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TRANSFER POLICY

ltem | Policy Guidelines
. INTRODUCTION:
1.Applicability The policy guidelines are applicable to officers and employees

of Telangana Grameena Bank (Regional Rural Bank) having its
Head Office at Hyderabad.

Il. NEED OF POLICY:

1. Objectives

e To bring varied exposure to the Bank's personnel,
develop/motivate and equip them to face the future chailenges
of the Bank;

e To provide job opportunities to individual Officers depending
upon their special skill / aptitude.

e To improve Administrative /operational efficiency of the Bank;

e To improve overall productivity of the Bank;

e To ensure that all cases of transfers are fair, just and equitable
to a large extent to protect the interest of the Bank as well as
Staff.

e To maintain harmonious industrial relations.

2.Limitations

These guidelines should not be construed as giving right to any
Party to question the authority of the Bank in the matter of transfer.
The Bank reserves the right to effect transfer having regard to
exigencies of business and/or administration. An officer/
employee may submit representation to the competent authority
through proper channel in respect of his/her transfer.

3. Definitions

"THE STAFF MEMBER" means an Officer or an employee in
the permanent establishment of the Bank.
"INITIAL POSTING” of a Staff Member shall mean the first posting
after joining in the Bank Service.
"TRANSFER?” of a Staff Member shall mean a change in the place of
working. It may be one administrative office to another administrative
office or from one branch to another branch, or from branch to
administrative office or vice versa either within the centre
(Municipality/ town/ village) or to another centre,
"ADMINISTRATIVE TRANSFER” shall mean a transfer of a Staff
member on considerations of administrative grounds of the Bank.
"Temporary transfer and/or supernumerary transfer: A transfer
for a specific of period not exceeding 90 days made to tide over the
difficulty arising on account of administrative exigencies, and or on
request by an officer / employee on medical grounds of
self/dependent or any other such emergencies.
"REQUEST TRANSFER" shall mean transfer of a staff member at
his/her request under any of the following grounds:

i Compassionate grounds

il. Spouse grounds

iii. Serious illness reasons

iv. Any other valid ground acceptable to the Bank.

"COMPETENT AUTHORITY" to effect placement/ transfer shall be




the Chairman/ General Manager/Regional Manager as decided by the
RRB Board.

"A CENTRE OR A STATION" for the purpose of this transfer policy
shall mean a Metro centre/ city/ town/ village or any other
place/Municipality. The place where more than one branch and/or
offices are situated will be treated as one single centre or station.
"PLACEMENT" shall mean change in the work allotted within the
same administrative office or a branch and shall not be treated as a
‘Transfer' with the change in the designation.

"DIRECTLY RECRUITED OFFICER/ EMPLOYEE" shall mean an
officer/ employee who has been initially appointed in the Bank's
service directly in the officer's/ Employee’s cadre.

"NEAR RELATIVE (S)": For the purpose of this Transfer policy
Near Relative(s) of a Staff Member Includes: a) Father/Mother b)
Husband/ Wife c¢) Son/Daughter d) Brother/Sister e) Father-in-law /
Mother-in-Law f) Brother-in-law / Sister-in-law/ son-in-law / daughter-
in-law.

4.1. Initial The first/ initial posting of a direct recruit officer/ employee shall be as

Posting far as possible in Rural and difficult centre branch. However, on
compassionate ground and based on merits and
administrative convenience, exemptions may be considered as a
special case by the Bank.

4.2 Administrative transfers are those, which are required to be effected

Administrative | at any point of time in the best interest of the Organization.

Transfers The management has prerogative to make such transfers on the

basis of administrative grounds.

4.3 Temporary
Transfer

A transfer to protect the Bank's interest and or to tide over the
problems arising on account of administrative exigencies. A Staff can
also request temporary transfer for a particular centre on medical
grounds of self/dependent or any other such emergencies. The period
should not exceed90 (ninety) days.

4.4
Compassionate
Grounds:

a. A request transfer from a Physically challenged staff member
having more than 50% disability duly certified by an authorized
Government Doctor not below the rank of Chief Medical Officer or the
equal designation prevailing in the State or Competent Authority as
defined in statutory provisions, can be considered under this
ground.

OR

b. A request for transfer on medical ground may be made by a staff
member on the ground of serious ailments being suffered by self or
for taking care of physically or mentally challenged dependents or
spouse or dependent children suffering from serious diseases like
Cancer, Cerebral attack, brain tumor or any other diseases as may be
considered by the Bank for this purpose from time to time and there is
no facility for treatment of the aforesaid Ailments at the place of
posting of the officer/employee concerned, provided such place falls
within the geographical territory prescribed by DFS for the RRB. All
such requests will be examined by a committee constituted by the
management for the purpose from time to time and on the basis of
recommendation of the Committee, a view can be taken.

4.5 Spouse

In case of any Staff whose spouse is in permanent service of any




Grounds:

central/ State Government / Quasi Government, he/she may be
transferred to his/ her place of choice as detailed in the 'Norms
for Transfer' for each category of staff included towards the end of
this policy in the Bank to enable him/her to stay with his/her
spouse subject to availability of suitable vacancies. Transfer on
account of spouse grounds will be considered as far as
possible based on suitable vacancies. Such staff should apply
for such request of transfer along with the employer Certificate
of spouse of a recent date. Where the staff and his/her spouse are
both employed in the Bank, their request shall be treated separately
for consideration of 'Request Transfer' under spouse grounds. They
may be placed at the same centre, provided more than one
branch/office is available at the centre. However, both will not be
osted in the same branch/ office.

4.6 Tenure /
Timelines

S.No | Place of | Officers
Posting

Office
Assistants/Attendants

Minimum
Tenure

Maximum
Tenure

Minimum
Tenure

Maximum
Tenure

Branch*

2

3

2

5

/AMH
/RASMEC/
LCPC
2 RBO/
SLC
*- at difficult centers, the tenure will be for two years.

Note: These guidelines should not be construed as giving right to
any Party to question the authority of the Bank in the matter of
transfer. The Bank reserves the right to effect transfer having
regard to exigencies of business and/or administration.

HO/ | 3 5 3 5

5. Transfer
Implementation

Keeping in view the maximum period of retention as prescribed, the
competent authority will undertake the transfers of officers/
employees in a particular scale or grade on the basis of the following
principles.

|.  The Personnel department in consultation with the respective
General Managers/ Regional Managers concerned shall prepare lists
of eligible staff members who are due for transfer category wise
separately.

[I. 'Transfer timelines' are clearly defined and strictly adhered to.
Transfer exercises shall be completed before June, every year. Mid-
year transfers will be avoided as far as possible. The following norms
will be kept in view for tenures, subject to administrative exigencies: -
. All Officers be transferred every 3 years.

. All Office Assistants /Attendants be transferred every 5 years.
However, movements resulting on account of promotions,
recruitments, administrative exigencies and in isolated cases of
transfer can be effected round the year.

[ll. The movement of staff from one category center to another is not
mere compulsion and not as a matter of right or routine. In the
interest of the Bank and on feasibility grounds, one can be retained in
same category of centre for some more period or transferred to
another category centre at the discretion of the management.

6. Joining Time

Keeping in view the provisions mentioned in RRB (Officers and
Employees) service Regulations-2010 in respect of joining time




on transfer of employee, undernoted instructions may be foilowed :-

a) An office or employee shall be eligible for joining time occasion of
transfer.

b) Period of joining time shall be as follows:

i) In respect of an Officer a period not exceeding 07 Days
excluding the number of days spent on travel.
i) In respect of employee a period not exceeding 06 days excluding
the number of days spend on travel.

c) During the period spent on joining time an officer or employee
shall be eligible to draw the emoluments at the place of old or
new posting whichever is less.

d) In calculating the joining time admissible to an officer, the day on
which he is relieved from his old post shall be excluded, but
public holidays following the day of his relief shall not be included
in computing the joining time. Provided that if joining time is
granted in continuation of leave, the last day of leave shall be
the day preceding the day on which joining time commences.

e) Joining time admissible to an officer or employee shall be 07
days and 06 days respectively. Holidays/weekly off days falling
between the joining periods shall be taken into account for
computing the total period of joining time admissible.

For example:

If an Officer/ Office Assistant relieved on 26.09.2015 (Saturday),
then his joining period will be calculated from 28.09.2015
(27.09.2015 being Sunday and falling immediately after the date
of relieving shall be excluded)to 04.10.2015 and 03.10.2015,
according to their cadre respectively. It may be noted that both
2" October being a public Holiday and 4" October being Sunday
are to be included for the purpose of joining time in the
above Example. The period actually spent on journey will be
allowed in addition to joining time calculated as above.

f) Joining time shall not be admissible to an officer or employee
when :

i) Transfer does not involve a posting to a different centre.

ii) Posting of an officer or employee is of temporary nature

irrespective of the fact that the posting to a place or station other

than the one at which he is permanently posted.

iii) Transfer is on his/her request.

iv) Transfer is in same Panchayat or Nagarpalika or Urban
e amsmm—

v) Where there is no change of residence consequent on

transfer.

7.
Administrative
Office Postings

Staff working at branches are eligible for posting at administrative
offices by rotation subject to suitability and availability of vacancies.

8. Exemption /
Relaxation
from Transfer
policy to
recognised

With regard to ‘Transfer Protection” to Office bearers of
Associations/Unions, Posting of Union representatives of one
recognized association & Union may be considered for exemption
from the policy as under :

i. In RRBs with nil or single network, two Principal office bearers, as




Associations &
Union
Office bearers:

identified by designation by the Association and frem Union
separately, may be granted exemption/ relaxation from normal
transfer policy.

i. RRBs having more than one network may allow
exemption/relaxation to one additional principal office bearer for each
network as identified by the Association/Union.

iii. Exemption will be provided to these bearers during the period of
their holding the respective positions.

iv. The positions of Office bearers, for whom exemption is sought
under the policy has to be submitted by the Association/ union soon
after the Policy is circulated. Also the Association/ Union has to
advise one position among the Office Bearers from whom exemption
is sought for posting in Head Office. Others will be posted in
Branches.

v. All such postings will be in commensurate with the Official’s grade
and seniority of the Staff and full day’s work will have to be performed
by them.

vi. However, Transfer protection may not be made available to an
office bearer on promotion.

9. Manpower
Planning:

To the extent possible BMs are to be posted as per their scale to the
respective categorized branches. Where required numbers of
particular scale officers are not available for posting as Branch
Managers, officiating is to be given. Care has to be taken ic see that
the seniority is not over looked. Seniority for this purpose is to be
reckoned at bank level and any staff member who refuses to accept
such officiating for any reason has to give it in writing and he will not
be eligible to revoke this option for a term of next 2 years.

10. Criteria for
identification of
Centres:

Centres are to be categorized into different categories on the basis
of Population, availability of transport, medical, educational and
other infrastructure facilities viz., A, B & C centres. Branches
situated in far- flung areas with very poor infrastructure facilities and
amenities and living there is a challenge/risk may be categorized as
Difficult/Hardship Centres. However, such difficult/Hardship centres
should be exceptionally difficult to live in, and to be kept at bare
minimum in number.

Individual RRB would also assess percentage of Staff deployment
required in each category of centre. Based on this, it will draw a
movement policy specific to the RRB for transferring staff between
these centres.

11. Authority

It is left to the Board to delegate the authority to Chairman/ General

Structure Manager/ Regional Manager, whenever called for
12. Other This policy does not apply to the staff against whom, disciplinary
Conditions action is pending /contemplated.

a. No officer/ emgloyee will be placed / posted or transferred
to a branch/ office where his/her near relative is posted

b. The mere fact that an officer had been earlier placed to a
position of higher responsibility will not automatically vest with
him any right to claim to transfer to a position of similar
responsibility or still higher responsibility

c. Bringing outside influence / external pressure in the matter of
transfer has to be viewed seriously and to be treated as




misconduct. Such Officers/Employees are liable for disciplinary
action

d. Officers/employees, who have been promoted in the middle
of financial year and continued in the same Branch/ Office
for administrative reasons may be transferred during the
immediate next General Transfer process.

e. In cases, where Bank desires to protect the interest of the
Branch/ Office, it may transfer an Officer/Employee prematurely
before completion of tenure.

f. The performance of the staff and their contribution to the growth
and development of the Bank against the posting positions being
filed in shall be considered while undertaking the transfer
process

g. A senior officer of same cadre should not be posted under a
junior officer, except under specified instances like Sickness of
self and Disciplinary Matters.

The Officers/ Employee's stay at City Compensatory Allowance
(CCA) centre branches/ District headquarters branches should not
be more than five years continuously.

The Officer / Employee should not be posted in the same branch
within a period of six years. Even after six years, he/ she should not
be posted in the same capacity at the branch where he/she worked
previously, subject to operational and administrative feasibility.

Staff, who are on transfer orders should get relieved to the new
place of posting as per the instructions and the staff file, (if held)
and IDs in HRMS will be transferred to the new place of posting
immediately. In case of staff, who do not report at new place of
posting without sanction of leave or permission, salary and
allowances will not be payable until they report at the new place and
such action will be treated as misconduct.

This transfer policy supercedes all other earlier transfer policies.
However, nothing in the transfer policy shall super cede any policy
rule and regulation or siatute that have been framed and are in force
for the time being or that will be/ may he framed and brought into
force at dates subsequent to the bringing into force this transfer policy
and where a conflict between this transfer policy and such policy,
rules, regulations or statute arises, the latter shall have precedence
over the former.

13.

Modifications amendments/repeal, as may be necessary from time to time and the
& Repeal powers to effect such modifications, amendments and repeal shall

This transfer policy shall be subject to such modifications/

be examined by the Committee to be constituted for the purpose by
the Chairman by nomination. Such changes should be put up to the
Board for approval.

lll. Norms for transfer of Officers Group - A:

1.

Chairman is the competent authority for effecting the transfer of Officers of Scale-II
and above. General Manager — | is the competent authority for the Officers of Scale-I
grade.

All the Officers including the promotees are liable for transfer anywhere in the Bank




after completion of stipulated period.

3. The tenure of Officers will be three years for all centres except at difficult centers,
where the tenure will be for two years.

4. All Officers should normally be transferred every 3 years.

5. An officer may be considered for one request transfer during entire career. However,
for lady officers two request transfers on marriage ground / joining spouse parents
may be considered subject to administrative convenience.

6. On request, an officer may be considered for a posting to their Home Region, during
the last 3 years prior to superannuation subject to administrative convenience and not
having worked in the centre in the immediate past 3 years.

7. Officers above 55 years of age may be exempted for posting to difficult/ hardship
centres, as far as possible/feasible.

8. No officer will be transferred to a Branch where his near relative is posted.

9. Transfer of physically handicapped officer will be governed by Gol guidelines but
same will not be applicable in case of any disciplinary action against him

10.In case of an officer whose spouse is in permanent service of Central Government,
State Government, PSU may be transferred for one term of 3 years in a block of 10
years period to join with his spouse subject to administrative convenience and
availability of suitable vacancies, provided such place falls within the geographical
territory prescribed by DFS for the RRB.

11. After posting for 2 tenures in one Region i.e. for 6 years, Officer will be transferred to
other Region.

12.0n promotion, all Officers may invariably be transferred to other region as defined at
4.6 above.

13.Tenure of Officers of special professional qualification viz. Law, IT and Treasury
Management etc. will normally be for 5 years.

14.Every Officer except Specialist Officer of Law & IT has to be posted at least once in
service period in rural area for fuli tenure of 3 years.

15.In case of amalgamated RRBs, the Bank shall endeavour to move/swap staff between
the geographies of erstwhile different RRBs, within the policy framework prescribed in
this document.

IV. Norms for transfer of Group- B (Office Assistants)

1. The General Manager -l is the competent authority for effecting the transfers.

2. All Office Assistant staff, including the promotees are liable for transfer anywhere
within the area of operation of three contiguous Regional Offices after completion of
stipulated period.

3. The above will be adopted as far as possible. In case of exigencies, they will be
posted to a smaller place also and the minimum period of tenure is 2 years under
normal circumstances.

4. Bank will designate certain centres/ locations, if any, as 'Difficult Centres'. The
employee posted there will be given preference for transfer after completion of




the tenure of 2 years.

5. The normal tenure of posting for Office Assistant will be 5 years and they shall be
liable to transfer every 5 years.

6. After 10 years of service in one region, Office Assistant should be shifted to other
Region.

7. On promotion to Scale | Officer, Office Assistant should invariably be transferred out
of the Region.

8. Request transfer will be entertained only once during the service period and subject
to vacancies available and other administrative convenience. For lady Office
Assistants, same may be for 2 terms/tenures.

9. The Office Assistant staff undergoing movement as per inter-regional (district)
transfers will be considered for preferential posting to Home Region after working for
10 years outside his Home region.

10. All employees may be considered for a posting to their Home region, three years prior
to superannuation, subject to administrative convenience.

11.No Office Assistant will be transferred to a branch / office where his/her near relative
is posted

12.Persons with disabilities suffer from a range of problems on account of mobility.
There may be many peculiar issues, viz., the location of bus stop/ metro station near
their office, the area where they reside and the conveyance they are using to
reach office etc., which may have a bearing on the performance of their official duties.
Although these are minor issues for persons without disability, these can have a very
huge effect on the day to day activities of a disabled person. Requests from such
employees may, therefore, be considered for posting on case-to-case basis, as per the
GOl guidelines.

13. Transfer of Physically Handicapped employees will be governed by Gol guidelines
but same will not be applicable iri case of any disciplinary action against him/her.

14.An employee with spouse working in Central / State Governments or public
sector undertakings, may be given preference for posting in the same place /
region or nearby place / region, where his / her spouse is stationed, or as near
as possible to that place.

15. Grievances received from employees citing violation of transfer policies will be dealt in
a considerate manner and suitably responded to, by duly recording the reasons
thereof.

16.With respect to the appeals received on transfers from the employees, a committee
be setup to look into the issues and dispose the appeals within a time period of 15
days.

17.Employees above 55 years of age may be exempted from posting to remote and
difficult centres, as far as possible.

18. All employees may be posted at least once in-service period in rural / Semi-urban area
for a full tenure of 3 years.

19.The female employees, married or unmarried, when placed / transferred away




from their husbands or parents, as the case may be, to distant locations, face
genuine hardship and develop a feeling of insecurity. Keeping this in view,
the women employees be transferred as far as possible to the nearby places /
stations / regions in case of their transfer / promotion, to a place where their
husbands / parents are stationed or as near as possible to that place, or vice-
versa. In case of posting to far-away / remote locations, their safety shall be
given due importance and availabilities of basic amenities be ensured.

V. Norms for transfer of Group- C (Office Attendants)

1.
2.

The General Manager- | is the competent authority for effecting transfers.

Bank will designate certain centres/ locations, if any, as 'Difficult Centres'. The
employee posted there will be given preference for transfer after completion of
the tenure of 2 years.

Request transfer will be entertained only once during the service period and based on
the vacancies available. For lady Office Attendants, same may be for 2
terms/tenures,

All employees may be considered for a posting to their Home region, three years prior
to superannuation, subject to administrative convenience.

An employee with spouse working in Central / State Governments or public
sector undertakings, may be given preference for posting in the same place /
region or nearby place / region, where his / her spouse is stationed, or as near
as possible to that place.

Grievances received from employees citing violation of transfer policies will be dealt in
a considerate manner and suitably responded to, by duly recording the reasons
thereof.

With respect to the appeals received on transfers from the employees, a committee
be setup to look into the issues and dispose the appeals within a time period of 15
days.

Employees above 55 years of age may be exempted from posting to remote and
difficult centres, as far as possible.

Persons with disabilities suffer from a range of problems on account of mobility.
There may be many peculiar issues, viz., the location of bus stop/ metro station near
their office, the area where they reside and the conveyance they are using to
reach office etc., which may have a bearing on the performance of their official duties.
Although these are minor issues for persons without disability, these can have a very
huge effect on the day to day activities of a disabled person. Requests from such
employees may, therefore, be considered for posting on case-to-case basis, as per the
GOl guidelines.

10.All employees may be posted at least once in-service period in rural / Semi-urban area

for a full tenure of 3 years.

11.The female employees, married or unmarried, when placed / transferred away

from their husbands or parents, as the case may be, to distant locations, face
genuine hardship and develop a feeling of insecurity. Keeping this in view,
the women employees be transferred as far as possible to the nearby places /




stations / regions in case of their transfer / promotion, to a place where their
husbands / parents are stationed or as near as possible to that place, or vice-
versa. In case of posting to far-away / remote locations, their safety shall be
given due importance and availabilities of basic amenities be ensured.

COMMON NORMS TO THE STAFF MEMBERS

1. Transfer exercise will be made transparent with annual publication of seniority list and for
existing / expected vacancies at different locations/scales. Rotational transfers shall be
done on seniority basis and exceptions, if any, will be properly recorded / documented. As
per the CVC instructions, sensitive posts shall be identified and staff working in these posts
will be strictly rotated after every three years or the tenure approved by the Board to avoid
developing vested interests.

2. Bank has developed an online platform for the transfer process with the facilities of giving
location preference options to its employees in case of transfers. The online portal will also
include Bank's Transfer policy, guidelines and related circulars, scale wise seniority list,
details of vacancies scale wise / location wise, and other relevant details in order to bring
efficiency and transparency in transfer process.

3. After posting for a maximum 2 tenures in one region i.e. for 6 years, for an Officer and 10
years for Office Assistant, both may be transferred to the other region as defined in 4.6,
relating to maximum and minimum tenures in each administrative layer.

4. In terms of medical/maternity/child care/remote postings will be assessed by the
competent authority and will be placed at suitable place/region based on the
requirement of the bank.

Vi. DELEGATION OF POWER FOR TRANSFER:

"COMPETENT AUTHORITY" to effect placement/ transfer shall be the Chairman/ General
Manager/ Regional Manager as decided by the RRB Board.

Vil. RENEWAL OF POLICY:

The policy shall be renewed annually or as and whenever changes are advised by
RBI/NABARD/SBI from time to time.
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