProfessionals):

Minimum length of seavice of an employee must not be less than a year having at least one APR
Report. APR Reportfora period ofless than six month shall not be considered forevaluation.
Recommendation by the Head ofthe concerned Division shall be mandatory.
An employee is consadered eii8ible for regular cadre ifhe/she earns an 'Outstanding' performance
report durinS the tenure of contract employment. The regular cadre shall effective on competition
of at least one-year of contract service,
lf not having an 'outstanding 'APR Report, an employee shall be considered eligible for conversion
to regular cadre as and when he/she earns two'Very Good'performanae reports during the
contract employment.
Performance of an employee shall be evaluated on 3Orh lune each year keeping in view the overa I
grading quota as decided by the Company from time to time.

b)

Criteria for Service Repularization lPara
and abover

-

Professionals/Se.retarial/Support Staffl Grade-8lb)

Minimum length of service of an employee must not be less than three years having at least three
(03)APR Reportsat credit forevaluation ofthe case.
APR Report for a period of less than six month shall not be considered

for evaluation.
Recommendation by the Head of the concerned Division shall be mandatory.
An employee is considered eligible for regular cadre if he/she earns two 'Very Good' and one
'Good' or better performance reports during the over minimum required three (03) years tenure
of contract emPloyment.
This criterion is also applicable to the Para-Professional and secretarial staff, contract errployees
inducted in Grade 8(b)or below and promoted to Grade-8(b)and above.
Performance of an employee shall be evaiuated on 30rh lune each year keeping in view the overall
gradinB quota (where applicable) as decided by the Company from time to time

c)

Grade -

1to

07

Conversion from Contract
from time to time.

to

Regular cadre will be Soverned as per cBA agreements as aEreed

HIGHER EDUCATION ALLOWANCE

a).

M.Sc. Allowance

Allowance for M.Sc. in EnsineerinB/Architecture and Town Planning from Local/Foreign lnstitutes
as well as ful! time/part time studies as approved by the Company from time to time'

b).

Ph.D. Allowanae

Allowance for Ph.D. in EngineerinS/Architecture and Town Planning from Local/ForeiBn lnstitutes
as approved by the company from lime to time

c).

chartered Acaountancv Allowance
from
Chartered Accountancy Allowance for Chartered Accountants as approved by the Company
time to iime.
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il lhlllts

*".'ff,:fJ.[:l;*:']'it:
a,'l the

s'-ubrnit

"""ptuv"
auUrorized employee'

hjs or its findirtss

SUSPENSION:

an irtquiry agairrst an.cmPl(yeu' thc
Where, for the purpose t'r'coruucti:rg
thc ertployee'
."0jirlurs :t nc(essaJ' il may suspeod

"".o.Lrirrirrtily

on
rrB urd shall tale cffc't immerliatcly
fhe orders ofsuspens;or sl''ll be r'I \\fll
l--l-I]::
resisrered post'
;:;;"-;;;;;.'.,^plol,ce bv h'rr:d orivemplovee
']1
shall be patu a suLsrsrcncc
;;t;. ;.,;;;;" *tj.,l 'l s"ip''rsron th'11156 snlelevce
is fou]id nor tsuLrtv' he
l^ ' 'n' oi r'l' p'v
ar'J shali be

ilffi;.;;;;;i,if

dr'xr)g tlre perio'i ofsuspcnsir''n
shall be deetned to bave lEUr on Ju:y
if Ie ha't not beerr suspendcd'
i"t-,J a i""
,,y as h : w'"1'l i'aue Ie-ccived

t-"

;{i

t

APPLICATIoN FOll l0!1SI0N:

ir)
''

BPpirat otr for rr'lsi'"'u or
punisiunerlt i'nposed

Al ernployee -r'di: n'avc dlt'llghl ol makingerydilofthe
,! proJia"a hererLnJer 'ud rppcals against
hereuadcr

b)

Ar

application

revisioo shall be

fo.

to thc aurhorily

irnposing the

punishnlcnt.

.)

An appeal shail bc-lo

Lhe next

higher aulhority of the auLhority av{arding

pl]lrislurent.

wrll
clrrployee concenlcd 5o t1t"1'g5' he
l'rovided lhBt, in cvcr; "_se whele lhe
lccidc the
herore tire autl'oriry comperent to
;:Y:'"J-r;;;.",,;r',l"i''

r'"'"

application.or aPPcal.

Every appeal and

aPPlication

li-rr rcvision shall comply

with drc followirrg

reqlriremenls:

upon and shall
stalernents and grounds relied

d)

It shall contain all matelial
be complele in ilsclf

e)

ll

0

It shall specitv tn: reliefde(irc<i

e)

made wilbjn
ifl]pugned order.

such a! a copy of the charge shect
shall contaiD a.ll rnaterial documeDts
and a reply thereof:

Ir shall bi

l0

(tays

liom the date of the recejpt of

the

