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Introduction

The HR Department of Hastings Jute Mill maintains employee details of all departments. It operates from the Head Office.

Identification

This document describes the system context for HR management in Hastings Jute Mills ERP project perspective.

Purpose

The purpose of the system context document is:

Ÿ To clarify and confirm (may be partially) the environment in which the system has to operate. 

Ÿ To provide the details at an adequate level to allow the creation of the relevant technical specification.

Ÿ Verify that the information flows between the solution to be installed and external entities are in agreement with any business process or context diagrams.

Description

The system context represents the entire Store Management system as a single object or process and identifies the interfaces between the system and external entities.  Shown as a diagram, this representation defines the system and identifies the information and control flows that cross the system boundary. 

The system context highlights important characteristics of the system: users, external systems, batch inputs and outputs, and external devices.

Ÿ Events that the system generates that affect external entities

Ÿ Data that the system receives from the outside world and that must be processed in some way

Ÿ Data produced by the system and sent to the outside world

Purpose

The purpose of the system context document is:

Ÿ To clarify and confirm (may be partially) the environment in which the system has to operate. 

Ÿ To provide the details at an adequate level to allow the creation of the relevant technical specification.

Ÿ Verify that the information flows between the solution to be installed and external entities are in agreement with any business process or context diagrams.

Summary of HR Studies
The parts we have studied includes the following – 
1. Recruitment/Regularization/Promotion

2. ESI

3. Standby Labour Attendance

4. Job allocation against departmental requisition

5. Leave

6. Absenteeism/ Disciplinary actions

7. Termination of employment
8. Transfer

**The portions we will cover during the study of payroll system are – 

a. General Labour attendance

b. Gratuity Calculation

c. Other parts that are related to payroll
1. Recruitment/Regularization/Promotion
(Discussed with – Mr. Debdatta Banerjee)
There are eight categories of labour exists in the present system.

1. Apprentice Learner

2. Learner

3. New Entrant Temporary

4. New Entrant

5. Mill Trainee

6. Badli/Casual

7. Special Badli

8. Permanent

Initial recruitment is done for mainly on the first three categories.


Recruitment Process

1. Filling of Application form //for apprentice learner 

2. Consent on declaration for no police/court case //for apprentice learner
3. Temporary Labour no. generation //for apprentice learner
4. Issue of temporary gate pass //for apprentice learner
5. Training/trial in the departments //for apprentice learner
6. Reference by department supervisor after assessment //for apprentice learner
7. Filling of Application form (Learner/New Entrant Temporary)

8. Filing of ESI declaration form 

9. Categorization/Department selection based on skill or referrals
10. Labour no. generation

11. Issue of gate pass
A newcomer to the factory with no experience is treated as an apprentice learner. The process of recruitment is mentioned in the first four points. Also at the time of recruitment an age proof is required which is not always mandatory for the person who comes with a reference of an existing employee of the mill. During the apprentice period if the department supervisor feels that he is not fit for the concerned department then he might be transferred to some other department what’ll also be noted in the temporary gate pass of the apprentice and in the labour register maintained by the labour office. On successful completion of the apprentice period the person will be promoted to learner position after getting a reference from the department supervisor. It should also be noted that during the apprentice period he will not be eligible for any kind of wages or ESI benefit.
Where as an experienced newcomer to the factory is usually sent to the trial in the respective department based on his skill set. On successful completion of trial period he is taken as Learner or New Entrant Temporary based on his skill. 

**No PF deduction is done in the Apprentice Learner, Learner and New Entrant Temporary category.
**On new recruitment of Learner or on promotion to Learner consent is taken from the labour, i.e. ‘Engagement of a learner form’ where stipend structure for 5 years duration is mentioned.
**In case of change of category, a new labour no. is generated for the concerned labour.
2. ESI

(Discussed with – Mr. Shyamal Chakrabarty)
At the time of recruitment of labour other than apprentice labour, ESI declaration form along with a challan is being filled by the IP(Insured Person). An Insurance No. for every labour is allotted by the ESI authority. After depositing these two documents at the ESI local office the labour gets a temporary identity card. After that the labour gets a permanent identity card from the ESI authority after a certain time. After getting permanent ID card from the ESI authority the insured person informs jute mill about their doctor and this information is noted in the RC (Return Challan). An insured person will not get any benefit from the ESI authority until and unless he works for 78 days. 

Contribution period and benefit period of ESI facility are as follows – 
Contribution period – April – September / October – March

Benefit period          – January – June      / July – December

A particular code no. for the employer i.e. ‘Hastings Jute Mill’ is also allotted by the ESI authority.
ESI section of ‘Hastings Jute Mill’ maintains the following ESI forms as per requirement – 
d. Declaration Form – This form is to be filled up by the labour at the time of ESI registration.

e. Chalan – This challan is also to be filled up by the employee at the time of ESI registration.

f. Form 28/10 – The purpose of this form is to check whether the insured person was working in the jute mill during the period when he had taken ESI leave.

g. Form 37 – This form is treated as ‘Certificate of Re-employment/Continuing Employment’. When a insured person’s name is absent in the Live list sent to the ESI doctor by the ESI authority, this from is to be filled up by the employer.
h. Form 32 – This form is treated as wage/contributory record for disablement benefit.
i. Form 72 – This form is used for re-issuance of lost/damaged ID card.
j. Form 1B – This form is used for inclusion of name in ID Card.
k. Form 53 – This form is used to change the local ESI office of a insured person if he holds an ESI card from his previous job. This form is also used to store the changed address information.
l. Accident Form – In case of any accident during duty hours, the following forms are to be filled up – 

I. Form 16 – To be deposited at the local office of ESI.

II. Form 18 – To be deposited at the factory inspector’s office.

m. Form 15 – This is known as accident book. This is basically a register maintained at the jute mill to store the information of every accident happens.
n. Form 23 – In case of death of the insured person, this form is to be filled up and after depositing this form at ESI local office the insured person’s family gets Rs. 2500 (Two Thousand Five Hundred) for cremation expenses.
o. Permanent Disbursement Form – This form can be used for two purposes, injury and death of the insured person. 
I. In case of injury if the insured person is on leave then he can get a monthly compensation from ESI authority after filing up this form.

II. In case of death of the insured person his nominee can get a monthly compensation from ESI authority after filing up this form.

3. Stand by labour attendance 

(Discussed with – Mr. Mahananda Ash)

1. All the stand by labours come to the labour office regularly to give attendance.
2. Mainly three categories of labours have to give attendance in this manner who are not allocated for any job – 

i. Learner

ii. New Entrant Temporary

iii. New Entrant

3. They are treated as ‘Attended workmen No work’.

4. Job allocation against departmental requisition
(Discussed with – Mr. M.Ash/ Mr. L. Chatterjee)
The shift timings in the jute mill are as follows – 

Shift A – 6AM – 11AM and 2PM – 5PM

Shift B – 11 AM – 2PM and 5PM – 10PM

Shift C – 10PM – 6AM

1. After beginning of every shift a requisition (labour requisition and presence report) is sent from the department to the labour office in case of shortage of labour.

2. Based on the following criteria a attending stand by labour is chosen – 

a. Absenteeism

b. Attending position

c. Last working day

d. After leave how many days of overstay?

e. Proof of leave pass

f. Last fortnight how many days worked?
g. Regular attendance
3. In case if no labour can be allocated against any requisition then the clerks at the labour office make a remark on the ‘labour requisition and presence report’ form as ‘Not Found’.

4. If the requisition form comes after 30 minutes of beginning of any shift then the clerk at the labour office makes a remark on the ‘labour requisition and presence report’ form as ‘Late equisition’.
5. Leave

(Discussed with – Mr. M.Ash/ Mr. L. Chatterjee)
Types of leaves

Leave maintenance

Leave Surrender.

Leave pass

Types of Leaves

The Following types of Leaves are currently maintained with these broader attributes. 

Please see the table…

	Leave Types
	With Pay / W/o Pay
	Associated Labour Catg 
	Wheather  Absent ? 
	Festival Additional Benefit
	Remarks

	Statutory Leave (STL)  
	With Pay
	Permanent. Badli, Spl Badli, Mill Trainee, New Entrant
	No
	Yes
	Yearly Accumulation based on conditions / Leave Surrender Facility

	Spl Leave 
	With pay
	· do –
· 
	No
	 Yes
	In Case Of Labours attending other work outside factory with permission

	Authorised Leave
	W/O Pay
	All
	No
	No
	

	Sick Leave (Authorized)
	W/O Pay
	All
	No
	No
	

	Unauthorized Leave
	W/O Pay
	All
	Yes
	No
	

	Accident Leave
	W/O Pay
	All
	No 
	No 
	Difference between accident leave  and sick leave ??

	Suspension
	W/O Pay
	All
	Yes
	No
	

	Strike
	W/O Pay
	All
	Yes ?? 
	No
	

	Attended but no work
	W/O Pay
	All
	No
	No
	Mainly for Learners and New Entrant / New Entrant Temp , in case of Excess Labour


Leave maintenance

Statutory Leave Can be Accumulated over the calendar Year. A Labour is awarded 1 STL per 20 days of Work, provided he or she worked equal more than 240 days.  However a maximum of 30 STL‘s + current yrs STL can be carried forward in the next Calendar Year.  

** STL‘s Can only be availed in case of more than 1 days.

	Condition
	No of STL Earned
	Max STL Carried Forward to next Calendar Year

	(No of working Days+ benefit days due from legal strike or suspension of work + STL Taken from the last Calendar Year) >= 240 days
	Round(No of working Days / 20 )
	30 from old (prev 2 yrs) + 15 max from current year


Festival Benefits

If any one Takes STL during or up to the day (Before or after) of the festival days (As per Company listed holidays), then those no of festival/ holidays are automatically added as with Pay leave/s. But the employee will not get any festival benefit if his off day is coincides with the festival day.

or an example, see the Table Below

	No of STL in Hand (Before hand)
	No Of STL Taken
	No of Festival/Holiday ‘ s included inside or up to the Leave Days
	Actual Leave Days
	No of STL in hand After wards

	25
	10
	2
	12
	15


**1st May is treated as a holiday in Hastings, and to take the benefit of Festival for that day, one has to be present on previous day, i.e 30 th April.  

Leave Surrender

An employee can work , against STL. When he is working under leave, a temporary LSN (Leave Surrender Number) is allocated against his Labour no. An (additional) Fixed Rate of Rs 100 is paid when working under LS.

Leave pass / Leave Application

1. Application of Leave by Labour on plain paper with Proper Documents

2. Approval of Departmental Head

3. Leave pass generation By Hajira Babu’s / Labour Office after checking Leave Status.

4. 3 copies of Leave Pass are generated, 1 copy for Time Office for Maintenance, 2nd copy goes to Department, 3 rd to Labour/ Employee. 

6. Absenteeism/Disciplinary actions

(Discussed with – Mr. M.Ash/ Mr. L. Chatterjee)
1. In case of absenteeism i.e. UA (unauthorized leave) of any labour (all categories) if the period is more than 10 days then an warning letter is issued with show cause.
2. If after that the labour doesn’t turn up then after 30 days a break in service is issued.
3. If after that the labour comes to join then he is treated as a new employee depending on management discretion.
7. Termination of employment
(Discussed with – Mr. D. Banerjee)

Termination of employment is done in the following cases – 

1. Resignation

2. Termination of service after show cause

3. Retirement.
For these cases a T.E. form is filled up where some information are noted like –

1. Up to hand wages

2. Unpaid amount i.e. Festival Holidays

3. No. of days payment to be made in lieu leave due.

4. No. of days sickness benefit earned under leave pass no.

5. Any additional information.

After filling up all these information a T.E. no. is generated against a particular case and it is sent to the labour dept. for further proceedings.
Major Inputs

1.1.1 Input 1

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Employee Master Entry and Categorization
	
	
	
	
	
	
	


1.1.2 Input 2

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Employee wise ESI Details
	
	
	
	
	
	
	


1.1.3 Input 3

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Standby Labour Attendance
	
	
	
	
	
	
	


1.1.4 Input 4

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Departmental requisition entry for standby labour
	
	
	
	
	
	
	


1.1.5 Input 5

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Allocation based on departmental requisition
	
	
	
	
	
	
	


1.1.6 Input 6

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Leave Pass entry, update, cancellation
	
	
	
	
	
	
	


1.1.7 Input 7

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Leave Surrender entry and LSN no. generation
	
	
	
	
	
	
	


1.1.8 Input 8

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Accident register maintenance
	
	
	
	
	
	
	


1.1.9 Input 9

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Promotion 
	
	
	
	
	
	
	


1.1.10 Input 10

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Warning/Show Cause Entry 
	
	
	
	
	
	
	


1.1.11 Input 11

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Break in service entry
	
	
	
	
	
	
	


1.1.12 Input 12
	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Termination of employment
	
	
	
	
	
	
	


1.1.13 Input 13

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Departmental Transfer
	
	
	
	
	
	
	


Major Outputs

1.1.14 Output 1

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Employee History
	
	
	
	
	
	
	


1.1.15 Output 2

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Employee Attendance
	
	
	
	
	
	
	


1.1.16 Output 3

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Leave Status
	
	
	
	
	
	
	


1.1.17 Output 4

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Break in service details
	
	
	
	
	
	
	


1.1.18 Output 5

	Description
	No of users
	No of transactions
	Timings/ Frequency
	Volume of Data
	Mechanism/ Technology
	Data Description
	Remarks

	Accident register
	
	
	
	
	
	
	


* Please rectify any error /missing points
 Euphoria Infotech (I) Pvt. Ltd:
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