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> RULES, REGULATIONS & INSTRUCTIONS MANUAL ETC.

o ESTABLISHMENT MANUAL & SERVICE RULES

The Establishment Manual and Service Rules consists of policies dealing
with Establishment matters and Service matters in respect of regular
employees of the Company. The manual consists of various chapters
bifurcated into Human Resource Policy, Employee Compensation Rules,
Employee Motivation Schemes, Employee Welfare Schemes and

Miscellaneous provisions.

GENERAL
Definitions

HUMAN RESOURCE POLICY
Recruitment Probation and Training
Working Hours, Holidays and Allied Matters.
Conduct Rules.
Discipline and Appeal Rules.
Termination of Service.
Voluntary Retirement Scheme.
Transfer and Benefits.

Forwarding of Applications of Employees for
outside Employment.
Deputation Terms for Training in India & Abroad.

Premature Retirement Policy of the Company

Pay, Dearness Allowance and Annual Increment.
Allowances.
Leave Travel Concession Rules.

Leave Encashment Scheme.
Leave Rules.

EMPLOYEE MOTIVATION SCHEMES

Educational Facilities.
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Incentive Scheme for Promoting Small Family norms.
Incentive Scheme for National and All India
award winners.

Holiday Homes.

Long Service Award Scheme.
Memento to Retiring Employees.

Incentive Scheme for Promotion of Progressive
use of Hindi in day-to-day Office Work.

Incentive Scheme for Acquiring Additional
Educational/Professional Qualifications.

Expenses Incurred In Construction Site (EICS) Scheme
For Employees Posted In Construction Site

EMPLOYEE WELFARE SCHEME

Medical Facilities.
Grant of Advance to Employees.
Scholarship Scheme to the children of employees.

Scholarship Scheme for Scheduled
Caste/Scheduled Tribe (SC/ST) under Graduate
Engineering Students.

Group Insurance Scheme.

MECON Employees Group Pension Scheme
Ex-Gratia Assistance towards Funeral Expenses.
Gratuitous Relief Fund.

Scheme for taking Houses on Company/Individual
Lease for Residential purpose.

Scheme for Farewell to Superannuating Employees

Scheme on Contributory Post Superannuation
Medical Facility for Ex- Functional Directors and
Ex-CMDs (Including their Spouse)
Post superannuation medical benefit scheme (PSMBS)
for below board level employees

MISCELLANEOUS

Fraud Prevention Policy

Guidelines for settlement of claims for
compensation on accidents

o PURCHASE AND DISPOSAL PROCEDURE
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Any business entity has to do necessarily do purchase and disposal activities.
The basic function of purchase is to acquire required material/ services of
desired quality at the most competitive prices and within required time frame
to ensure achievement of desired ends. Similarly, the disposal entails selling
of obsolete, unserviceable items and machinery/equipment beyond economic
repair, apart from scrap and garbage at highest price.

A Government owned organization must carry out these functions in a
transparent and fair manner. Therefore, it is necessary to have well laid down
procedures for carrying out these activities. Accordingly, a Purchase and
Disposal procedure has been prepared at MECON after incorporating

guidelines/ circulars from Government bodies/ CVVC.

BIS/ASTM STANDARDS

MECON for the benefit of employees have the BIS/ASTM standard in the
intranet and these standards are being referred by the employees in their

designing work.

APEX QUALITY MANUAL AND PRODUCT QUALITY PLAN

MECON being and 1SO:9001 Company follows the Apex Quality Manual
which elaborates the working procedure of MECON. These Quality Manual

are updated on regular frequency.



