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Guidelines on Work from Home

Objective
To provide broad guidelines for ensuring uninterrupted continuity of business processes in

POWERGRID under unavoidable circumstances such as the ongoing COVID pandemic which
impedes the physical presence of workforce at workplace,

General

These guidelines shall be applicable to all personnel working in Corporate Centre, Regional &
Project Headquarters with the exception of executives in E8 and Eg grades and personnel
involved with ensuring essential services at workplaces such as civil maintenance, electrical
maintenance, personnel engaged in shifts and attendants etc.

It will be the sole discretion of management to allow Work from Home (WFH) to employees
of different departments. Heads of Departments (HODs) shall be the competent authority to
allow such dispensation.

HODs may, at their discretion, curtail or revoke permitted ‘Work from Home’ at any time
according to the exigencies of work.

During the granted period of WFH, employees shall leave their location of posting only with
prior approval of HOD.

Employees who have been rostered for office/outside work and fail to present themselves at
the designated duty place, shall have to apply for leave as per POWERGRID Leave Rules.

Guidelines for Reporting Officers & Heads of Dept.
Roster Management:

311 Reporting Officers may recommend WFH arrangement for employees whose
assigned work responsibilities do not necessarily require physical presence at work
place with the exception of pregnant women, persons with disability and employees
having comorbidity.

312 As per work requirement, employees may be rostered for WFH and Work from Office
alternatingly, with WFH not being more than 5 days in a row.

313 A designated Nodal Officer from each department shall be responsible for
maintaining weekly/monthly rosters for all employees in the department. Rosters
shall be prepared in consultation with the reporting officers and HODs,

314 Employees can request for change in roster due to specific reasons such as residence
coming under containment zone or High Risk in AarogyaSetu app.
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32 Status sharing & co-ordinating with team:

321 Reporting Officers, Sectional Heads and HODs should hold periodic meetings as well
as have informal interactions through virtual platform with the team so as to monitor
the status of work and to ensure co-ordination among all team members.

3-22  All meetings should have a clear agenda. Unless unavoidable, meetings should be
scheduled during normal working hours.

33 HODs may also nominate employees for online training related to job requirement and well-
being in consultation with HRD.

4.0 Guidelines for Employees during WFH

4.1 Setting up IT Infrastructure:

4.11  Employees are required to ensure necessary infrastructure at their home, ie. a
laptop/desktop/tablet, stable and reliable broadband connection and mobile
connectivity.

412 Employees shall setup all the necessary applications required for remote working. In
order to have uninterrupted access to data, relevant files may be stored and shared
through ownCloud. Detailed instructions regarding setting up e-office, FortiClient,
ownCloud and SAP client at personal workstations have been circulated by Corporate
IT.

4.1.3 Employees shall keep their laptops/ tablet/ mobile devices updated with an antivirus
and shall not install any unauthorized/ unlicensed software on such devices being
used for official work.

4.2 System and Data Security:

421 Employees shall not use any public devices for official purposes. They should ensure
information & data security and prevent exposure of Intellectual Property owned by
the company to external entities.

4.2.2  All applicable guidelines pertaining to information security, records management and
retention policies that apply at the regular POWERGRID worksites apply during WFH
as well.

4.3 Work Logging:

While WFH, employees shall maintain a log of work done/ tasks completed during the day.

These logs should be regularly shared with the Reporting Officers for monitoring status. A

sample for the log is enclosed.

4.4 Ensuring cdlear communication:

4.41 Employees shall be proactive in initiating communication with respective reporting
Officers regarding any constraints/ impediments being faced in completion of
assigned/ agreed tasks.
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4.4.2  Protocols applicable for physical/ hard copy communications are also to be followed
In electronic communication.

4.5  Employees working from home are expected to observe normal working hours and be
available on telephone and other electronic means of communication like e-mail, chat
messenger, etc. However, employees may choose to complete the assigned individual tasks
beyond working hours if they feel convenient.

46 Employees shall attend meetings, sessions, discussions through video/tele conferencing
maintaining proper decorum. Earphones and mic may be used in virtual meetings to ensure
clarity in audio stream.

5.0  Health and Safety while WFH:

11 Employees are advised to ensure ergonomically friendly workspaces at their homes with
suitable furniture, headsets/hands-free devices for attending calls and meetings.

12 Employees are encouraged to take up meditation, light physical exercises, yoga, etc. to stay in
good physical and mental health.

s
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