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PREAMBLE

ln exercise of the powers conferred by Clause/ Article 48 (a) of the Article of Association, the Board of Directors of the

Dhaka Power Distribution Company Limited is pleased to make the following rules, namely:- "Dhaka Power Distribution

Company Limited (Employees) Service Rules, 201 7".
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CHAPTER.I

1.0 Preliminary

1.1 Short Title and Application

(a)

(b)

(c)

(d)

These rules shall be called the Dhaka Power Distribution Company Limited (Employees)

Service Rules,2017,

These rules shall apply to all employees in the employment of the company except as

specifically mentioned in the respective rules.

It shall come into force as soon as it is approved by the Board of Directors of the company

and on due circulation of the approval for general information to the employees.

The Board of Directors of the company may change or amend or repeal these rules from

time to time as it may deem fit.

1.2 Definitions: ln this rules, unless there is anything repugnant in the subject or context-

"Appointing Authority" means the authority empowered to make appointments i,e,, the

'Board of Directors' in relation to 'Managing Director, Executive Directors and Company

Secretary' and the 'Managing Directo/ in relation to all other employees.

"Authorized Medical Officer" means a medical practitioner so designated by the

Competent Authority from time to time and if there is no "Authorized Medical Officer" so

designated, any registered medical practitioner.

"Average pay" means the average of pay earned during the twelve complete months

immediately preceding the month in which the leave is taken or the pay of the employee

drawn immediately before proceeding on leave which is more favorable to the employee.

"Basic Pay" means the pay, which has been sanctioned for a post held by an employee

regularly or in an officiating capacity, or to which he/she is entitled to by reason of his/her

position in the company.

"Board" means the Board of Directors of the company which determines the policies,

procedures, guidelines and directives for its overall management.

"Functional Area" means a functional area of service sanctioned as a separate unit.

"Company" means Dhaka Power Distribution Company Limited (DPDC) incorporated

under the Companies Act, 1994 (Act No, 18 of 1994).

"Competent Authority" means the Board of Directors or the authority designated or

delegated by the Board to be competent for the specific purpose.

"Contract" means an agreement between an employee and the company which lays

down the terms of employment.

(a)

(b)

(c)

(d)

(e)

(0

(g)

(h)

(i)

(i) authority or its

of administrative

"Controlling officer" means the officer declared by the appointing

appropriate representative to be the controlling officer for the purposeappropnate representauve to De me controlllnp c

and financial and technical matters, 
N
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(k) "Day" means a calendar day beginning and ending at midnight but an absence from work

place, which does not exceed twenty-four hours, shall be reckoned for all purposes as one

day, at whatever hour the absence begins or ends.

"Deputation" means duty of an employee outside the company but within the country

with lien in the substantive post.

"Duty" includes-

i. service as a probationer provided such service is followed by an appointment on

a regular post;

ii. joining time;

iii. the period spent on a duly authorized course of instruction, training or a visit

including the time reasonably required for the journey to and from the place of

such training and visit; and

iv. attendance at compulsory departmental examination/ interview including a

reasonable time required for the journey to and from the place of examination and

the day or days of the examination.

"Emolument" means and includes-

pay;

special pay, personal pay, technical pay, officiating pay and additional pay;

compensatory allowances other than traveling and medical allowances;

leave salary or leave encashment;

any other payments and fees, if any, in the shape of fixed monthly addition to pay;

and

vi. subsistence allowance.

"Employee" means individual employed against the approved post of the company.

"Family" means spouse, children and parents.

"First entry post" means post(s) or a percentage of posts as embodied in the schedule

in a category which is filled up by direct recruitment.

"Headquarter" means an office declared as "Headquarter" by the Head of the company,

"Holiday" means a day declared as such by order of the GovernmenU Board of Directors of

the company,

"Honorarium" means a recurring or non-recurring payment made to any employee by the

company as remuneration for special work of an occasional character.

"lncentive" means any compensation scheme or plan made by the company to motivate

the individual/the group for their improved performance.

"Joining time" means the time allowed to a person to enable him/her to join in a new post

on transfer and promotion.

"Misconduct" means conduct prejudicial to good order or discipline or which is

unbecoming of an employee or gentleman and includes contravention of any of the

Page 'Z *f '27
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(n)

V,

(o)

(p)

(q)

(0

(s)

(t)

(u)

(v)
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(x)

(v)

"Month" means a calendar month.

"Officiate" means officiating in a post by an employee by discharging the duties of that

post in which another person holds lien, or when he/she is appointed by an authority

competent to make a regular appointment to the post to officiate in a vacant post to which

no other person holds a lien.

"Pay" means the basic pay which has been sanctioned for a post held by an employee or

in an officiating capacity or to which he/she is entitled to by reason of his/her position in a

functional area and includes special pay, personal pay and additional pay, if any,

admissible under general or special order.

"Personal pay" means an additional pay granted to an employee to save him/her from

loss of pay in respect of a regular post held by him/her due to a revision of pay or to

reduction of such pay otherwise than as disciplinary measure or in exceptional

circumstances, on other personal considerations.

"Selection Committee" means a committee formed by the board and will be responsible

for selection of employee for first appointment.

"special pay" means an addition in the nature of pay to the emolument of an employee

granted in consideration of -

i, the specially arduous nature of the duties; or

ii. a specific addition to the work or responsibility; or

iii. the unhealthiness of the locality in which the work is performed.

"Subsistence Allowance" means a monthly allowance made to an employee during the

period he/she is under suspension.

"Transfer" means the movement of an employee from one work place in which he/ she

is employed to another such place either to take up the duties of a new post or in

consequence of change of his/ her work place.

"Traveling" means any travel undertaken/ made for carrying out the activities of the

company or for its interest.

"Year"means a financial year for the purpose of accounts and finance and a calendar

year for other purposes.

.(
Llb

(z)

(aa)

(bb)

(cc)

(dd)

(ee)

(f0

(gg)
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2.0

CHAPTER.II

Posts

2.1 Creation of Posts

All posts shall be created by the Company with the approval of its Board of Directors and

appointment to all posts will be contractual.

2.2 Categories and Classification of Posts

The post shall be of the following categories, namely-

(a) A Regular post shall be a post carrying a definite pay grade approved by the Board of

Directors deemed to be continued for an indefinite time and which is included in the

organizational setup,

(b) A temporary post shall be a post carrying a definite scale of pay deemed to be continued

for a definite period of time and which is not included,in the organizational setup, The

temporary post should be approved by the Board of Directors.

(c) Outsourcing of any task/ job of a functional area may be made for the interest of company

as per the rule only through the approval of the Board of Directors,

The Board of Directors may create functional area with regular posts having similar qualification

requirements and job description. Seniority among employees appointed to posts in such

Functional areas shall thereafter be regulated as per prescribed rules.

2.3 Filling up a Regular post

Appointment to all regular posts shall be made-

(a) by direct recruitment with provision lateral entry to all categories of posts, if necessary; or,

(b) by promotion; and

(c) by internal sourcing from employees within the company in view of employee

development and career progression of the existing employee subject to the suitability of

the internal candidates through recorded tract, Subject to the approval of the Board, lt

shall be determined by the Management from time to time for each occasion.

Criteria/ guidelines of promotion for employees shall be as per the provisions of the schedule of

Recruitment & Promotion (Appendix).

2.4 Probation

Persons selected for appointment by direct recruitment in entry level to a regular post shall be

appointed on probation for a period of at least 01 (one) year.

Provided that the appointing authority may, by an order in writing, extend the period of probation

in the case of any person or terminate his/ her service if his/ her performance during that period is

found unsatisfactory.

After successful completion of the period of probation including the extended period, the incumbent

will be appointed in the regular post for contractual basis.

N
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CHAPTER.III

3.0 Recruitment and Promotion Policies & Guidelines

3.1 Recruitment Policies and Guidelines

3.1.1 RecruitmentPolicies

3.1.2 Objectives of the policy

The objectives of recruitment of the company are-

(a) to provide the company with quality human resources to ensure health, growth and

survival of the company.

(b) to ensure adequate and consistent human resources for the effective operation of the

company.

(c) to establish a transparent recruitment system.

3.1.3 Scope of the policy

This policy shall be applicable to the company for the recruitment of its employees for all disciplines

at all levels.

3.1.4 Strategies of the policy

(a) There shall be a uniform practice of recruitment in the company.

(b) Recruitment shall be undertaken at the entry level in conformity with the provisions of

these rules.

(c) Recruitment on immediate need or on emergency basis shall be avoided as far as possible

and shall rather be based on human resources planning. Recruitment shall be made on

functional/discipline basis. The functional area/ discipline are namely Engineering, lCT,

Finance and Human Resource. Any post that is not categorized as engineering or finance

or ICT will be included in Human Resource area.

(d) Recruitment shall be carried out most efficiently and effectively.

(e) Emphasis shall be given to the development of team work in the company. Therefore, care

shall be taken to recruit an employee having appropriate qualities and aptitude.

(0 The criteria for screening shall be to determine talent, technical ability and behavioral trait

of the individual. The basic policy of recruitment shall be to recruit with total corporate

performance in mind.

(g) No discrimination shall be made in respect of sex, caste, creed, locality etc, while

implementing the recruitment policy.

The primary objective of recruitment shall be to provide the company with human resource

having high morale and discipline, sound mental and physical health and the requisite

Page 5 of 27
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3.2 Guidelines

3.2.1 lnvitation of Applications

(a) Efforts shall be made to ensure adequate number of job applicants having requisite

qualification. lt may be done through advertisement in the reputed and well circulated

national dailies, company website, notice board, social media etc.

(b) Such advertisement would contain all relevant information of the position including:

. designation

. pay grade

. educational qualification

' age

. experience

o nationality

o maritalstatus

. service conditions

. last date for receiving applications

. two recent passport size photographs.

(c) Applications shall be received only at the Headquarter directly or through post or courier

services, e-mail or online.

(d) All applications received shall be given a scroll number and the online applications

received shall immediately be acknowledged.

3.2.2 Screening

(a)

(b)

(c)

(d)

The main purpose of the screening process shall be to identify the most suitable candidate

for the company with due consideration to social, physical and psychological needs.

Screening of eligible applications will be made through appropriate test [written tesU

competency test/ aptitude tesU any other relevant testl conducted by public university,

interview, medical checkup and police verification.

All applications shall be scrutinized in respect of completeness and eligibility. lncomplete

applications and those which do not fulfill the qualification criteria shall be rejected.

The concerned departmenU committee will make short list of the incumbents on a careful

review based on the organizational needs, applicant's qualification, experience and skills.

Written test shall be considered as an important screening device for the entry level

positions. 0nly the acceptable applicants shall be allowed to sit for:

o Written test, or and

o Competency test, or and

o Interview, or and

o Practica! test, or and

o Aptitude test, or and

o Technical test, or and

. any other relevant test

Page S of 27
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(e)

(i)

(0

(g)

(h)

At best 6 applicants securing highest points in order of merit against each position shall

be called for viva voce. However, any applicant securing less than 50% in the written test

shall not be invited for viva voce.

Appointment by direct recruitment shall be made by the company on recommendations of

the Selection Committee which shall be comprised of Chairman of the Board of Directors

as the Chairman and other members determined by the Board in the cases of appointment

of the employees [pay grade-3 to pay grade-7]. Executive Directors (Admin & HR) will be

the Member Secretary of the Selection Committee.

Candidates securing less than 60 points/ marks (i.e.) in viva voce shall be rejected,

The weightage distribution from written and or aptitude and interview will be B0% and 20%

respectively. A list of successful candidates shall be prepared by adding the scores

secured in the written test, aptitude and interview.

ln case of recruitment of employees [pay grade-8 to pay grade-16], 4-5 members viva

voce board shall be constituted by the company board taking at least one member from

the Power Division. The viva board will evaluate the candidates for selection.

For proper evaluation of a candidate's suitability, such expert(s) from in-house or external

to the company as deemed necessary may be co-opted (as additional members) in any

of the above Selection Committee with approval of the competent authority. Managing

Director may form selection committee comprising any number of employees as he/ she

may deem fit.

Successful candidates shall be requested to report to the Medical Officer of the company

on a particular date and time for medical check-up.

Candidates declared fit by the medical officer of the company shall be allowed to join the

company within the specified time determined by the authority under the following

conditions:

. An employee shall be engaged on contractual basis initially for a period of three years

(inclusive of one year probationary period) subject to satisfactory completion of

probation period.

. His/ her service regularization shall be subject to police verification.

. This appointmenU contract shall be reviewed every three years and it should be

reviewed at least three months prior to the expiry of the contract.

Every employee shall, before joining service sign declaration of fidelity and secrecy in the

prescribed form.

subject to police verification, If the police

of the concerned employee shall stand

(j)

(k)

(t)

(m)

(n) Each case of reg ularization of service shall be

verification is not favorable, the employment

cancel.
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3.3 Promotion Policies and Guidelines

3.3.1 Objectives of the PolicY

The main objectives of promotion policy of the company shall be-

(a) to ensure the promotion of competent personnel;

(b) to create an internal environment for high morale and good performance of employees;

(c) to create a sense of belongingness among the employees;

(d) to have a stable, high quality and continuously improving workforce,

3.3.2 ScoPe of the PolicY

This policy shall apply to all employees up to the level of Chief Engineer/ General Manager or

equivalent.

3.3.3 Strategies of the PolicY

(a) promotion shall be made keeping the long-term organizational and individual goal in view.

(b) promotion in the company shall be fair and free from any influence and biases.

(c) The main purpose of promotion shall be to ensure the employee motivation to continue to

make persistent efforts to improve them.

(d) promotion shall be administered with due consideration to the terms and conditions

envisaged in the policy and schedule of the recruitment and promotion.

(e) promotion in the company shall be given without any discrimination based on sex, caste,

creed, localitY etc,

(0 promotion to any post shall be on the basis of guidelines to be determined by the authority

that shall be based on performance.

3.3.4 Guidelines

(a) promotion of all employees shall be subject to the fulfillment of required period of service

as stipulated in the schedule of Recruitment and Promotion and the rating of performance

apPraisal.

(b) promotion to the post of Assistant Manager and equivalent shall be subject to the

fulfillment of conditions stipulated in the Schedule of RecruitmenU Appointment and the

rating of the Performance Appraisal. Each and every promotion shall be judged through

an interview. The company board shall approve the interview board for promotion'

\gN
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Chapter-lV

4.0 General Conditions of Service

Certain Pre-Conditions of Service

Unless in any case it is othenruise distinctly provided, the whole time of an employee shall

be at the disposal of the company and he/she may be employed in any manner in any

place required by the company.

Two or more employees shall not be appointed on a substantive basis to the same post

at the same time.

An employee shall not be appointed to two or more posts at the same time.

Considering the nature of the company and employee motivation, career path needs to be

established.

4,1

(a)

(b)

(c)

(d)

4.2

4,3

4,4

(e) lf an employee of this company is either promoted or directly appointed (applying through

proper channel) to the higher post, his/ her previous length of service will be counted as

continuous service for calculating the leave, provident fund, gratuity, bonus and earned

leave and length of service in the company.

Deputation for training/ visits

An employee may be allowed to visit overseas countries with the approval of the Managing Director

in the case of all employees up to the level of Executive Director and with the approval of the

Chairman of the Board of Directors in the case of Managing Director for training, seminar,

workshop, study, medicaltreatment, contract negotiation, witnessing, testing, inspection, on leave

or for any other purposes whether official or private.

Deputation to an employee may also be granted by the competent authority for training, seminar,

inspection or any other purpose within or outside Bangladesh,

Transfer

An employee may be transferred from one position to another of the company.

Pay and Allowances

An employee shall draw the pay and allowances attached to the post with effect from the date

he/she assumes the duties of that post and shall cease to draw the pay and allowances as soon

as he/she ceases to discharge those duties

Note: ln this rule, "date" means the forenoon of the day in question, for example, if charge is

assumed or transferred before noon of a day, it shall take effect from that day and if charge

is assumed or transferred in the afternoon, it shall take effect from the following day,

Griteria of Promotion

Criteria of promotion of employees are laid down in the promotion

and promotion schedule.

guid

{

N

elines and the recruitment

4.5

{
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4.6 Pay

An employee while on duty shall draw the pay approved for his/ her post, as fixed from time to time

by the company,

lnitial Pay

(a) The initial pay of an employee on first appointment shall be the grade of pay of the new

post to which he/she is appointed.

(b) The initial pay of an employee appointed on promotion shall be fixed at the stage of the

grade of pay of the new post which is next above his/ her basic pay including personal pay

of the old post.

Provided that if an employee has previously worked in the same post, or a regular post on

the same grade of pay, the initial pay shall not be less than the basic pay which he/ she

had drawn previously, and he/ she shall be considered for required number of increments

to fix pay higher than the pay of the previous position,

Annual IncremenU Pay Raise

(a) Annual increment/ pay raise shall be based on the rating of the performance appraisal.

(b) The conditions under which the service count for an increment to the grade of Pay of the

post held by an employee are as follows:

i, Duty in the post;

ii. Service in another post, whether in substantive or officiating capacity or on

deputation;

iii. Leave other than an extraordinary leave (not as a measure of punishment);

iv. when two posts are on identical grades of pay it should be held that the duties

and responsibilities of the posts are not very different in nature irrespective of the

fact whether the pay of the posts is borne in the permanent organizational setup

the duty rendered in any such post shall be allowed to count towards an

increment.

Joining time

Joining time as determined by the authority may be granted to an employee to join a new post to

which he/she is appointed on transfer or on promotion while on duty in hisiher old post.

4,7

4.8

4,9

4.10 Pay during joining time

(a) Joining time shall be regarded as on duty during joining time and shall be entitled to the

pay of his/her old post.

(b) An employee, who does not join his/her post within his/ her joining time, shall not be

entitled to receive any pay or leave salary on the expiry of joining time.

4.11 Period of joining time

The Appointing authority may, in the exigency of service, curtail, or in any special case, extend the

le.

&
period of joining time admissible under this ru
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4.12 Leave in transit

lf an employee takes leave while in transit from one post to another, the period which has elapsed

since helshe handed over the charge of hisi her old post shall be included in his/ her leave, unless

the leave is taken on medical certificate. ln the later case, he/she may be allowed joining time in

addition to leave.

4.13 Liveries

The employees shall be provided liveries as determined by the authority.

4.14 WashingFacilities

Employees who are entitled for liveries, shall be provided washing allowance every month

approved in the pay skucture from time to time.

4.15 Income Tax

An employee shall be responsible for to pay income tax as his/her taxable income, Company shall

deduct the income tax payable by him/her at source as per the Govt. Rules and pay the same to

the Government exchequer.

fi-
.(
Llb
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5.0

CHAPTER.V

Leave

Unless otherwise stated, leave of an employee shall be governed by the provisions laid down in this

chapter. The authority shall prepare a separate Leave Rules detailing everything.

5.1 Types of leave

(a) Earned Leave

(b) Casual Leave

(c) Maternity Leave

(d) Extra-Ordinary Leave

(e) Accident Leave

5.2 Leave Procedure

(a) Leave account of every employee shall be maintained as per the rules and procedures of

the company as laid down in this chapter,

(b) All applications for leave shall be submitted to the competent authority in the prescribed

form.

(c) Leave other than Ex-Bangladesh leave and Study leave admissible under these rules may

be granted to an employee by the competent authority and may be allowed in combination

with holidays and weekly holiday(s),

NOTE: The competent authority in this sub-rule, for the purpose of granting leave, shall be as

follows, namely:

(a) Managing Director Chairman of the Board of Directors.

(b) Executive Directors Managing Director.

(c)

Deputy General Managerl

Superintending Engineer and

General Managers/

Chief Engineer,

Concern Executive Director or Managing Director

(Applied through the concerned General Manager/

Chief Engineer). Except for Casual leave which will

be approved by the concerned GM/ CE only in case

of DGM(s)/ SE (s)

(d)

From Junior Assistant

M anagers/ Sub-Assistant

Engineer to Managers/

Executive Engineers.

Deputy General Manage/ Superintending Engineer

and I or above.

(e)

ln respect of all employees

immediately below the level of

Junior Assistant Managers/

Sub-Assistant Eng ineer.

ln respective offices the Manage/ Executive

Engineer and I or above.

Explanation: The Ex-Bangladesh leave, Study leave, Extraordinary leave and Accident leave will be

granted by the Managing Director.

Notwithstanding anything provided herein, leave applied for may be refused when it appears to be

necessary to do so, at the discretion of the management qompetent to grant the leave, in view of

(f) Leave not due

(g) Ex-Bangladesh Leave

(h) Quarantine Leave

(i) Medical Leave

necessary [0 00 s0, at me otscreilon 0I me management qoml

.wncies*'yomrTice g- M
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5,3 General Conditions

(a)

(b)

(c)

(d)

(0

(s)

(h)

(e)

An incumbent shall be entitled to enjoy the leave admissible under the rule provided such

leave is due to his/ her credit. An employee shall obtain the information regarding the

status of his/ her leave in the account from the HR department.

Any leave prayer may be rejected or the time and period of leave may be rearranged and

granted in the interest of the company.

An employee shall not overstay without the prior approval of the competent authority after

proceeding on leave,

lf an employee fails to attend his/her duty due to illness, employee shall inform of such

illness to the competent authority either on the same day or on the next immediate day. lf

the period of absence due to illness exceeds 3 (three) days, the incumbent shall provide

the medical certificate for the period of absence.

An employee may be recalled from leave to duty before the expiry of his/ her leave if the

exigencies of service so warrants.

lf an employee remains absent for more than 15 (fifteen) days without any permission, it

shall be treated as misconduct,

Leave is a privilege, but it cannot be claimed as a matter of right,

Ordinarily, leave shall commence on the day following which the employee makes over

charge (except in case of casual leave). Similarly, leave shall end on the day preceding

the one on which the employee reports personally for duty in the office.

Any holidays which figure(s) in the approved holiday list for the year, intervening during

leave shall be counted as a period of leave.

When the day immediately preceding the day on which an employee's leave begins or

immediately following the day on which his/ her leave or joining time expires is a holiday

or one of a series of holidays, the employee may leave his/ her station at the close of the

day before, or return to it on the day following, such holiday of series of holidays; provided

that-

i. his/ her transfer or assumption of charge does not involve the handing or taking

over of securities or of moneys other than a permanent advance;

ii. his/ her early departure does not entail a correspondingly early transfer from

another station of a employee to perform his/ her duties; and

iii. the delay in his/ her return does not involve a corresponding delay in the transfer

to another station of the employee who was performing his/ her duties during his/

her absence or in the discharge from employee of a person temporarily appointed

to it,

Unless the competent authority in any case othenrvise direct-

i, if holidays are prefixed to leave, the leave and any consequent re-arrangement of

pay and allowances take effect from the first day after the holidays; and

ii. if holidays are affixed to leave or joining time , the leave or joining time is treated

as having terminated on, and any consequent re-arrangement of pay and

allowances takes effect from, the day on which the leaye o

have ended i@lidays had not been affixed.
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5.4 Earned Leave

(a) Full average pay: Leave on full average pay shall be earned at the rate of 1/11th of the

period spent on duty and the maximum that may be accumulated shall be 99 days.

Accumulated earned leave can be carried fonrvard to a maximum extent of 99 days. Any

leave earned beyond 99 days will not be credited to the account of employee. With the

extension/ renewal of the contract of the employee the balance of accumulated earn leave

(less than 99 days) will be carried fonruard but the accumulation will never exceed 99 days.

An employee can enjoy earned leave with the approval of the concerned authority. The

accumulated 'Earned leave' may be en-cashed at any time at the expression of the

employee with the approval of the controlling officer in regard to the leave. Maximum 60

days of earn leave may be en-cashed at a time. The Only basic pay will be paid while

Earned leave is en-cashed.

5,5

(b) Half average pay: Leave on half average pay shall be earned by an employee at the rate

01l12th of the period spent on duty and accumulation of such leave have a maximum limit

of 91 days. lt shall be permissible to convert leave so allowed into leave on full pay on

submission of medical certificate up to maximum period of 45 days. The balance of

accumulated leave will be carried fonruard but the accumulation will never exceed 91 days.

Causal Leave

An employee shall be granted 20 (Twenty) days of casual leave in each year. Such leave

may be availed by an employee with the approval of the competent authority. Casual

leave shall be changed if the government order changed.

Casual Leave cannot be enjoyed for more than 10 (ten)days at a stretch.

Casual leave shall not be enjoyed between leaves.

Casual leave cannot be carried fonrvard to the next year.

5.6 Maternity Leave

A female employee shall be entitled to maternity leave for a period of 6 (Six) months which

is not debitable to the leave account,

A female employee shall not be entitled to such leave if the request for granting the leave

is not suggested by a registered medical practitioner or retainer doctor appointed by the

company.

No female employee of the company shall be granted maternity leave more than twice

(excluding still birth) during her entire service period in the company.

5,7 Extraordinary Leave

(a) An extra ordinary leave may be granted when an employee does not have any leave to

his/ her credit but when the employee concerned applies in writing for the grant of such

leave.

(a)

(b)

(c)

(d)

(a)

(b)

(c)

(b) The period of an extra ordinary leave shall not be more than 3

but such period may be extended under the following conditions,

(three) months at a time

i. When the employee is under medical treatment;
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ii. When the competent authority is satisfied that the said employee is unable to attend

his/ her duties due to unavoidable circumstances;

iii. When the competent authority may convert the period of absence without leave into

extra-ord i n ary leave with retrospective effect;

iv. The competent authority of the company may approve study leave for an employee

generally for not more than 02 (two) years as leave without pay. However the authority

may extend it up to 03 (three) years considering extra-ordinary circumstances.

5.8 Accident Leave

(a) Accident Leave may be granted to an employee who met with an accident arising out of

and in the course of his/ her employment and is incapacitated to attend his/ her duties, he/

she will be granted Accident Leave, in consultation with the medical officer of the company,

with pay to a maximum of 4 (four) weeks; which may be extended by the competent

authority in special circumstances.

(b) lf an employee sustains any bodily injury as a result of an accident arising out of and in

the course of hisi her employment, the company will provide, subject to the approval of

the authority, the following benefits:

i. Doctor's fee;

ii. Cost of medicine directly related to the injury;

iii, Other medical cost related to the injury;

iv, However, the total amount reimbursable will not exceed Taka 500,000/- (Five lac).

The Board of Directors or its designate reserves the right to change/waive the limit.

(c) The company shall not be liable for any accident benefit, if an employee:

i. Was under the influence of liquor or illegal drugs at the time of the accident;

ii. Has willfully disobeyed an order expressly given;

iii. Has willfully disregarded Govt. laws or safety regulations.

5.9 Ex-Bangladesh Leave

An employee may be allowed Ex-Bangladesh leave for purposes of pilgrimage, treatment, meeting

or visiting close family members, study and rest and recreation outside Bangladesh. ln such cases,

the maximum leave allowed shall not exceed 60 (sixty) days in a calendar year and shall be debited

from earned leave or shall be counted as extra ordinary leave. This leave up to Executive Directors

shall be granted by the Managing Director and for the Managing Director by the Chairman of the

Board.

5.10 Quarantine Leave

Quarantine Leave is the leave of absence from duty necessitated by the order not to attend the

office in consequence of the occurrence of the infectious diseases in the family/ household of an

employee. Such leave may be granted by the head of the office on the certificate of a medical

officer of the company or a govt. medical officer for a period not exceeding 21 days or, in

exceptional circumstances, 30 days. Any leave necessary for quarantine purposes in excess of

this period shall be treated as ordinary leave. Quarantine leave may also be granted where

necessary, in continuation of other leave subject to the maximum amount of admissible under this

rule. The period of quarantine leave shall be counted as working period.

t":'i ,4 e_ u\frtr*
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5.11 MedicalLeave

(a) Medical leave may be granted by the competent authority to an employee on acceptable

medical ground on the recommendation of the medical officer of the company. The leave

may be granted for the period as recommended by the doctor appointed for this purpose.

Such leave shall not be extended without the certification of the doctor, The period of this

leave will be maximum 3 months at a time.

(b) Medical leave may be combined with leave of any other kinds.

(c) Medical leave period shall be counted as working period and shall be debited against the

leave account of half average pay.

(d) An employee shall be entitled to full average pay [as per rule 5.4 (b)] as leave salary during

medicalleave.

5.12 Leave not due

Leave not due may be granted to an employee on contract up to a maximum of three months

(during one contractual period of three years) on the basis of medical certificate. When the

employee returns from such leave or is granted such leave, no leave will be due to him/ her or

credited to his/ her account, until the expiration of a fresh period spent on duty sufficient to earn

credit of leave equal to the period of leave which was granted to him/ her as ' Leave not due'.
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6,0

CHAPTER - VI

Honorarium, Bonus and Allowances

6.1 Honorarium

(a) The Board may grant an honorarium to an employee for work performed which is not

included in his/her job description and occasional in character and either so laborious or of

such special merit as to justify a special reward.

(b) The Board may, on a casual or intermittent basis, and under such conditions as it may

prescribe, allow any of the employees, in individual cases or class of cases, to provide

service to another organization at a fee prescribed by the Appointing authority for work done

or service rendered by him/ her to such department or organization. A portion of the fee as

decided by the appointing authority shall be paid to the concerned employee or employees.

6.2 Bonus

(a) An employee shall be entitled to 2 (two) festival bonuses equivalent to two months basic

salary in a year.

(b) The Board, in relation to a fiscal year, may provide performance incentive bonus to an

employee at such rates and on such conditions as it may deem fit subject to achievement

of KPI or net profit. The government shall set and evaluate the KPI target and accordingly

will approved the incentive bonus for the company.

6.3 Shift Duty Allowance

When an employee is required to work regularly on rotating shifts, the authority may allow him/ her

shift duty allowance at the rate of maximum of 05% (not extending tk. 5000) of the basic during

the period of shift duty as determined by the authority.

6.4 Charge allowance for combination of appointment

When an employee is assigned to perform duties of another post, in addition to his/ her own duties,

he/she may be allowed an additional allowance on the following terms and conditions, namely-

(a) There shall be a formal order from the Competent Authority for holding the additional post;

(b) No additional allowance shall be allowed for holding charge of subordinate post;

(c) No additional allowance shall be allowed when the period of dualcharge is less than 3 weeks

or more than 12 months;

(d) No additional allowance shall be allowed for holding the charge of a superior post which has

never been filled up by appointment; and

(e) For holding additional charge of another post, the employee shall draw the pay of his/ her

own post plus an additional 20% (not extending tk. 2500) of his/ her pay per month as charge

allowance.

6.5 Travelling Allowance

An employee shall draw traveling and daily allowance as per rates and conditions fixed by the

board envisaged in the relevant rules.

6.6 Medical BenefiU Allowance

An employee shall be allowed medical benefits/ allowances as per decision of the company board.

6.7 Fringe Benefits
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7.0

CHAPTER - VII

General Conduct and Discipline

7.1 Fidelity and Secrecy

(a) Every employee shall maintain strict secrecy regarding the affairs of the company and

shall not communicate directly or indirectly to any person the information which has come

into his/her possession in the course of his/her duties whether from official sources or

othenrvise, unless he is required to do so by law or directed by a superior officer in the

discharge of his/her duties.

(b) Every employee shall before joining service, sign declaration of fidelity and secrecy in the

prescribed form.

7.2 Conduct and Discipline

(a) Every employee shall-

Conform to and abide by these rules;

ii. Remain aligned to the company vision, mission, policies and goals;

iii. Demonstrate and par Demonstrate and participate in the process and show

commitment through performance;

iv, Observe, comply with and obey all orders and directions which may, from time to

time, be given by the Company and any person or persons under whose

jurisdiction, superintendence or control he may be;

v. Serve the Company and discharge his assigned duties faithfully, honestly and

diligently;

vi, Use his utmost endeavor to promote the interests of the Company;

vii. Observe proper decorum, attend office/duty wearing uniform, use safety dresses

and show courtesy in all matters to all concerned and the members of the public;

and

viii. Maintain shict secrecy regarding the affairs of the Company.

No employee shall-

Associate himself/ herself with any political organization, front organization of

political parties or othenruise take active part in politics or any political

demonstration;

Absent himself/herself from duties, or leave his/her station without obtaining

permission from his/her controlling officer;

Make any public statement'through media such as press, radio or television or e-

mail or internet or web-site, unless specifically authorized to do so by the

Company excepting on Company's day to day routine matters;

Accept or seek any other employment or office or part-time work, whether on

payment, stipendiary or honorary, without previous sanction of the appointing

authority;

(b)

ii.

iii.

iv.
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(c)

v, Engage in any trade or business without specific approval of the appointing

authority;

vi. lndulge in parochialism, favoritism, victimization, willful abuse of office, seizure

(Gherao) of office or any officer or coercion to office/staff in a body or individually.

Notwithstanding anything contained in clause (v) and (vi) of the above sub-rule, an

employee may undertake occasional work of a purely professional, literary or artistic

nature provided such work does not cause any embarrassment to the company,

No employee or member of his family shall-

i. Accept any gift or concession from any employee or person having or likely to

have dealing with the company; and

ii. Lend money to, or borrow money from, or place himself/herself under any

pecuniary obligation to any person or firm having or likely to have dealings with

the company.

No employee shall be a member, office bearer or representative of any association or

union other than a philanthropic, religious, social or professional organization unless such

association or union is organized for the welfare and safeguard of the interest of the

employees under the terms and conditions of the company rules and regulations in force.

(d)

7.3

7.4

(a)

(b)

(c)

(d)

Punishment and appeal

Grounds for penalty-Where an employee -

ls guilty of negligence to his duties; or

ls inefficient, or has ceased to be efficient; or

ls guilty of misconduct; or

ls corrupt, or may reasonably be considered corrupt because-

He/she is, or any of his dependents or any other persons through him/her or on

his/her behalf is in possession of wealth which is disproportionate to his/her known

source of income; or

ii. He/she has assumed a style of living beyond his ostensible means; or

The authority may impose on him one or more penalties specified in clause 7.5 of this chapter.

Penalties

(a) There shall be the following penalties, namely: -

i. Censure;

ii. Withholding, for a specified period, of increment or promotion;

iii. Recovery from pay of the whole or part of any loss caused to the company by the

negligence or any other misconduct of the employee;

iv. Removalfromservice;and

v. Dismissalfrom service.

Removal from service does

employment in the company.

not, but dismissal from service does, disqualify from future(b)
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7,5

7.6

Power to impose penalty

The power to impose penalty upon an employee shall vest in the authority competent to make

appointment to the post or a delegated authority, which is held by the employee in the company.

Suspension

An employee may be placed under suspension, pending inquiry, for any offence. The

power of suspending an employee shall normally vest in the Appointing authority or a

delegated authority. But the Controlling officer may also exercise this power with the

approval of the Appointing authority.

Provided that the authority may, if it considers more expedient instead of placing such

employee under suspension, by order in writing require him/her to proceed on such a

leave as may be admissible to him/her from such a date as may be specified in the order.

During the period of suspension, an employee shall be entitled to a subsistence allowance

at the rate of one-half of his/her basic. However, he/she shall be entitled to get all other

allowances admissible under the rule in full. An employee shall not, while under

suspension, leave the work place without prior permission of the authority,

An employee committed to prison on a criminal charge should be considered under

suspension from the date of arrest and should be allowed the subsistence allowances until

the termination of proceedings against him,

7,7 lnquiry procedure in cases of negligence, inefficiency, misconduct and corruption

When an employee is to be proceeded against under clause (a) or (b) or (c) 01 (d) under

"punishment and appeal", he shall be called upon to submit explanation in writing to the

authority within ten days for the alleged offence.

When the explanation of the employee is not found satisfactory, the authority shall frame

a charge.

The competent authority shall constitute a committee consisting of three officers senior in

rank to the accused to conduct the inquiry which shall submit a report after giving the

employee a personal hearing if so desired by him within two weeks (may be extended if

so required ) from the date of its constitution.

The competent authority shall consider the written statement submitted by the employee

in his/ her defense, the report of the lnquiry Committee and other circumstances. lf any,

and impose such penalty as it may deem proper in the circumstances of the case.

(a)

(b)

(c)

(a)

(b)

(c)

(d)

The decision of the authority shall be communicated by an order in writing to the employee

concerned. The proceedings under this rule shall be completed within four months from the date

of framing charge against an employee,

Procedure for disposal of a case, where an employee has been convicted by a court of law

When an employee is convicted by a court of law on charge of a criminal offence, the competent

authority may dismiss or remove him/her from the service of the company, or impose any other

penalty upon him without following the inquiry procedure or may not impose any penalty, if the

Appointing authority decides that the offence for which he/she is convicted is not liable to

diggglinary action under these rules.
f .f {z{' -& GI{*
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7.9 Summary Proceedings

An emploYee found guiltY of-

Habitual late attendance;

ii' Leaving place of duty without permission;

iii. Willful misrepresentation or suppression of fact;

iv'Misbehaviorwithotheremployeesormembersofthepublic,or

v. Unnecessary delay in disposal of files and records;

vi.seizure'Coerciontoanyofficeorofficer;

shail be cailed upon to submit expranation to the authority within seven days as to why disciplinary

actionshallnotbetakenagainsthim/herfortheallegedoffence.

(b)lfthecompetentauthorityis,onsuchaninquiry,satisfiedthattheemployeeisguiltyof

anyoftheoffencesmentionedinaboveshallimposeuponhim/hersuchpenaltyas

specified in 7'4 (a) & (b) of the 'Penalty Clause''

7'10 

;;O*t An emproyee shail have the right to appear once onry against an order imposing any

penaltyspecifiedinclausel,+tal&(b)ofthischapterexceptcensure.totheauthoritynext

superior to the authority imposing the penalty, and where the penalty is imposed by an

orderoftheBoardofDirectors,tn.,.shallordinarilylienoappealbuttheBoardof

Directors may review its own order suomoto or on ieceipt of representation from the

employee concerned.

Every appealshallcompty with the following requirements' namely-

i. lt shall contain all material statements and grounds relied upon and shall be

comPlete in all respects;

ii. lt shall specify the relief desired;

iii, lt shall be submitted through proper channel;

iv.ltshallnotbecouchedinimproperlanguage;and

v. It shall be submitted within thirty days from the date of receipt of the order of

PenaltY'

An appeal may be withheld by the authority imposing the penalty' it

It does not comply with the requirements of Appeal;

ii lt deals with matters, which are not relevant to the case;

iii. lt is found to be a repetition of appeal withheld or rejected before by the appointing

authority unless it discloses any new point or circumstances which afford grounds

for reconsideration ; or

iv, lt is addressed to an authority to which no appeal lies under this rule'

ln every case in which an appeal is withheld,

(a)

(b)

(c)

I

of the fact

(d)

and the reasons thereof'

the appellant shall be informed



(e)

(0

(g)

Provided that an appeal withheld under 7,10(c) may be re-submitted at any time within

thirty days from the date on which the appellant has been informed of withholding of the

appeal in a form, which compiles, with the provisions of appeal requirement mentioned in

Clause 7.10(b).

The appellate authority shall examine-

i. Whether the facts on which the order of penalty is based have been established;

and

ii. Whether the penalty is adequate, inadequate or excessive, and after such

examination shall pass such order as it considers proper.

An appellate authority may call for the records of any case including an appeal withheld

by an authority subordinate to it and may pass such orders thereon as it considers fit under

the provisions of these rules.

Nothing in these rules shall preclude the Company Board form revising, whether on its

own motion or otherwise, any order passed by an authority subordinate to it in exercise of

powers conferred on such authority by these rules.

7.11 Reinstatement

When an employee who was dismissed, removed or suspended is reinstated, the punishing or

appellate authority may grant him/her for the period of his/her absence from duty:

(a) lf he/she is honorably acquitted of the charge against him/her and is reinstated with

retrospective effect, the full pay to which he/she would have been entitled had he/she not

been dismissed, removed or suspended; or

(b) lf othenuise, such leave with full pay or with haltpay or without pay as the punishing or

appellate authority may prescribe,

Explanation- Except in case of leave without pay, the subsistence allowance, if any paid to an

employee during suspension shall be adjusted from his/her salary on reinstatement.

7.12 Bar to resign or retire by employees under suspension

An employee under suspension or prosecution on charge of offences under these rules shall not

resign or retire at his/her own option from service until the case is finalized.

k9
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8.0

CHAPTER - VIII

Service Record

A record of service of each employee shall be maintained separately in the form of Personal File and in

the form of Human Resource lnformation System (HRIS) [using software] by the company.

e-
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CHAPTER.IX

9,0 Retirement, Termination and Resignation etc.

Retirement9.1

(a) Normal retirement is mandatory upon the employee's 60th birthday except Executive

Director and above, The Executive Director and Managing Director shall retire from

service on his/ her attainment of 62 years of age but the authority may extend their service

up to the age of 65 years.

lf any judicial proceedings instituted by the company or any departmental proceedings are

pending against an employee at the time of his/ her retirement or as the case may be,

ceasing to be in service, he/she shall not be entitled to any retirement contribution to any

fund and the interest thereon, till the end of such proceedings and the payment of any

retirement benefit to him shall be subject to the findings of such proceedings. The proceeding

shall be completed within the time schedule mentioned in relevant section of the rules.

While paying retirement benefits, advances/loans if any due shall be adjusted.

Termination is used when removal of an employee by other means is not appropriate, lt is

permanently separation from employment rather than a temporary lay-off or retrenchment

with re-employment rights.

When terminating a contractual employee, the employer must give the following benefits:

i. 120 days' notice or 4 (four) months' pay in lieu of notice (basic pay only) in case of

contractual employee;

ii, Basic Salary and other allowances applicable through the last working day;

iii. Remuneration for unused Earned Leave (EL);

iv, Gratuity amount (if length of service attains/exceeds 1 (one) year of continuous

service at the date of termination);

v. Reimbursement of the employee's Provident Fund contribution and payment of

DPDC's contribution if employed for one year or more continuous years;

vi. Reimbursement of the employee's Provident Fund contribution only (i.e. without

DPDC's contribution) if employed less than one year;

vii, Accrued bonus amount, if any.

The reason for termination must not be given in any termination letter.

Every terminated employee shall be entitled to a service certificate i.e. a statement giving

the beginning & terminating dates of employment,

9.2

9,3

Resignation

Unless othenrrrise provided in the terms of employment or of any bond executed by an

employee, a contractual employee may resign from the service after giving 2 (Two) months'

notice in writing or refunding two months' pay in lieu of such notice or for the period by which

such notice falls short of 2 months and after repaying the dues of the company, if any.

Termination

(b)

(c)

(a)

(c)

(d)

(b)
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(e) lf an employee refuses to accept a termination letter a copy of the termination letter is to be

displayed on the Notice Board and another copy to be sent to the address of the employee

as available from the records under registered A/D post. While posting termination letter on

the office notice board, it should be signed by two witnesses on the letter itself. The

witnesses must be DPDC employee who is present when the lefier is posted on the notice

board.

Al terminations must be authorized by the Managing Director or his/ her designate.

The appointing authority may terminate the services of a probationer at any time without

giving any such notice in writing.

An employee may be discharged if he/she is so mentally or physically incapacitated that

he/she isn't able to continue the work. An employee may be discharged from service for reason

of physical or mental incapacity or continued ill health or other reasons not amounting to

misconduct. A qualified medical practitioner or a medical board must be formed to

examine and make recommendation. The cost will be borne by the mmpany.

On being discharged the employee must be given the following benefits:

i. 04 (four) months' notice or pay in lieu (Basic amount only);

ii, Basic pay and other allowances applicable up to the effective date of discharge;

iii. Remuneration for unused Earned Leave (EL);

iv. Gratuity amount (if length of service attains/exceeds 'l (one) continuous year at the

date of discharge);

v. Reimbursement of the employee's Provident Fund contribution and payment of

DPDC's contribution, if employed for one or more continuous years;

vi, Reimbursement of the employee's Provident Fund contribution only (i.e. without

DPDC's contribution) if employed less than one year;

vii. Accrued bonus amount in full or pro-rated on the basis of month being accrued.

ln case an employee falls under occupational hazard, DPDC will explore in all possible

manners to provide the employee a desk top job or other job which he/she can perform

under a certain period of probation as determined by the Management. lf the employee

fails to succeed in the job or a bona{ide medical practitioner or a medical board concludes

that the employee can't perform his/her job and accordingly Management decides to

discharge the employee then he/she will be given 4 (four) months basic salary as

discharge benefit in addition to other usual benefits.

All discharges must be approved by the Managing Director or his/ her designated official.

(0

(g)

9"4 Discharge

(a)

(b)

(c)

(d)

9,5 Retrenchment

A retrenchment means the termination by the employer of the services of employees, not as a

measure of punishment inflicted by way of disciplinary action, but on grounds of redundancy. The

following rules apply to any retrenchment of employees who have worked not less than one

continuous year:

(a) The retrenched employee must be provided

notice;

or be paid in lieu ofwith four months' notice
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9,6

9.7

(b) Employees with the least seniority in the same group of employees shall be retrenched

first;

(c) Gratuity amount;

(d) Basic Salary and related benefits up to the last date of service;

(e) Reimbursement of the employee's provident fund contribution as well as DPDC's

contribution;

(0 Accrued bonus amount on pro-rata basis;

(g) Remuneration for unused earn leave.

Grievance Procedure

Any employee who has a grievance in respect to any matter pertaining to the employment and

wishes to seek redress thereof must observe the following procedures:

(a) A written complaint should be given to their immediate supervisor.

(b) lf the employee isn't satisfied with the response from his/her supervisor, the employee

should write to the next level supervisor.

(c) lf the employee is still not satisfied, he/she should write directly to the Managing Director.

(d) An employee must bring the grievance to the notice of the supervisor within 3O(thirty) days

of the occurrence of the cause of such grievance, inquire into the matter and give the

concerned employee an opportunity of being heard and communicate the decision, in

writing to the employee,

(e) All complaints must be in writing, signed and dated by the employee(s), if they are to

receive consideration. No anonymous grievances or allegations will be considered under

any circumstances.

Gratuity

All conhactual employees who have completed a minimum of 01 (One) year of continuous service

shall be entitled to gratuity benefit at the rate of 2.5 (two point five) months basic salary based on

the employee's last drawn salary for every completed year of service in the following fashion:

(a) The employee will be entitled to obtain gratuity benefit at the end of his/her service in the

company.

(b) For the purpose of computation, after computing the number of full year (s) any part

thereof in excess of six (6) months shall be treated as full year and any period less than

that shall not be considered.

(c) The minimum period of 01 (One) years of continuous service shall not apply in the case

when an employee:

Dies while in service of the company;

ii, ls discharged on account of certified permanent physical incapacity or mental

infirmity;

ls retrenched due to the redundancy of the post;

ls retired on attaining the age of superannuating under the Service Rules of the

c0mpany.

iii.

iv.
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(d) No gratuity shall be granted to an employee'who has been dismissed or compulsorily

retired from the services of the company without retirement benefits as a measure of

punishment for his/her alleged misconducUoffense,

The last basic pay through fixation shall be the basis for the calculation of gratuity, For the

purpose of computation, after computing the number of full year (s) any part thereof in

excess of six (6) months [equal or more than 183 days] shall be treated as full year and

any period less than that shall not be considered.

Notwithstanding containing anything in this service rules can be called into/ used to

challenge any actions undertaken within the guideline of the previous DPDC Service Rules

2007 before commencement of this Service Rules.

Existing Appendix showing decision delegation concerning disciplinary process will be

issued separately.

Repeal. - DPDC Service Rules, 2007, is hereby repealed. But all ongoing activities under

the previous'service rules, before the commencernent of the new rule (2017), will be

disposed of according to the provisions of previous service rules (2007) as if the new

service rules (2017) has not come into force.

(e)

Note: (1)

Notet (21

Note: (3)

Pag* '2.7 *f '2'7

}L



APPENDIX
(Schedule of Recruitment and Promotion Guideline)
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DHAKA POWER DISTRIBUTTON COMPANY LIMITED

1An Enterprise of the Government of the People's Republic of Bangladesh)

Office of the
Deputy General Manager

Employee Management (Admin.)
Biddut Bhaban" 3rd Floor,

1, Abdul Gani Road, Dhaka-1000.
E-mail: dgmhrema@dpdc.org.bd

s'tRqt: 51.o8.Qobb,R.

q(ft? q:Frfir w{'t&T q-{i Er|+fnt lkq s ffiffi3 lesg-{ mfi6 qsm q-{rTffu "Dhaka
Power Distribution Company Limited (Employees) Service Rules,
20L7"-e< 3.3.4 tbl frf{< c"tl oq (1!) Elir{ UfrFls "Each and every promotion
shall be judged through an interview. The company board shall
approve the interview board for promotion': "lt.{prt Rf\ 3.3.4 tbl <s lfo
s'c{ Rft 3.3.4 (c) Rrar< .4TF 'Jal+-w{6qn Dhaka Power Distribution Company
Limited (Employees) S ervice Rules, 20L7 -,A q-$g@ T-{t qmt 

I

{sqk{ Dhaka Power Distribution Company Limited tEmployees)
Service Rules, 20L7"-e< 3.3.4 q-{rqrtr Fw<fusk< "t0s qm:

"3.3.4 Guidelines
(A Promotion of aII employees shall be subject to the fulfillment of

required period of seruice as stipulated in the schedule of Recruitment
and Promotion and the rating of performance appraisal.

@) Promotion to the post of Assistant Manager and eguivalent shall be
subject to the fulfillment of conditions stipulated in the Schedule of
Recruitmenil Appointment and the rating of the Performance
Appraisal.

@) Each and evety promotion shall be judged through an interuiew. The
companyboard shall approve the interview board for promotion.'

GPf&fr Eftffffif +ftq-{ trr\btrT qsR fiqtg q-fltft ,q qtf-ff{ ffi +-*t qrqtr

G&q{,,{{dR {,tr+qm6 (qt5frfirrEt"Fl

RB{nqffi,&fat&frr
qqGa, +fl
b. q&frEBs ffir (qt5fifirrs+la qs q?E.ql-f,/ ?&ffi</ q'lk3rl-fl/ fip-ryt1, GPtEfrr

- r i. mT-"ffft qtrv Gr ?&fimr .........tcq-ffr<q qlTr{qkt.... ..., GPtGfrl

&" yffffifu( i&Gmtr ...1&&qq .../ffie [.ne&lfiq{,g, GPtGfrr

8. e&fr-uEsi&fiRt-<... .., GPtffir
a. qftq nPy q$t-< +tiqr



//

ut?Ft "ilsrr{ eruR$r;4 c-f,t-ffir frfrcBu ){,,*'[:',"#l[""n.n",
plrAKA powER prsrRrBUTroN coMpANy LrMrrEp E,pll{9.:.uiilg-.TTt(Admin')

1Rn nnterprise or trre covernment of trre reopb shr ,, 
"il1i[f,1t#ij;1i[:i;r,E-mail: dgmhrema@dpdc.org.bd

o-ffrqt: ls.o\b.QoSb-R.

{EElr
q(frE r?F-rart w<ut&< q-{i qf{f.{l !t(q 61, ffiffi,T tessT cqfg {sT-{ q-{(q.fiE "Dhaka Power
Distribution Company Limited lEmployees) Service Rules, 2017"-e< Note: (2)-q<
M.fqT q-{qt_ft &PtEfr qT6{ 1ryq-qool-€< Appendix-e GRFts q+E Dhaka Power Distribution
Company Limited tEmployees) Service Rules, 20L7 -qa General Conduct and
Discipline-q< qrrlrm Appendix Rrq-c< fitx<Ffustr< q-eg@ q<l qffill

Appendix
tVide Chapter-Vllt

7.0 General Conduct and Discipline
Statement showing the authorities competent to order preliminary inquiry, initiate proceedings, impose

nalties and to decree Is.a

SI
No.

Class of posts

Authority to order
preliminary inquiry

or to initiate
proceedings

Authority to
Lmpose penalty

other than
removal from
service and
dismissal

Authority to
impose any

penalty including
removal from
service and
dismissal

Appellate
Authority

L.

Deputy General Manager/
Superintending Engineev
Chief Medical Officer to
General Manager/ Chief
Engineer/ Equivalent

Head of the office
not below the rank

of Executive
Director

Concerned
Executive
Director

Managing
Director Board

2.

Assistant Manager/ Assistant
Engineer/ Medical Officer to
Manager/ Executive Engineer/
Senior Medical Officer

Head of the office
not below the rank

of General
Manager/ Chief

Engineeri
Equivalent

Concerned
Executive
Director

Managing
Director Board

3.
Accountantl Junior Assistant
Manager/ Sub-Assistant
Engineer

Head of the office
not below the rank
of Deputy General

Manager/
Superintending

Engineer/
Equivalent

Concerned
Executive
Director

Managing
Director

Managing
Director

4.
Below Accountantr Junior
Assistant Managel Sub-
Assistant Engineer

Head of the office
not below the rank

of Managev
Executive
Engineer

Concerned
General

Manager/
Chief

Engineer/
Equivalent

Concerned
Executive
Director/
Managing
Director

Managing
Director

G&qq, .q{dft {111q116 1vt-sfif,rEtfil
reTiH kmrcr{r, GPt&frr
q{ffit:
5. eBfrEEs ffir (qtsfifir€{fi sv qtE.qFu iGffiv q"Il-(G,Fm/ fram, frPtGfrl
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$RqI:

Office of the
Deputy General Manager

Employee Management (Admin.), HR
Biddut Bhaban, 3rd Floor

1, Abdul Gani Road, Dhaka-1000.
Fax: +B80-2-9554759

E-mail: dgmhrema@dpdc.org,bd

p .t. ?DE. 58QC <€oifq

{C rfu, Qo5b Rtlr

qiffi aq6qs wat&< qll qf{ffi {tcq 6{, Gfl&fr'< \e5s{ cO6:rot-< q-{rTIfrs "Dhaka Power

Distribution Company Limited lEmployees) Service Rules,20'1.7"-q< APPENDIX

tschedule of Recruitment and Promotion Guideline)-q< cfm Grr<ffu q<-tE qi(Tfsn

$-{t q6qt:

"Maximum age limit may be relaxed by 05 (five) years for departmental
candidates (DPDC's employees only) applying against open advertisement for any
entry level post."

Gf?&fr 'tRlTEiT "Ffm-< QccE-{ {-sl-{ Fmt-s q-fltft ..q qKEt< qrft <'rt <qtr

&&q+ .{{dfr alIr+wcli 1ufsfrGr€t"r{l
fuTfi-{ffir.&Prffir

^N+fiI^ll, Ivt

q{ffi'
ob. €&fr-BEs ffi{ (qrufrf,qdT.E €s,!iE.qK/ ?Gffi<l q't]r{-1-{E/ ft+flq), fuflGBr
ot. .rr-"l].fr crrcffi/rsnrcfl{ Tjlr+ql-<. ..../Gr ?GfiTK. .., Gf}t.ffit
o'r. ffierfrqqet$cw6ffi{ /I"ltR_{CB( ?&GRT{ .lG&qr. ., fuf4Gfrt

o8. qmEs ?Gfr{r<. ....,ffit
oc. qfur oPtl at$m Hie I

,{Kf {'!T: b-1.8o8.888.oo.oo. ogo.Qo5g.



ffs-t {texk effiRBfi ml-{fi frFKts
DHAKA POWER DISTRIBUTION COMPANY LIMITED

(An Enterprise ofthe Government ofthe People's Republic ofBangladesh)
Website: www.dpdc.org.bd

stR{: o\l qf$E, 58t\L <€otfq

.(O E{, tosb Rpst-q

q(fr? r+rE=r q<'t&< q{i qlqfnT ltcq cr, < Q\bs\g--{ mt6 q-sl-{ q-{(Tkrd-{ "iRcde-(g
"Dhaka Power Distribution Company Limited tEmployees) Service Rules, 20L7"-,ilf;m<f+o

{lffir
&f4ffi'

!rt{4.
mt-it

)Tfff{ {Ec-s<
q{rqry R{E

fr-q<"t c(rfi{{./ fr6ls

05. 5.4 tal
Maximum 60 days of earn
leave may be en'cashed at a
time.

Maximum 60 days of earn leave may be en-
cashed at a time tExcept for retirement,
resignation, termination, discharge,
dismissai, removal from service and
deceased) cffl AfuEf"Fl

o\. 7.7 tat
s-{Rq 7.7 tal-€K dqm 41?C{ ral
or (b) or (c)-€< fl(K or-€l {fr
o1 frflr{q errpl

q{fqq 7.7 tal-"eR gaN ETiC{ tal or tb) or (c)-,!<

A.= 01_€K{ffi or A-<t iftqI"nr

firxrt< crym

CGPA
English Medium-€n ffi18
csrflerd f<Tel ftBq+ qrfrr

alGq {q -e frk-nTn CGPA <qIE c{c< English
Medium-€3 ffirc GPA Cw<ifuqr< 't"l{l +31
eT<.

Letter grades of O Level and A l-evel
subjects are to be converted into grade
points on the basis of A= 4, B= 3, C= 2 and
D= 1. Grade Point Average IGPAI is
calculated by averaging the grade points.

08.

cr|4atrjl'r.,

TT]Z{W]<

t,r?u.'qt$ arq
{dHfr frmrc"r<
qlr ft+r"rs
,qIstfsl

e1ffi {i|rdqB (s?E.qiK) "1I!qfi{R firrrc't< qnt Ftw'te
ffiail-tc.I "At least Master
degree in HR Management
or any other relevant
subject" Brsq TCTtcsr

,eficB-r6 qfir{-qEr (qtF.qro 'rfi c-{ffi frel.rc't<
q-{I fiffirls RI6lIsi "At least Master degree in
HR/ ManagementiManagement
Information System tMlSylnternational
Business/ Organization Strategy and
Leadershipl Public Administrationl
International Relations/ Economics or
MBA major in HPv Management/
Management Information System
(MlSylnternational Business/ Organization
Strategy and Leadership" cBlt A@"Ht

oA.

qfdq<effi
{rr;lql3
(€QE.qm 4m
{ilqR frrxtrt<
q{Tfurc
C{toil-tc-I

Efr'n< eFicffi rilr{qt{
(,{Tu.qfg "l6n T{ffi frmfc"k q-li

f"mrfls CqTflf\ri "At least
Graduate degree in HFv
Management or any other
relevant subject" Ergq <rrrqt

EfrnF sFHEJt-6 lltnqt{ (qtF.qro "rcn r-ffiR
frRrr"r< s-{r trts.t"ts c{trB\5l..At least Graduate
degree in HRI Management/ Management
Information System tMlSylnternational
Business/ Organization Strategy and
Leadership/ Public Administrationl
International Relations/ Economics or BBA
major in HRI Management/ Management
Information System tMlSylnternational
Business/ Organization Strategy a45!-
Leadership" erfl afrEl"r{ 5:

Office of [he
Deputy General Manager

Employee Management (Admin.), HR
Biddut Bhaban, 3rd Floor

1 , Abdul Gani Road; Dhaka-1 000,
Fax: +880-2-9554759

E-mail: dgmhrema@dpdc.org. bd
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€ftqBfl-B rnwq-r{ (fufltq) "l-cn frml{:"rcaxfu
64-fif-so:8o A-< aftt"nt

€fiqBrf {rtcd-q-r< 1ftare) "trn
fu${.e1-6q6fu dlFf = rb1 :srr I

qfiqfi'B lit-dql-{ gt?frB "nq
frrxtt,"faawfu F-IEI= rb 1 : rr rr I

sFrqffi li1_5{q-{ gf{ffi; ofcq fuut:ffi
Cf,fi=rbo:8o SBI gfu{.["l{t

Tfi(dqt<
gftffil "nq
kc*t't s
"r4r-{fu (oEf

effi {itnqt{ (ftaltq) "m q-<l:TR ftmfc'm
wq]'fu'ls ffi6nq "At least Master degree
in Finance/ Accounting/ MBA lFinance/
Accounting) from any recognized
university" EffiA@r4{l

eFmBflE {itr;rqr{ $r+]-qy "rcn
rKrqf? fi-ertz't< qnl ft'nrl-.r-
(qTc]Isf "At least Master
degree in Commerce/
Financei Accounting/ MBA
from any recognized
univer sity. " Ecsq <rr(q I

:{nr{q-]3 lftrartx;

"Tfi,|{ffi
Grmc'rr fi,n-I'io
5qoffi

qfrrR s1ffi {16{ff{ f,+}-lrfO "m 4<1aR

frrxif'f< siaT trfsTlg cllrllo1 "At least Graduate
degree in Finance/ Accounting/ BBA
(Financel Accounting) from any recognized
university. " t1_<,t dfuql4{ t

qfu< sFrqBr6 {itnqt-<

Gr-cfi-ql "i-cq r{ffi frrxfcuf< s-rT

ft-+f"rc C{T611-s-l "At least
Graduate degree in
Commerce/ Finance/
Accountingl MBA from any
recognized university. Baf,{

<({IqI

qfiT< drFflm
xttrdsl< 1fuot x;

"rc? ffiffi
fresft"l{ Flsl'ls
,,:it0ffi

*F^t:.lg
C{feTTrr 

"fTdlo 
CFII{T

cflnl_c{a rnrdsl-< (€ EE. sK )

&ft&Ftt
^ ."tr)tth

Tro)
IIq$aTIef:

os. efuft-E6s ffiK 1qrsfrGTdt14 €s €?D".qtV ?&GrTfR(/ q"llr<-l+ry Fr-+flx;, Gf]fffir
ot. csT-"ffr cqreErR/ cwqfmq rlir+qi-T. ....../6T ?BGrgl_{ .. ., &f}fGfrl

o.:. ffie/ freqe/ ffi ffi<.. ....i{ffifu( ?&FITIg...... /ee€r..........., Gf}[&fr1

oB. ,!&fuBEs ?GCRI{. ............,&Pf&frt

oc. qFFq +Ptl xfSm qlQq 
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>[l:FF ffi;l: b,l. 8o8. 888. oo. oo.o\bo. eo5rb. ] I A O glfr{:2 &-Ttffis, 53q\b <€{fq
>€ qI_':,q-{" to5b &S1-q

q(ftt? rrc-cam qqtt&K q-{ qffi rkq ({, &PlGfr'< errsrc-{ cill, q--vm w$*ftrs "Dhaka power

Distribution Company Limited tEmployees) Service Rules, 201.7"-q( APPENDIX

tSchedule of Recruitment and Promotion Guidelinel-e< ,q1ffi qllcdqfsr (,qtE.ql-fl)

,q<( qRT{ ,qffi {,k-dqf{ (qQE.ql{) "trq. T{f{R fi-crfc"f< qa1 fiqT'ls 6n1ffiFr (q'ct ({ {<
Rrcx {lE?F/ wlscsle3t $c{tq-a (>ukrs {-t"i: b1.8o8.888.oo.oo.oso.lo5u.1brb; ffisl: \o W \o5b)
skq-< qlRI 'Law' q<( 'Mass Communication s. Journalism' Rr{ T'tr .q-€s
ffiqr<t
&P[Bfr'< frmt't e "rCTl{& 

q(srs m; ofrE< alg Qs.os.tobbR. ETkRI q-{frE Ts]T ilitrEtD-{trg

'JAs FmTs q-fltft e nffia ffi n-<t <qtr

: {fr{qffi{
G&qr, qrafr {Jtmqcrn tqrsfrfir$?fi1

o5.

oQ.

o9.

o8.

oA.

RB:rrrr Rmr,fu. GftfUfrr
;-+a\ril

,/qailaf't:

q&fr-EEs ffi" gtufifinGt"n qs.qtE'.qtK/ e&ffi</ q"rmrnq/ fr+r1-$, &Ptffil
cqrfrdq qlk-{ql-f,... ...../Cr ?GfiTr<... ..7 6q1.a1fi c{@EtR, &Pt&fr1
ffielfreqrgl$cq.bffi(..........lTftffiB( Q&FrxI-<...........1fr&,{r..........., &ffifrI
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{E fifr"frFrcBs
DHAKA POWBR DISTRIBUTION COMPANY LIMITBD

(An Iinterprise olthe Government ofthe People's Republic ofBangladesh)

Website: www.dpdc,org.bd

Office of the
Deputy General Manager

Employee Management (Admin.), HR
Biddut Bhaban 3rd Floor

1 AbdLrl Gani Road. Dhaka-1000

Fax *E80'2-9554759

E'mail dgmhreina@dpdc org bd

{TSO n-T;T : ts1. 8 o 8. 88 8. oo. oo. o go. lo 5 \L b-G\-,

&f{ffi'3 Q\etET co6 +sT< fix<f{s fiq]-uqx wqrfi-t kl-<l qt-ft ffiI {cart:

: }ll^15

&&q{, q{SR T'rr{q(Ts fqt\sfifirc$?"Fl

(s) "Dhaka Power Distribution Company Limited lEmployees) Service
Rules, 2AL7" -aa q-{rn[ 4.8 e frrrle ffi*ot qimrsr{ q{t qratl:

(c) On every 1st July each contractual employee will receive annual
increment of hisl her pay at the rate to be determined from time to
time by the Board.

(d) A newly recruited contractual employee shall not be entitled to an
annual increment unless hetshe completes minimum 6 (six) months
during the last preceding financial year. In case of promotion of an
existing employee, the increment date would be as usual i.e. L'tJuly
of each financial.year.

(e) The annual increment in the pay grade shall be allowed unless it is
withheld or forfeited by the competent authority for inefficiency or
punishment. In case of any punishment or leave without pay, the
increment date will notbe changed butthe employee will not get any
benefit for the period.

({) +$qr+< q-{crk-d-.$rq arrMl cq'm qfiT.{ q{trft{ {ketfrfiT{ q{ff-ftf, c{s4 qrstn fr{r{
mtqttfrre <lg-<1T{ $3rt {tr{t

("D e$t qd <qr< coF eqffi s-+ eE increment {t '11{ c{ kq{E fiFEs q{cs {(< I

o5.

ol.
o\9.

o8.

oC.

,i'i

fiwn-{ kffit>ir. ffir
t-F\q+frPt' ' v

,!&ft-Bffis ffi< fottsfitf;tad?-H qs €?E.qtK/ ?Gffi(/ qltm.r-pr/ Fr,-qim. fuf1&Frr

csr-'iTfr ffi@EIR/ csrdrmf, {rrffq-].{. ...../Ar ?&fiTr< ..... Gf}r&fi I

ffietFex,e/ffiffi( " i1fik-{Cfu(?&FRt< ./ffieE. ..itsftftsftr

e&fuBB'5 ?Gfiirm ......fuf"tfGflr
qfrq nPtl w$r< aftq1

ffiq' a?-ry:!9r.]9F
aj EEE' io5b Qlsm
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>IlT.{s .l€{: tsq. 8o8. 8g8. oo. oo. o\bo. io) g(o5). 5tso8
"ffiq . =r ffi'st\sl:lt"i

)a qf{rrfi, l"l"ffirq
Rf{rm{

CJ?GI} "fl?bt"tll "irirt< lr:ror lr:td fihtd ery\i{i lGFiGljr,.< ts5s:r r<1.6 qsH w*rlEirc"Dhaka Power Distribution Company Limited lEmployees) Service Rules, 2017,,_qfix<lai'c fi*pr{s q(c{l-,i.{/ c<m<.{ ${t aforl:

.t{{ (c)-({ mc{,,lsuperintending

.lg('? o{ qrqt t

(RD Dhaka power Disl.ributjon Company Limited {Employees; Service Rules,2017 "-s { A,.ENDIX rschedure of Recr:uitment and promotion Guidetine)_€Kc{rq ft{{Re E<"lB x<c<lq.r $dl qrotl:

"Required period of experience needed in a feeder post may be reraxed upto a maxrmum of 06 (six; months in case of exigency of service or if there isshortage of qualified employees fo. p.ornotio.r.,,

: )lii{wbrt.r
ItsGqr. s!fl1l xflCl\qC{.0 f lrrllrrtrr{ et l.1

EE:rrlq 1?ffipir{, Gf qGf,r 
r

-L6*11q{frfi: \J l/ /

05. ..{f}f}-Efr*, 1Br<6< (ortslirk>rd!+{ q.s qlb .,rlv ?GIhrfnV \rrEtctri.+{/ ft.liqt qRi}lD quefiulrcrfl, Gf;rful3rr

$ : :J:-:Tl:l] : ^ _ rE+ i@I..w< lrn.,n6r qtr{, GA&nr
:: X{:"=-lT:r Grst*< Pjqr{'rdlE< een",. )ruor;. -l: ;il;og. qlaji€iDu i&fixr< .. . . rvr"lrvri

az i;r^^=,*{:r,-,.-n--,q '" ',GItG1}fod.. qfipq +1?/ {l$t.< rl!"ir
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