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UJVNL

UJVN Limited

Draft Employee Suggestion Policy

1. Name of the Policy
This policy shall be called the UJVN Limited - Employee Suggestion Policy.

2. Introduction

UJVN Limited, being a hydroelectric generation company, requires continuous improvement in generation
efficiency, safety, reliability, civil structures, electro-mechanical systems, environment management, cost control,
and administrative effectiveness. The policy aims to encourage employees to contribute practical and
implementable ideas that improve organizational performance and to suitably recognize and reward such

suggestions.

3. Objectives

The objectives of the policy are as follows:

e To develop and tap the creative potential of employees in the interest of the organization.

e To provide equal opportunity to employees to contribute constructive ideas.

e To improve efficiency, productivity, safety, reliability, and quality in all spheres of UJVN Limited’s
activities. '

e To promote a culture of continuous improvement & participation.

o To reduce wastage of time, energy, water, material, stores, manpower and maintenance of resources.

e To improve hydro generation performance, outage reduction, asset management, environment protection,
and working conditions.

e To strengthen employee participation, belongingness, ownership, and employee-management relations.

e To recognize and reward worthy suggestions through certificate, cash award, or higher-level nomination.

4, Coverage and Eligibility

The policy shall be open to all regular employees of UIVN Limited, including employees posted at power stations,
Dams, Barrages, projects, civil units, field offices, and Head Office. Suggestions may be submitted by an
individual employee or by a team of employees, subject to a maximum of four members in one team. In case of
a team suggestion, the award shall be distributed equally among team members unless otherwise decided by the

competent authority.

5. Eligible Suggestions

Any new idea or improvement over existing practice shall be considered a suggestion, provided it is useful,
practical, and implementable. Tllustrative areas for suggestions are given below:




Improvement in hydro generation efficiency, station availability, outage reduction, and auxiliary
consumption.

Improvement in operation and maintenance of dams, barrages, tunnels, penstocks, surge shafts, power
houses, switchyards, (ransmission interface, electro-mechanical equipment, and civil structures.

Safety improvement, accident prevention, emergency preparedness, dam safety, workplace safety, and
disaster management,

Improvement in maintenance methods, reliability, inspection systems, condition monitoring, and asset life
extension.

Reduction in wastage relating to water, energy, stores, material, fuel, time, manpower, and maintenance
resources.

Simplification of practices, procedures, documentation, office systems, and digital workflows,

Improvement in cnvironment management, pollution control, catchment and reservoir management,
houselkeeping, hygiene, and working conditions,

Improvement in contract management, inventory control, procurement, claims, finance, audit, and
administrative processes.

Improvement in employee welfare, ergonomics, productivity, quality, communication, and organizational
image where such suggestions are actionable and not grievance based.

Any other suggestion that improves UJVN Limited’s performance, economy, reliability, safety or public
image,

6. Ineligible Suggestions

The following suggestions shall not be considered under this policy: -

Suggestions relating to Government or Company policy matters.

Matters already under consideration by Management.

Union matters, collective bargaining issues, wages, allowances, leave, and service-condition disputes.
Complaints, grievances, or suggestions seeking personal benefit.

Suggestions regarding welfare facilities that are already dealt with through designated committees, unless
accompanied by a clear and implementable improvement mechanism.

Suggestions that merely identify a problem without a practical solution.
Suggestions already implemented, previously rejected, or repeated.
Suggestions that are impracticable, technically unsound, unsafe, or not financially feasible.

Suggestions made in the form of criticism or casting aspersions on any employee or department.

7. Ownership of Accepted Suggestions

Once a suggestion is accepted for implementation, it shall become the property of UJVN Limited, and the
suggester shall have no claim other than the recognition or award admissible under this policy.




8. Committee Structure

For smooth administration and effective evaluation, the following committee structure shall be adopted.

UJVN Limited Suggestion Committees Structure

Suggestion Valley / Unit Level Head Office Level Top Management
Committee Level
Inclusion Ganga, Yamuna and Bhagirathi Corporate Office, Ujpwal , Only for Best
Valley, Lakhwar, Vyasi, Kalagarh, | Dehradun Yamuna & Ganga suggestion
Sharda Power House & Other Bhawan forwarded by
Hydro Power Projects, Small VSS:;R?;?S%E; d
Hydro Projects (Civil) & all Offices Office Level
of Civil Unit Commitiee
Constitution of Valley & Other Hydro Power Chairperson- Exccutive Chairperson-
Committee Projects Suggestion Committee Director (HR) Managing Director
Chairperson- Concerned General Member - General Manager Member - Dircctor
Manager (E&M) (E&M) Design {Operations)
Member — Deputy General Manager | Member - General Manager Member - Director
(E&M) {Commercial) {Projects)
Member- Deputy Chief Accounts Member - General Manager Member - Director
Officer/ Senior Accounts (Civil) /Bxecutive Director
Officer/Accounts Officer Member -Secretary - Deputy | (Finance)
Member -Secretary - Executive General Manager (HR)/(IR) Member - Director
Engineer (E&M) /Executive Director
Small Hydro Project (Civil) / Civil | Yamuna & Ganga Bhawan, | (Human Resources)
Unit Suggestion Committee: - Office Member ~Secretary
Chairperson- Concerned ED{Civil) / | Chairperson- General - General Manager
General Manager {Civil) Manager (E&M) Design (Managing Director
Member — Dy.GM (Civil) Member — Deputy General Office)
Member- Deputy Chief Accounts Manager (RMLU)
Officer/ Senior Accounts Officer Member — Accounts Officer
O e | e Sy
: o Executive Enginecer (Design)
Engineer (Civil)
Best Suggestion | Forward to Top Management Level | Forward to Top Management | Top Management

Committee

Level Commitice

Committee shall be
scrutinizing the best
suggestions which
shall be applicable in
the Nigam

Frequency of
Meeting

Once in a Month

Once in a Month

Once in Six Months




9, Functions of Committees

9.1 Valley / Unit / Head Office (Corporate Office & Yamuna, Ganga Bhawan) Suggestion Committees
The Valley / Unit / Head Oftice (Corporate Office & Ganga Bhawan) Suggestion Committees shall:

@

Promote the suggestion policy in their area.

Ensure availability of forms and publicity through notice boards, meetings, and digital circulation.

Every unit, Powerhouse and office of UJVN Limited shail install a suggestion box.

The responsibility for collection of suggestions from the suggestion box shall lie with the Member Secretary
of the Committee.

The suggestion box shall be checked twice a month,

The suggestion shall be forwarded through physical Employee suggestion form or also through the e-mail
to the official e-mail address of the concerned Member Secretary of the Committee.

Receive, register, and scrutinize the received suggestions,
Obtain comments from concerned departments regarding feasibility, utility, safety, and financial impact.
Recommend accepted suggestions for trial, implementation, and reward.

Forward the best suggestions to the Top Management Level Suggestion Committee for company-level
consideration.

The Valley / Unit Committee shall include one concerned member from O&M, Civil, E&M,
Finance/Accounts, HR, Contracts/Procurement, and any other discipline considered necessary by the
Chairperson.

9.2 Top Management Level Suggestion Comimnitiee

The Top Management Level Suggestion Committee shall:

Ensure uniform implementation of the policy across UFVN Limited.

Examine suggestions forwarded by Valley / Unit / Head Office suggestion Committees and those pertaining
to company-wide applicability.

Approve or recommend implementation, recognition, and award at company level.

Identify outstanding suggestions for higher recognition and external awards, where they considered
appropriate.

10. Submission of Suggestions

Suggestions may be submitted in Hindi or English in the prescribed format, either physically or through email
mode as may be notified by UJVN Limited. Each suggestion shall clearly state the existing problem, proposed
solution, expected benefit, and estimated savings or operational improvement, wherever possible. Necessary
assistance for drafting or documentation may be provided by the Member Secretary.

11. Registratior and Processing

Every suggestion received under the Scheme shall be entered in the prescribed register and assigned a
unique registration number in the order of receipt by Member-Secretary.
An acknowledgement may be issued to the employee, wherever required.




e The suggestion shall thereafter be placed before the committee for preliminary examination. The
committee shall verify whether the suggestion is complete, relevant, and falls within the scope of the
Scheme. Suggestions found incomplete, repetitive, or not maintainable may be recorded and rejected with

written reasons.

o The suggestion, which is found eligible, it should be forwarded for detailed scrutiny and, if necessary, for
commeents from the department concerned.

e The processing shall be carried out in a fair, transparent, and time-bound manner.

e All records relating to the suggestion shail be properly maintamed for further reference and decision,

e The concerned employee may be informed of the status or outcome as per the prescribed procedure.

Suggestions beyond the jurisdiction of a Valley / Unit / Head Office suggestion Committee which shall be referred
to the Top Management Level Suggestion Committee. Valley / Unit / Head Office suggestion Comunittee shall
forward the best suggestions to the Top Management Level Suggestion Comunittee for company-level
consideration. Approved suggestions should be assigned to General Manager (MD- Office) for implementation.

Actknowledgement may be issued within 7 days of receipt, and decision may ordinarily be communicated within
30 days of scrutiny / committee consideration.

12. Evaluation Criteria: -

The “Acceptable Suggestion’ shall be based on: -
o Originality and innovativeness.
¢ Technical usefulness and applicability in hydro-electric operations.
s Improvement in safety, quality, environment, or working conditions.
e Savings in cost, energy, material, time, water, or manpower.
e Improvement in reliability, generation, avatlability, or maintenance performance.

e building a cooperative, trust-based relationship between the company and the local community and
workforce to support mutual understanding and smooth operations.

e Replicability in other projects, stations, or offices of UIVN Limited.

The nature and value of the Reward shall be determined based on the Merit Points accorded to each “Acceptable
Suggestion’ based on the following “Evaluation Plan™: -

S.No. Parameters Score (Maximum-108 Points)

1 Originality/Innovation 15
(Edea/Development/System/Improvement)/Feasibility
& Practicability/ Ease of Implementation

2 Qualitative Gains (Quality, Safety, Environment) 15

3 Behavior  towards  Colleagues, Seniors & 10
Sub-ordinates

4 Quantitative (Monetary) Gains/Savings (Material, : 50
Energy, Manhours)

5. Social Impact & Improvement in Organizational 10

Culture / Industrial Relations




Evaluation of Monetary Gains/Saving: -

S.No. Saving in Rs. Points
1 Up to 10,000 5
2 10,600 te 1,06,000 10
3 1,00,001 to 2,00,000 20
4 2,00,001 to 5,00,000 30
5 5,00,001 to 10,060,000 40
6 10,060,001 & above 50

Nature of Reward vis-a-vis the Merit Points

t. Up to 34 points Appreciation letter by Concerned Deputy General Manager

2. 35 to 50 points Appreciation letter & Memento by Concerned General Manager

3. 50 to 65 points Appreciation letter & Memento by Concerned Director/Executive Director

4. Above 65 points Appreciation letter & Memento by Managing Director/Chairman of Nigam

The Citation for ‘Appreciation Letter/Memento’ can be adopted individually by the units/establishments
(Through concerned Directors) after approval from Managing Director.

13. Awards and Recognition

The following recognition framework shall apply: -

An appreciation lefter may be granted by the Valley / Unit/Head Office Committee for suggestions found
worth serious consideration.

Final cash award shall be decided after evaluation and, wherever required, after implementation or
successful trial.

Suggestions for yielding measurable recurring or one-time savings may be awarded suitably with reference
to actual benefit to the organization.

Suggestions resulting in intangible gains such as safety improvement, reliability enhancement, better
working conditions, or environmental benefit may also be rewarded appropriately even where direct
monetary savings are not readily quantifiable.

In addition to cash award, commendation/appreciation certificate may be issued, and a copy may be placed
in the personal file of the employee.

Awards may be presented on suitable occasions such as Republic Day, Independence Day, Foundation Day,
or any other important organizational function,




14. Communication of Decision

The decision regarding acceptance, rejection, implementation, or award shall be communicated to the suggester
in writing or by official electronic communication within a reasonable time (Within thirty (30) days from the date
of the wrilten comments), ANl cases rejected after evaluation should contain brief written veasons on record _
and the same should be communicated to the employee (Within thirty (30) days from the date of the wriiten
COMMents).

Non-acceptance of a suggestion shall not constitute grievance, and the decision of the competent
committee/authority shall be final.

15. Publicity and Recognition

Accepted and award-winning suggestions may be displayed on noticeboards, newsletters, Nigam’s website, or
other communication platforms of UJVN Limited along with the name and photograph of the suggester, where
appropriate.

16. General Provisions

e If two or more identical suggestions are received, the award may be shared as decided by the competent
authority.

¢ The policy shall not be used for criticism of individuals, nor shall it adversely affect carcer prospects of any
employee.

o The Management reserves the right to modify, interpret, or withdraw the policy at any time.

e Any matter relating to interpretation or implementation of the policy shall be referred to the Executive
Director-HR Office, and the decision of Management shall be final.

17, Effective Date
This policy shall come into force from the date of its approval by the competent authority of UJVN Limited.




EMPLOYEE SUGGESTION POLICY - BRIEF FLOW CHART DIAGRAM

Process Step Decision Node QOutcome

START
Employee identifies a practical and implementable suggestion under the Policy

!

Suggestion is prepared in prescribed format in Hindi or English, stating the existing problem, proposed
solution, expected benefit, and likely savings / improvement

l

Suggestion is submitted physically or through notified digital mode; drafting assistance may be provided
by the Member Secretary

!

Concerned Member Secretary receives the suggestion, assigns a registration number, and issues
acknowledgement

|

Valley Unit / Head Office Suggestion Committee examines the suggestions for feasibility, safety, economy,
and implementability

}

Where necessary, technical comments, departmental remarks, or trial inputs are obtained before
recommendation

!

DECISION NODE
Whether the suggestion is acceptable and within committee jurisdiction?

v ' ' N
NO YES

Suggestion may be rejected at Suggestion is recommended for
preliminary / evaluation stage trial / implementation / reward;

with brief written reasons and best suggestions may be
communication to the forwarded to Top Management
employee Level Committee for company-

level consideration




Approved suggestion is assigned for implementation within defined time-frame,

l

Benefits such as economy, safety, quality, reliability, environment improvement, or other gains are
' assessed under evaluation criteria

l

Merit points are awarded and reward / appreciation is decided as per policy provisions

!

Decision regarding acceptance, rejection, implementation, or award is communicated in writing / official
electronic mode within prescribed time

!

Accepted / award-winning suggestions may be displayed or publicized on official platforms, where
appropriate

l

Valley / Unit / Head Office suggestion Committee shall forward the best suggestions to the Top
Management Level Suggestion Committee for company-level consideration.
Approved suggestions should be assigned to General Manager (MD- Office) for implementation

)

END
Suggestion case closed and record maintained for reference




UJVN Limited
SR} Y31 TS / Employee Suggestion Scheme

HTﬂ'tTlff SATd UY9A / Employee Suggestion Form
ST YT I WY 3&RI T 1Y | SIRD 5 TR GYDh g e D1

Please fill the form clearly. Additional sheets may be attached, if required.

1. SHART T4 / Name of Employee
2. UGAT™H / Designation/ FB No.:
3. BRI / Place of Posting

4, " faavur / Contact Details

mﬁlﬂﬂ / Mobile:
iﬁ’@f / E-mail:

5. fawa / Subject

6. Wafere &= / Concerned Area
(FE / SR& / GRef / e / fass / I / |ra Seie / gafavur / o)

(Generation / Maintenance / Safety / Civil / Finance / Administration / HR / Environment / Other)

7. geaar fRufey / e o1 wféra faavor / Present Status / Brief Description of Problem

8. WTfad Jgird / Proposed Suggestion

9. 3T ¥ 30féra @ / Expected Benefits of the Suggestion

UJVNL




10. Tfe Ary foman Sy | S94 &1 @Y §11? / What benefits will result from implementation?
o TN T BT / Reduction in cost:
e YUY DI FAA/ Saving in time:
o Tl /o 7kt @t Ea / Saving in energy / waler / material:
o &1 H YR / Improvement in safety:
o HEHITA/ ﬁ{a“a:ﬁuar / FaTeehdl ¥ o / Improvement in efficiency / reliability / productiviy:

o THTGRUiiT @IH / Environmental benefit:
e 3/ Other:

11, arguif=ra swa (@fg Ya gh / Estimated Savings (if possible)
Mg I T/ In monetary terms:

12. o497 U8 9 31 ufaysrraigarsdl A oft s fFar @i v 22

Can this suggestion be replicated in other projects/units?

13. <1 g afaavd ged § 91 IS ? / Whether Individual or Team Suggestion
[ ]oH&FId / Individual [ ]9MH[R® / Team

g W %, 0 GG & AH / If team suggestion, names of team members:

1.

2,

3.

4.

HIYUTT / Declaration
7 g O BB ¢ 9 T T D/EHN I & SER Hiferd ¢ SR IsH & fea & fauron wer 8

1 hereby declare that the suggestion subinitted is original to the best of my/our knowledge and is being offered in the interest of
the organization.

a:lffﬁ / Date:

T / Place;

AN & TR / Signature of Employee:




Faa Hrated I /g / For Office Use Only
'ﬁﬁlﬁm / Suggestion No.:

LI} ﬁ:ﬂﬁ !/ Date of Receipt:
Hdftra aftifd / Concerned Committee:
Tyt aiferun / Preliminary Scrutiny:

o [1%BRE/ Acceptable

o [] 3BT / Not Acceptable

e [] femforgt %T:I, UG / Referred for Comments
fewforT / Remarks:

T OHET / ST AT 2?7/ Whether trial is required?

HTA-aU B TUTGT / Feasibility of Implementation:

C’rlﬂﬂTﬁ'fT IY / Estimated Benefit:
RIeTR=r / Recommendation:

o [ RSR %_{I &mﬂ / Recommended for Award

s [] EABIEEE] %ﬂ Wﬁfﬁ / Recommended for Implementation

¢ ] m ! Rejected
Heaftra AP & TWIIER / Signature of Concerned Officer:

gftfy gewg-afid / Member Secretary:

Tfifer 31438 / Chairperson:

feouft / Note :-

GG <1 TRI&101 Ud Yelich 39D fohtT=aae 1 UG, ST, R&, a1 ! saaeredar aur Te- &1 819 9 ey
& SR W foar S|

The suggestion will be examined and evaluated on the basis of feasibility of implementation, usefulness, safety,
technical viability, and benefit to the organization.




