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Awf‡hvM m¤úwK©Z bxwZ 

Grivience Policy 
1| bxwZ /Policy: 
 

gÛj Bw›U‡gUm& wj: kªwgK/Kg©x‡`i †h †Kvb ai‡Yi Awf‡hvM ¸iæZ¡ mnKv‡i we‡ePbv K‡i Ges †m¸wji h_vh_ 

wggvsmv Ges mgvav‡bi gva¨‡g KviLvbvq kªwgK-gvwjK mK‡ji g‡a¨ mym¤úK© ˆZwi mn my¯’̈ -my›`i Kg©cwi‡ek 

eRvq ivL‡Z e× cwiKi| G†¶‡Î †Kv¤úvbx ivóªxq AvBb I wbR¯ ̂wbqg-bxwZ †g‡b P‡j|  

2| ev Í̄evq‡bi c×wZ I c`‡¶c/ Practices: 

2.1| KviLvbvq Kg©iZ kªwgK/Kg©Pvix‡`i Rb¨ Awf‡hvM c×wZ:  
K) †gŠwLKfv‡e Awf‡hvM Kiv n‡j †gŠwLKfv‡e mgvavb Kiv nq| 

L) wjwLZfv‡e Awf‡hvM Kiv n‡j wjwLZ fv‡e wm×všÍ Rvbv‡bv nq| 

M) kªwgK‡`i †Kvb Awf‡hvM _vK‡j wbgœwjwLZ Dcv‡q Rvbv‡et 

 mycvifvBRvi/BbPvR©‡K Rvbv‡e|  

 I‡qj‡dqvi Awdmvi‡K Rvbv‡e|  

 Awf‡hvM ev civgk© ev‡·i gva¨‡g Rvbv‡e| 

 hw` GK kªwgK Ab¨ kªwg‡Ki weiæ‡× ‡QvU-LvU †gŠwLK †Kvb Awf‡hvM _v‡K Zvn‡j Zv‡`i mswkó 

jvBbPxd/BbPvR©‡K Rvbv‡e| jvBbPxd I BbPvR© mgš̂‡q 3 w`‡bi g‡a¨ Zv mgvavb Ki‡eb| G mKj 

Aby‡hvM mgvav‡bi Rb¨ hw` I‡qj†dqvi Awdmvi/ cÖkvmb/GBP Avi wefvM‡K Avnevb Kiv nq Zvn‡j 

Zvnviv AskMÖnY Ki‡Z cvi‡eb| 

 hw` kªwgK KZ…©K jvBbPxd Gi weiæ‡× Aby‡hvM m„wó nq, Zvn‡j BbPvR©‡K Rvbv‡e| I‡qj‡dqvi Awdmvi 

I GBP Avi g¨‡bRvi 3 w`‡bi g‡a¨ Zv mgvavb Ki‡eb| 

 BbPvR©/wefvMxq cªavb ev †Kvb wmwbqi Kg©KZ©vi weiæ‡× Kv‡iv †Kvb Awf‡hvM _vK‡j Ges Zv hw` 

wjwLZfv‡e (HRD/ADMIN) ‡K Rvbv‡bv nq Zvn‡j wZwb †mB welqwU 7 w`‡bi g‡a¨ GWwgb cÖavb Ges 

g¨v‡bRvi wba©vwiZ c×wZ‡Z mgvavb Ki‡eb| GmKj Awf‡hv‡Mi †iKW© msi¶Y Kiv n‡e| 

 GQvov kªwgK‡`i †h †Kvb cÖKvi Awf‡hvM ‡h †Kvb mgq I‡qj†dqvi Awdmvi‡K Rvbv‡Z cvi‡e| 

I‡qj†dqvi Awdmvi wb‡R/cÖavb cÖkvmK I GBP Avi g¨v‡bRv‡ii mn‡hvwMZvq 7 w`‡bi g‡a¨ Zv mgvavb 

Ki‡eb| 

 GQvov kªwgK‡`i †h †Kvb cÖKvi Awf‡hvM / civgk© ‡Mvc‡b I wbf©‡q mivmwi †Kv¤úvbxi GBP Avi 

g¨v‡bRvi I d¨v±ix g¨v‡bRv‡ii wbKU Rvbv‡Z cv‡ib| 
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†iKW© b¤î, WKz‡g›U MI/Policy 
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2.2 wjwLZfv‡e Awf‡hvM Kiv n‡j wbqgZvwš¿K e¨e ’̄v MÖnY bxwZ (Handling Procedure 
of written Complain) 

 

gÛj Bw›U‡gUm& wj: cÖwZôv‡bi wbqg k„•Ljv Ges Kg©‡¶‡Î Am`vPibKvix e¨w³i weiæ‡× KZ…©c¶ wbqgZvwš¿K 

Abymib c~e©K e¨e¯’v MÖnY K‡i _v‡K| cÖv_wgK ch©vq Aciva Kivi Rb¨ wjwLZ fv‡e KviY `k©v‡bvi †bvwUk cÖ̀ vb 

Kiv nq Ges Awfhy³ e¨w³i wjwLZ Reve MÖnY Kiv nq Ges Awf‡hv‡Mi mZ¨Zv hvPvB‡qi Rb¨ cÖ‡qvRb Abymv‡i 

AbymÜvb wUg wba©vib K‡i †`qv nq Ges D³ wU‡gi †ckK…Z wi‡cv‡U©i wfwË‡Z Awfhy³‡`i wei‡×P~ovšÍ mZKx©KiY 

cÎ †`qv nq ev Zvi weiæ‡× kªg AvBb Abymv‡i e¨e¯’v MÖnY Kiv nq|  

wbqg Zvwš¿K e¨e¯’v MÖn‡Yi cÖwµqvt 

                                     Aciva 

 

      KviY `k©v‡bvi †bvwUk 

  

    Awfhy³ e¨w³i Reve 

 

  

 Awf‡hvM ¯x̂Kvi Ges Acivax                        Awf‡hvM A¯x̂Kvi Kiv 

    

AvBbvbyM e¨e¯’v MÖnY/ mZKx©KiY †bvwUk                    Z`šZ 

  

 

                                      Acivax bq                                       Acivax 

 

¯v̂fvweK fv‡e KvR Ki‡e           PzovšÍ mZKx©KiY †bvwUk/ AvBbvbyM e¨e¯’v MÖnY 
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2.3 Awf‡hvM Ges civgk© ev· (Complain and Suggestion Box) 
Awf‡hvM Ges civgk© ev‡· †Kvb Awf‡hvM Rgv w`‡j KZ©„c¶ Dnvi wfwË‡Z I Z`šÍ mv‡c‡¶ h‡_vchy³ e¨e¯’v 

MÖnY K‡i _v‡Kb|    

cÖ‡Z¨K Uq‡j‡U Awf‡hvM/civgk© ev· i‡q‡Q hv mivmwi cÖavb cªmvmwbK Kg©KZ©vi I d¨v±ix g¨v‡bRvi Gi 

wbqš¿bvaxb| I‡qj‡dqvi Awdmvi GBP Avi g¨v‡bRv‡ii Dcw¯’wZ‡Z cÖwZ mßv‡ni e„n¯úwZevi Awf‡hvM ev·  

†Lv‡jb Ges cÖvß Awf‡hvM cÖavb cÖavb cªkvmwbK Kg©KZ©v‡K Rvbvb| cÖavb cªmvmwbK Kg©KZ©v Awf‡hv‡Mi mZ¨Zv 

hvPvB‡qi Rb¨ AbymÜvb wUg wba©vib K‡i †`b Ges D³ wU‡gi †ckK…Z wi‡cv‡U©i wfwË‡Z Awfhy³‡`i weiæ‡× 

cÖ‡qvRbxq e¨e¯’v MÖnY K‡i _v‡Kb|  

hw` Awf‡hvM Ges civgk© ev‡· †Kvb civgk© ev kªwgK‡`i ‡Kvb Pvwn`v _v‡K KZ©„c¶ cÖ‡qvRbxqZv hvPvB mv‡c‡¶ 

h‡_vchy³ e¨e ’̄v MÖnY K‡i _v‡Kb| Gm¤úwK©Z Z_¨ msMÖn I msi¶b Kiv n‡q _v‡K| 

3. `vwqZ¡ I KZ©e¨/Responsibilities:  

3.1 Admin, HR and Compliance Asstt. Manager kªwgK/Kgx©‡`i Awf‡hvM c×wZ m¤ú‡K© cÖwk¶b cÖ̀ vb 

Ki‡eb| 

3.2 I‡qj‡qvi Awdmvi GBP Avi g¨v‡bRv‡ii Dcw¯’wZ‡Z cÖwZ mßv‡ni e„n¯úwZevi Awf‡hvM ev· Lyj‡eb Ges 

cÖvß Awf‡hvM cÖavb cÖavb cªmvmwbK Kg©KZ©v‡K Rvbv‡eb| cÖavb cªmvmwbK Kg©KZ©v Awf‡hv‡Mi mZ¨Zv hvPvB‡qi 

Rb¨ AbymÜvb wUg MVb Ki‡eb| 

3.3 Admin, HR and Compliance Asstt. Manager G m¤úwK©Z ‡iKW© ivLvi Rb¨ `vwqZ¡cÖvß e¨w³| 

3.3 The Managing Director ev †Kv¤úvbxi wba©vwiZ `vwqZ¡ cÖvß e¨w³ Awf‡hvM m¤úwK©Z bxwZ  †Nvlbv 

Ki‡eb| 

 

4. †idv‡iÝ ev m~Î/ Reference: 
 

 ivóªxq AvBb 

 †Kv¤úvbxi wbR¯ ̂wbqg-bxwZ|  
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