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General Manager

Required

Qualification

Graduate in Civil l-lngixiccring from reputed college with Post

graduation in Environment Engincering.

Desired
Qualification /

Experience

Post Graduation in  Urban Planning / Environment
Engincering with at least 25 yrs experience in Real estate,
Urban infrastructure, Urban Planning, Policy preparation in
the Government Sector with field experience of construction

related to Housing and Urban development.

Salary Band

2,90,000.00 per month ( Basic Salary: Rs. 2,00,000.00 HRA: Rs.
30,000.00 Special Allowance: Rs. 25000.00, Conveyance
Allowance: Rs. 25000.00 medical Allowance: Rs. 10,000.00)
Salary band is lower than and is based on Govt. Ord. No.
26/2018/632/35-1-2018-6/9(2)/2018 Dated 25.09.2018, HR policy
for the SPVs under Smart City Mission.

Eligible Age

The incumbent should not be more than 65 years of age

Target profile

e Should have strong experience in implementing large &
projects in urban infrastructure preferably in more than one
sector

o Strong capabilities in latest practices in project management
& execution monitoring including latest tools & technology

e Should be proficient in computers with various project
management and design tools.

e Should have leadership ability, with good communication
skills.

e Should have experience in working with governments/
urban local bodies.

e Exposure to all elements of Project management i.e. project
design. project planning, contracting and execution
monitoring and operation and maintenance is preferable.

e A good team player, citizen centric thinking, strong work
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e cthics and ability to meet deadlines and work well under

pressing time.

Responsibilitie

S

e Responsible to make key decisions regarding budget
adjustments and change in scope of projects.

e Responsible for monitoring the work of various contractors
and consultants including PMCs.

e Accord required approvals of work plans, budgets and
schedules.

e Ensure projects are completed in time and within budget
while working within the project's scope of work (SOW).

e Responsible for preparation of project reports for
presentation to management and management review.

e Ensure adherence to all standards including quality
standards and safety standards.

e Works collaboratively with all peers to ensure.

Mission Manager General

Desired
Qualification

Experience

/

Should have experience of working in planning of Social
Infrastructure projects for ULBs / State / Central Government for

at least 10 years.

Salary Band

2,00,000.00 per month ( Basic Salary: Rs. 1,10,000.00 HRA:
Rs. 30,000.00 Special Allowance: Rs. 25000.00, Conveyance
Allowance: Rs. 25000.00 medical Allowance: Rs. 10,000.00)

Salary is negotiable and depend upon suitability of Candidate

A &c

35 to 60 years




Target Profile T

The incumbent should be a two-year full time Master of
Business  Administration/Post  Graduate  Diploma in
Management or CA/ICWA.

Should have experience of working in planning of Social
Infrastructure projects for ULBs / State / Central
Government for at least 10 years.

Experience in financial modelling, in urban infrastructure
financing and PPP.

Should have experience of preparing high quality reports
and plans.

Should be able to monitor updating of MIS and ensure
periodic reports are furnished to the Mission Directorate.
Previous experience in working with government is

mandatory.
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Experience of conducting financial feasibility and project
structuring of urban infrastructure projects preferably
experienced in  Financial ~ Modelling in  Urban
Infrastructure and PPP.

Should have knowledge of contract acts, model contracts,
concession agreements and procurement rules and
guidelines.

Previous experience of project monitoring and setting up
of various monitoring tools or MIS.

Should have knowledge of social issues in urban arcas
specifically in slums and peripheral arcas.

Should have very good presentation and report writing
skills with ability to analyse and produce reports with
great insights and present the same to the Board and
external stakeholders.

Should have leadership ability. good communication skills
in regional language and English.

Previous experience in working with governments and




urban local bodies will be an added advantage.

Should be capable of working with multiple stakeholders
with ability to convince and negotiate.

Should have ability to analyse situations. identify
problems. implement solutions. and evaluate outcome.
Should have hands on experience of project management
with excellent analytical and presentation skills especially
relating to inputs for senior management decision making.
A good team player, citizen centric thinking. strong work
ethics and ability to meet deadlines and work well under

pressing time.

Responsibilities

Business Planning for the Senior Management

Conducting and reviewing financial feasibility and project
structuring of urban infrastructure projects.

Prepare various contracts and bid documents including
procurement, works contracts and service contracts
Prepare or Review and suggest for the contract conditions
of water, waste water. solid waste infrastructure projects
which may include performance based management
contracts, EPC projects, PPP projects.

Prepare reply to queries and reply to pre proposal
conference questions and subsequently evaluate bids
Assist in contract negotiations.

Manage contract after signing and address issues if any.
Review various contracts and ensure best interest of the
company in these contracts.

Support in preparation of replies to various queries on
contracts as well as in cases.

Propose the appropriate mix of contract packages for each
type of contract/ project

Establish dispute resolution framework for the PSCL.
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Assist in compliance of various acts. rules and regulations
or advisories.

Continuously monitor  Service levels of the ICT
infrastructure and implementing improvement / risk
management / best practices plans and managing service
contracts,

Assist in Accounts Reconciliation relating to multiple
vendors.

Assist finance team in financial analysis including but not
limited to Budget management, cost benefit analysis,
forecasting of Smart City Proposal, preparation of
financial strategy, analysis of financial statements,
developing SOPs for various departments, etc.

Monitoring of various projects and reporting in MIS the
performance Reports as per business requirements and
present them to government officials.

Responsible for data analysis and monitor the various
knowledge management activities and other support
function to SPV.

Evaluate the benefits and costs of different strategies.
Participate in public consultation initiatives, including
designing leaflets or questionnaires and attending scheme
exhibitions.

Contribute towards the assessment of general socio —
economic conditions of the city.

Assist in preparing for communication strategy with the
vulnerable section of the society.

Assist in development of a rehabilitation and resettlement
policy and plans.

Provide support to SPV/ULB in building partnership with
the local communities and mobilising people.

Assist in designing and conducting training on community

development and empowerment.




e Support to city officials in reviewing the operation and

maintenance programs developed by PMCs

2. Scnior Architeet and Urban Designer

, Rmiﬁirul M. Plan, M Arch

- Qualification

—_— e —————————— S

i Required e Should have 15 years of experience.
| Experience
i Age Limit e Upto S0 years

e 1,70,000.00 per month ( Basic Salary: Rs. 1,2,0000.(
HRA: Rs. 20,000.00 Special Allowance: Rs.
10000.00, Conveyance Allowance: Rs. 10000.00
medical Allowance: Rs. 10,000.00)

Salary band

e Should have knowledge of Photoshop. AutoCAD.
Revit, Sketch up, Lumion, MS Project, Rhino, ArcGIS
and MS Office

¢ Should have extensive experience in developing urbane
design guidelines.

e Should be proficient in computers preferably in GIS
tools.

e Should have leadership ability, with good
communication skills.

Target Profile

e Previous experience in working with Smart Cities,
Governments and urban local bodies will be an added
advantage.

» Requires the ability to learn and understand complex
principles and techniques, to make independent
judgments and to acquire knowledge of topics related
to the job of Architect and urban designer.

e Requires the ability to assemble information and make

written reports and documents in a concise. clear and




- O effective manner.

e Should have knowledge of planning laws and related
laws and regulations

e Assistin prcpnrm'i(inT)I'ilu:-fx'._i-ghs ()-I'_l'ug:'u?c and Street
seape.

' o Prepare design guidelines for open space, building

form, project review and site planning.
e Participate in site plan as well as design review of
development proposed.
e Participate to develop conceptual designs plus
Responsibilities construction documents review developed by
professional consultants.

e Develop massing plans and urban design concepts.

e Prepare site layouts as well as land subdivision plans

? for residential, commercial and mixed use
developments and other such land uses.

e Review plans and designs and provide feedback on

them and if found suitable approve them.

4. MIS Manager

Required B.Tech Civil Engincering/ BE/MBA
Qualification and
Eligibility
Required e Should have a minimum of three year experience in
Experience enginecering projects, MIS, Quality control. Prior
experience of handling MIS in Smart City will be an
| advantage
Salary band | 60,000.00 per month
“Target profileand | .
Responsibilities g s related data shari i
(Sanjeev Kumat Sini{a) sibilities e Lead MIS related data sharing with PMU team on real-
Lussios Manage { Technical) time basis,
S — - S — -




e DPrepare performance Report of Various Components of
Projects for Review at State & GOI Level. Preparing
Presentation, reports.

e Updating and Monitoring of Accurate and timely data
in all Portal regularly and maintained up-to-date.

e Inspection & certify all necessary inspections during
various stages of site activities as per approved
inspection and test plan.

e Quality Control

e Knowledge of estimating, Billing will be and added

advantage.
Support Engineer
Required B. Tech/BE in Civil Engineering
Qualification and
cligibility
Required Graduate Engincer
Experience
Salary Band 40,000.00 per month
Age Limit Upto 30 Years
Target Profile e Should be capable of preparation of Engineering

designs, drawings.

e Knowledge of Autocad and Statpro

¢ Should have capability review of plans submitted by
other architects/ Structural Engineers.

e Familiarity with various national and international
quality standards such as ISO, BIS and IS codes.

e Preferably familiar with CPWD/PWD specifications,
Analysis of Rates, and etc.

e Should be able to learn and handle any assignment




Responsibilities

given.

N S

e Assist General Manager

e Review the plans & designs submitted by the
Consultants / Contractors.

o Oversce the overall building design & architecture

works.

o Conduct ficld investigations, surveys.

e Prepare and Review the estimates and bill of
quantities for approval of higher authorities.

e Support in preparation of tender documents.

e Monitor implementation of projects and supervise
adherence of quality and safety standards.

e Take measurements at site and prepare Measurement

book, Quantity Survey, Quality Control tests etc..

e Present reports to PSCL officials about urban

development projects

6. Manager -IT

Qualification /

Experience

(Sanjeev Kuma' Sinha)
Mission Managet (! Fcnmcal)

Required Bachelor in Computer Science/ Electronics / 1T/ MCA
Qualification
Desired Minimum 10 years of relevant experience in implementing and

providing technical support for digital solutions with at least 5
years of working / supporting Gol /State Government/ ULB or
similar institution environment in end to end implementation of |
ICT centric e-governance/ Mission mode projects.
Experience in preparation of technical solutions for the ICT |
related infrastructure services /e-services, elc. |
Should have experience of at least two city- state- wide/ Nation-
wide ICT project implementation in the capacity of Manager-
Technical / IT and above.

Global exposure and/or working in a smart city environment will

be an added advantage




| Age Limit

| Salary Band

|

Maximum Age 50 Years \—:\
2,00,000.00 per month ( Basic Salary: Rs. 1,10,000.00

HRA: Rs. 30,000.00 Special Allowance: Rs. 25000.00,
Conveyance Allowance: Rs. 25000.00 medical
Allowance: Rs. 10,000.00)

Salary band is based on lower than the Govt. Ord. No.
26/2018/632/35-1-2018-6/9(2)/2018 Dated 25.09.2018,

HR policy of smart city.

' Target Profile

|

Deep Knowledge of managing day to day ICT operation
in a Smart city /Safe city/Command and control system/
city wide ICT infrastructure environment.

Operational Knowledge of integration of various
technologies and applications in ICT domain.

Good understanding of emerging technologies and
frameworks like IoT, Big data analytics, Artificial
Intelligence, Block Chain, cyber security etc. and
developing innovative & smart urban solution based on
above

Strong motivation to learn new technologies

Extensive knowledge of Date/network security, Software
applications in e governance, Voice/ Video/ data domain.
Ability to build innovative use case in a city environment
focusing on citizens ‘requirements /Problems.

Ability to build strong technical knowhow in the team
Management Skills

A good team player

Citizen centricity Strong work ethics

Ability to look beyond technology infrastructure with a
focus on problem solving, improvement on resource
productivity

Excellent written and verbal communication skills

Ability to meet deadlines and work well under pressing




time

Ability to logically prioritize tasks and schedules
Responsible for successful execution of ICT initiatives
and provide technical lecadership in managing [CT
operations of the smart city including long-term
sustenance.

Managing day to day ICT operations to maximise
productivity of the operations/ sustenance Team, including
engaging with Vendors/ Solution providers regularly.
Continuously monitor Service levels of the ICT
infrastructure and implementing improvement / risk
management / best practices plans and managing service

contracts.

Responsibilities

Organising the ICT and Network/Cyber Security Audits
regularly and implementing recommendations.

Lead technical team in designing, developing and
managing smart city solutions considering technology
advancements and fitment to India context including
integrating various applications.

Capacity  building  regularly evaluates  emerging
technologies and solutions for fitment in the network for
optimising cost/efficiencies.

Managing the MIS and other performance Reports as per

business requirements.

(Sanjeev Kumar Sinha)
Mission Manager ( Technical)




CODE OF CONDUCT

The objective of this Code is to ensure that every employee of the Company is
aware of and practices acceptable conduct and cthical behavior in their day to day
work and in dealing with co-workers and stakcholders of the Company. The Code
applies to all permanent, temporary and contractual employees of the Company. It
also applics 1o those employees on deputation from other organizations/departments.
The Company expects that all employees will adhere to this code / policy. The
management will take serious note of any violation of this code / policy or acts of
omission / commission leading to violation of this code / policy.
General Standards of Conduct

All employees are expected to conduct their business dealings honestly, openly.
fairly. diligently and courteously and in a manner befitting their grade of employment
and that enhances the image of the Company. All employees should be aware of all

policies and procedures of the Company and abide by them fully

a. Comply with applicable laws, rules and regulations and promote honest
and ethical conduct of the business. They responsibilities include helping
the Company to create and maintain a culture of high ethical standards
and commitment to compliance, and maintaining a work environment

that encourages the employees to raise concerns to the attention of the

management

b. Act in the best interests of the Company and fulfil her / his obligations to
their best of abilities and competence.

¢. Conduct herself / himself in a professional, courteous and respectful
manner Comply with all applicable laws. rules and regulations Act
in a manner to enhance and maintain the reputation of the Company.

d. Respect and uphold the confidentiality of information relating to the
affairs of the Company acquired in the course of her / his service as
an Employec.

¢. Not use confidential information acquired in the course of his/her

Y/



service to personal advantage and not disclose such confidential
information to a third party unless expressly authorized by the
Competent Authority or when legally required to disclose such
information.

f. Dedicate sufficient time. energy and attention to the Company to
ensure diligent performance of his/her duties, including preparing
for meetings and decision-making by reviewing in advance any
materials distributed and making rcasonable inquirics.

The employees shall not use Company‘s property and/or

3

information for their personal gain/use. Employees and their
relatives are prohibited from competing directly or indirectly for
business opportunities that the Company pursues in its normal
course of business.

h. All employees are expected to work in a collaborative manner and
as a well-knit team towards the achievement of Company*s goals.
putting the interests of the Company before their own. They should
work in a manner that is open, honest, straightforward and fair,
respectful of the roles and views of others and actively listening and
dialoguing with team-mates. Employees will freely share required
information with each other, learn from each other, help one another
to develop and grow, and contribute towards making the experience
of working for the Company an enjoyable one.

i. Sexual harassment and harassment of any kind based on race.
religion. caste, disability, marital status, pregnancy/ childbirth, or

any other basis is completely prohibited.
Procurement Practices
The Company shall make all procurement of goods and services based on
need, quality, service, price and terms and conditions. The Company*s policy is

to select significant suppliers or enter into significant supplier agreements

through a competitive bid process as may be required under the Smart Cities



MissionSmart Cities Mission Guidelines and/or Company‘s own Policies and
Procedures. The suppliers shall be sclected based on merit, price, quality and
performance.. Under no circumstances should any Company employce, agent or
contractor attempt to coerce suppliers in any way. Employees are also forbidden
10 influence. manipulate or otherwise abusc the hld processes and selection of

suppliers.

Conflict of Interest

The Employees are expected to dedicate their best efforts to advancing the
Company's interests and to making decisions that affect the Company based on
the Company's best interests and independent of outside influences. Employees
should avoid 'conflicts of interest' with the Company. In case there is likely to be
a conflict of interest, she / he should make full disclosure of all facts and

circumstances thereof to the Board of Directors and obtain a prior written

approval for the same

A conflict of interest occurs:

e When an Employee takes action or has interests that may make it

difficult to perform her / his work objectively and effectively.

e On receipt of improper personal benefits from any party dealing with
the Company by the employee and/or his/her family as a result of his /
her position in the Company.

e When an employee or histher family members act as a broker or on

behalf of a third party in transactions involving or potentially involving

the Company.
When employees or their family members have any financial/other
business interest in any outside enterprise/third party that does business

or seeks to do business with the Company or is a competitor of the

Company. %



Gifts

j- The Company will not make any contribution of funds. property or
services to a political party or religious organization. or to a candidate for

or holder of any Government office.

k. Employces of the Company shall not accept or permit any member of
his/her family or any other person acting on his behalf, to accept gift of
any Kind directly or indirectly from people/institutions/companies that
deal with them in their official capacity and for the business of the
Company. —Gifil for this purpose means and includes any cash or
non-cash benefit accruing to the employee of a value exceeding Rs. 1000.
It shall include free-transport, boarding and lodging expenses or other
services received or any other pecuniary advantage accrued to the

employvee by virtue of his/her employment.

I. Employees of the Company shall not accept offers to be entertained by
an individual or organizations with whom the Company transacts

business or contracts to transact business in future.

m. Employees will not offer any gifis, favours or entertainment to others that
are not consistent with customary business practice or could be construed

as a bribe or pay-off in violation of applicable laws or ethical standards.

Confidentiality

All employees shall maintain strictest secrecy of the Company's affairs and
shall not divulge, directly or indirectly, any information to others, unless
authorized to do so by a competent authority or compelled to do so by operation
of any law. They shall use information received in course of their business
dealings and by virtue of their relationships only for the purpose it is intended
and never for any personal gain.

Employees shall comply with the Non-Disclosure Agreement (if any) signed at

the time of joining. Employeces should use information received in the course of



their business dealings only for the purpose it is intended or normally used and
never for personal gain or for a third party's gain. They should also not release

confidential data or information to others without proper authorisation
Fair Dealing

An Employece should deal fairly with customers, suppliers, competitors and other employees of the
Company. They should not take unfair advantage of anyone through manipulation, concealment,
abuse of confidential. proprictary or trade sceret information, misrepresentation of material facts, or

any other unfair dealing practices
Use of Electronic Resources

Only licenced software shall be used by employees in all Company’s
operations. Data backups should be done in accordance with the Company*s IT
policy. Electronic resources including the information systems shall not be used
in such a manned that threaten the integrity of the system, the privacy of others,
or that are otherwise illegal. The Company reserves the right to access and
monitor all messages and files on its system, including information regarding
employee internet use, as and when deemed necessary and appropriate. The
clectronic resources shall be used in an effective, ethical and lawful manner.
Users who receive or notice obscene or inappropriate messages are needed to

report the same immediately to their superior/s and/or the HR Department.

Employment of Near Relatives

No employee shall use his position or influence directly or indirectly to

secure employment in the Company for any of his/her relatives, whether such

persons are dependent on the employee or not.

No employee shall. except with the previous sanction of the competent
authority. permit his son, daughter or any member of the family to accept
employment with any
Private firm with which he has official dealings, or with any other firm. having

official dealings with the Company. %



Provided that where the acceptance of the employment cannot await the
prior permission of the competent authority, the employment may be accepted
provisionally subject to the permission of the competent authority, to whom the

matter shall be reported forthwith.

No employee shall in the discharge of his official duties deal with any
matter or give or sanction any contract to any f{irm or any other person if any
member of his family is employed in that firm or under that person or if he or
any member of his family is interested in such matter or contract in any other
matter and the employee shall refer every such matter or contract to his official
superior and the matter or the contract shall thereafter be disposed of according

to the instructions of the authority to whom the reference is made.

Suspension of Employees

The Company may place an employee under suspension when:

e A disciplinary proceeding against him is contemplated or is pending; or

e A case against him in respect of any criminal offence is under investigation
trial.

e An employee who is detained in custody, whether on criminal charge or
otherwise, for a period exceeding 48 hours shall be deemed to have been
suspended with effect from the date of detention by an order of the

appointing authority and shall remain under suspension until further orders.

e Where a penalty of dismissal or removal from service imposed upon an
employee under suspension is set aside on appeal or on review under these
rules and the case is remitted for further enquiry or action or with any other
directions, the order of his suspension shall be deemed to have continued in
force on and from the date of the original order of dismissal or removal and

shall remain in force until further orders.

e Where a penalty of dismissal or removal from service imposed upon an

or



cmployee is set aside or declared or rendered void in consequence of or by a
decision of a court of law and the disciplinary authority. on consideration of
the circumstances of the case. decides to hold a further inquiry against him
on the allegations on which the penalty of dismissal or removal was
originally imposed. the émploycc shall be deemed to have been placed under
suspension by the appointing authority from the date of the original order of
dismissal or removal and shall continuc to remain under suspension until

further orders.

An order of suspension made or deemed to have been made under this Rule
may at any time be revoked by the authority which made or is deemed to
have made the order or by any authority to which that authority is

subordinate.

An employee under suspension shall be entitled to draw subsistence
allowance equal to 50% of his monthly pay provided the disciplinary
authority is satisfied that the employee is not engaged in any other
employment or business or profession or vocation. Where the period of
suspension exceeds six months, the authority which made or is deemed to
have made the order of suspension shall be competent to vary the amount of

subsistence allowance for any period subsequent to the period of the first six
months as follows :

The amount of subsistence allowance may be increased to 75 % of monthly
pay if, in the opinion of the said authority, the period of suspension has been
prolonged for reasons to be recorded in writing not directly attributable to

the employee under suspension.

The amount of subsistence allowance may be reduced to 25% of monthly
pay if in the opinion of the said authority, the period of suspension has been
prolonged due to the reasons to be recorded in writing, directly attributable
1o the employee under suspension.

If an employee is arrested by the Police on a criminal charge and bail is not

granted, no subsistence allowance is payable. On grant of bail, if the

A



competent authority decides to continuc the suspension, the employcee shall

be entitled to subsistence allowance from the date he is granted bail

Disciplinary Action

An employee who commits a breach of the Rules of the Company, or who
displays negligence. inefficiency or indolence, or who knowingly docs anything
detrimental to the interests of the Company or in conflict with its instructions, or
who commits a breach of discipline or is guilty of any act of misconduct, shall

be hable to the following forms of punishment.

Forms of Punishment

An employee found guilty of misconduct will be liable to any of the
following forms of punishment:

i) A censure or warning.

ii) Suspension without pay for such period as deemed fit by the CEO

iii) Withholding of grade increment, reduction of pay or demotion as may be
decided by the CEO.

iv) Discharge/Dismissal/Termination as may be decided by the Competent

Authority.

The authority to decide on issues relating to employee discipline is the
CEO of the Company except when such indiscipline leads to
termination/dismissal, where the CEO may decide to refer the case to a

Competent Authority as may be constituted by the Company to resolve such

cases.

Issue of Charge Sheet and Receipt of Explanation

If misconduct is reported against an employee, the HR Department before
taking any disciplinary action against him, will issue a charge sheet under the

signature of the Head of HR Department. The charge sheet / letter of



explanation should be served on the employee within 7working days from the
date on which the alleged misconduet has come to light. An employee who
refuses to aceept a charge sheet or fails to reply to it within the prescribed time
limit. should not be allowed to report for duty until he/she accepts or replies to
the charge sheet. The employee is cxpc.clcd to reply to the charge sheet within
such time as may be preseribed. 11 the explanation is satisfactory to the
Company. the employee may be exoncrated from the charges and informed

accordingly.

Enquiry and Suspension

If the explanation given by the employee to the charge sheet is not
satisfactory. the Company shall hold an official enquiry by an officer(s)
appointed for the purpose. The employee charged with misconduct will be given
a reasonable opportunity for explanation and defending his actions. The enquiry
office may also examine the witnesses as named or as found in the course of the
enquiry. The process of enquiry shall be determined by the Officer in
conjunction with the Head of the HR Department. Where it is proposed to hold
an inquiry. the Officer appointed for the purpose in conjunction with the Head
of HR Department shall frame definite charges on the basis of the allegations
against the employee. The charges, together with a statement of the allegations
on which they are based, a list of documents by which and a list of witnesses by
whom. the article of charge are proposed to be sustained shall be communicated
in writing to the employee, who shall be required to submit within such time as
may be a written statement whether he/she admits or denies any of or all the
articles of charge. On receipt of the written statement of the employee, or if no
such statement is received within the time spcciﬁéd. an enquiry may be held by
the disciplinary authority or by the inquiring authority appointed. However, an
enquiry may not be necessary if the concerned employee admits to the charges.

The Company may suspend the employee if' it deems necessary during the

course of enquiry. The order of suspension will be in writing and shall take

W



effect immediately on communication thereof to the employee. The suspended
employec shall not enter the Company*s premises during the period of

suspension unless otherwise permitted by the Company.

Award of Punishment

Upon conclusion of the enquiry by such methods and means as the enquiry
officer in conjunction with the Head of HR Department may decide, the
company shall take the following actions:

a. Exoncrate the employee if the charges are not proved.

b. Award punishment if the charges are proved or the employee admits to

the charges.

The scale of punishment will depend upon the nature of the charges (minor
or major). A letter explaining the charges, the enquiry conducted and awarding
punishment will be sent to the employee under the signature of the CEO of the
Company. In case an employee refuses to accept such a letter it will be deemed
to have been served on him if a copy thereof is fixed on the notice board of the
department and signed copies are sent to his local and home addresses by

registered post with acknowledgement due.

Punishment:

The punishment to be awarded depend upon the type of charges, minor or
major and will generally follow the following guidelines. The enquiry officer in
consultation with the Head HR Department will determine the gravity of the
charges and will recommend appropriate action to CEO. The CEO shall decide

on the extent of punishment and his/her decision shall be final.

¢. Caution: If the misconduct is of a minor nature. the employee may be

cautioned verbally or in writing.



d. Warning in Writing: An employee found guilty of misconduct of a minor
nature but committed more than once may be warned in writing and copy
of the warning letter be Kept in his service record.

¢. Suspension: For major charges of misconduct. an employee may be

suspended without pay as a disciplinary measure for such period as the

CEO may decide.

Withholding of Increment: Depending on the gravity of the charges. the

grade increment of an employee may be withheld at the discretion of the

CEO if the employee is found guilty of misconduct.

Demotion or Reduction of Pay: An employee who is guilty of a

04=]

misconduct not grave enough to warrant discharge may be demoted to a

lower post or to a lower salary in the same post

h. Discharge: An employee who is found guilty of a serious misconduct
may be discharged from the services of the company subject to the
recommendation from the Competent Authority.

Sexual Harassment

The Company believes in a positive work environment centered on its
values and requires the effort of all to create a culture where employees can
work together without fear of sexual harassment. The Company is committed to
providing a safe environment for all its employees free from discrimination on
any ground and from harassment at work including sexual harassment. The
policy aims at ensuring that all employees maintain appropriate standards of
business and personal conduct with colleagues, clients and with the public at
large. It is the intention of the Company to take all necessary actions required to
prevent, correct and if necessary, discipline behavior which violates this policy.
These policy guidelines will be subordinate to the Sexual Harassment of
Women at Workplace (Prevention, Prohibition and Redressal) Act 2013 and the

y/4

Rules passed there under.



Definition

Sexual harassment can involve one or more incidents and actions and it
may be physical, verbal and non-verbal. Examples of conduct or behavior which

can constitute sexual harassment include:

(1 Unwarranted/Unwanted Physical contact including patting, pinching.

stroking. Kissing, hugging, fondling, or inappropriate touching:

(i) demand for sexual favors or to engage in sexual activity as a
condition of employment;

(i) Work environment that is hostile, intimidating or
humiliating for the employee:

(iv)  physical violence including physical assault;

(V) Sexual comments, stories and jokes, Sexual advances;

(v1) Insults based on the sex of the worker; and

(vii)  Display of sexually explicit or suggestive material and/or Sexually-
suggestive gestures.
Where any of these acts is committed in circumstances where-under the victim
of such conduct has a reasonable apprehension that in relation to the victim®s
employment or work whether she is drawing salary, or honorarium or voluntary,
whether in government, public or private enterprise such conduct can be
humiliating and may constitute a health and safety problem. It is discriminatory
for instance when the woman has reasonable grounds to believe that her
objection would disadvantage her in connection with her employment or work
including recruiting or promotion or when it creates a hostile work environment.
Adverse consequences might be visited if the victim does not consent to the

conduct in question or raises any objection thereto.
Complaint and Redressal Procedure

The Company will constitute a Complaint Redressal Committee (CRC) as



required under the Sexual Harassment of Women at Workplace (Prevention,
roliibit ‘ *dreccs . ! 3
Prohibition and Redressal) Act 2013 and as further laid down by the Hon‘ble

Supreme Court of India. in its various judgments.

Aggrieved employees can file a complaint on sexual harassment to any of the
members of the CRC. The complaint can be filed through email or in writing.
Sufficient precaution will be taken by the Company to ensure that complete
confidentiality is maintained, and no form of discrimination is faced by the
cmplovee who has escalated the complaint. Sexually harassed women at
workplace can also file an FIR directly at the police station, under section 509 of
Indian Penal Code as a criminal offence — —Outraging the modesty of women
physically / verbally / gestures / exhibitsl and in such cases the process as

required by the Police/Courts will have to be followed.

The CRC will investigate all complaints thoroughly and promptly, in a free and
fair manner. The investigation may include private interviews with the person
filing the complaint, the person alleged to have committed the offence and
witnesses. if any. The person filing the complaint will be informed of the
outcome of the investigation. As far as possible, all efforts will be made to
complete the investigation within 90 days from the date of the complaint. The
CRC will maintain a complaint register keeping track of complaints received
and the process followed. If the investigation reveals that sexual harassment has
been committed, the CRC will send an appropriate note to the Board of
Directors who shall decide on the level of action/punishment required to be
enforced. The CRC will also make a report to the concerned government
department on the complaints and action taken by them.

Sexual harassment will involve the following sanctions/penalties:
1. verbal or written warning
2. adverse performance evaluation

reduction in wages ,%

w

4. Transfer, demotion, suspension, dismissal from service.



The nature of the sanctions will depend on the gravity and extent of the
harassment as determined by the CRC. The CRC will determine suitable and
deterrent sanctions to ensure that incidents of sexual harassment are not treated
as trivial. Certain scrious cases, including physical violence, will result in the

immediate dismissal of the harasser.




DRAFT OFFER LETTER

Appointment Letter for [insert position|

We are pleased to offer you an appointment on contractual basis as [insert
position/designation] to Prayagraj Smart City Limited on the following terms and
conditions. This offer of employment and continued employment are contingent upon
satisfactory background checks. You shall perform your duties from [name of office].
However, the Company may at its sole discretion, transfer or assign you to work in any
unit or department within the Company group or the Clients* offices in India or abroad

i future depending on the exigencies of work, with or without any change in the terms

and conditions of the appointment.

1. Commencement Date

Your appointment will commence on [insert date] subject to satisfactory
background checks. If you wish to join earlier or defer you‘re joining date, please
inform HR Talent Acquisition team 7 days before your likely date of joining. This
offer will stand automatically withdrawn if you are unable to report on the joining date

or if the Company is unable to accommodate your request for change in the date of

joining.
Salary

Your gross annual compensation package will be as stated in [Annexure A] in

accordance with the breakup amounts stated there-in. Taxes and statutory deductions,

if any will be borne by employee. In all other matters concerning the allowances and

benefits, you will be governed by such policies and rules as may generally be

applicable to other staff or as specifically intimated to you, and as modified and

amended from time to time. Please note the Management reserves the sole right to

modify the allowances/benefits applicable in a particular category depending on

relative merits/demerits of any individual, determined on case-to-case basis.



Probation Period

I'he initial six months* of your employment shall be a probationary period during
which cither party may terminate this employment contract by giving one month notice
i writing or one month salary in licu of notice. Your performance and suitability for

continued employment will be reviewed at the end of the probation.

Woarking Hours

Normal working hours are from 10:00 am to 5:00 pm. from Monday to Saturday
(Except 2" Saturday) with % hour break for lunch. However, you shall be at the
disposal of the company 24*7 and in the event of exigencies you maybe called for

work on weekends and holidays.

Lcave
Paid leave of absence maybe allowed at the rate of 1.5 days for each completed
month of service.

Holidays
The company shall follow the list of State Government Holidays as released by the
Government from time to time. However, you hereby agree that if exigency of work
require you will work on any holiday.

Medical Certificate

Medical fitness certificate from registered medical practitioner is require to be

submitted at the time of joining.

Employees Provident Fund
If you are eligible, you shall be entitled to Employee Provident Fund in

accordance with the regulations of the Employees Provident Fund Organization.

Income Tax & Business Travel

Employees are fully liable for the payment of income tax payable in respect of all
sourced emoluments in all jurisdictions. Prayagraj Smart City Limited has a policy of
100% compliance with regards to individual tax, corporate tax, and work authorization.
If, during the course of employment, you believe you may trigger foreign individual

income tax liability due to your work activities, you are advised to raise the issue



immediately to vour manager. Human Resources and your FFinance representatives. In
the absence of any prior written agreement to the contrary, you shall be personally

responsible to track your own travel and settle any foreign individual tax that you may

-~

trigger.
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Retirement

You will automatically retire from the service of the company on attaining the age
of superannuation i.e. 60 ycars (or at the age of 65 for retired personals only ) . unless

the management gives an extension in writing.

Termination of Engagement after Confirmation

We may at any time terminate your engagement by giving you One months® notice
in writing or by paying you One months* compensation package in lieu of notice and,
except as otherwise expressly provided, you will have no further claim on us. You may
terminate vour service during the course of your engagement by giving us one months®
notice of resignation in writing or by paying to us one months® compensation package
in lieu of notice. However in the event of your resignation you can be relieved at the
sole discretion of the company l without payment of any balance notice period.
However. the Company will not be required to give any notice or compensation
package in lieu thereof. if the termination is due to act of indiscipline, furnishing of
incorrect particulars/information during appointment etc. Treatment of any outstanding
leave entitlement within the notice period is at the discretion of the Company. We may
instruct vou to take leave on specific days within the notice period or pay for your
outstanding leave entitlement. If we terminate your engagement for reason of

indiscipline and/or misconduct, you will forfeit all accrued and untaken leave.
Conformity

You will conform to the Company's laid down expected standards of discipline,
policies, rules etc. As amended and modified from time to time or understood by
convention as company norms. Any breach of such discipline, commission of
misconduct will render your appointment liable for termination with immediate effect,

without any obligation on the Part of the Management/Company.

Policy and Procedures

You agree and confirm that you will comply with all Company policies and

M



procedures issued including, for the avoidance of doubt, the Company*s Terms and

conditions and related training.




Confidentiality Undertaking

You are required to observe and comply with the confidentiality undertakings as
more particularly set out in the attached Confidentiality Undertakings. Please sign and
return a copy of the attached Confidentiality Undertakings to acknowledge your

acceptance and understanding of the same when you sign back a copy of your

employment letter.

You agree and confirm that you will comply with all Company policies and
procedures issued including, for the avoidance of doubt, the Company‘s Terms and
conditions and related training. We would be pleased to have your confirmation in
writing that you agree and accept this contingent offer on these terms and conditions.

Please sign and date the attached copy and return it to our Human Resources
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Department immediately.




Performance Matrix of a candidate
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