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STAFF CIRCULAR NO.8386 Date: 09.09.2024
TO ALL BRANCHES/ OFFICES
STAFF WELFARE MEASURE

- REVAMPED HOLIDAY HOME MODULE

/ HIGHLIGHTS OF CIRCULAR \

e Revamped Holiday Home Application Page.

e Auto-deduction of Holiday Home Booking Amount from salary account of
active employees & pension account of retired employees.

e System generated booking intimation/cancellation letter to employees &
respective holiday homes. Discontinuation of practice of stamped & signed
booking letters.

e Mandatory feedback submission page.

& Availability of revamped module through Mobile App as well. /

1. As a part of Staff Welfare Measures, Bank is providing Holiday Home facility at
various tourist centers in India with a purpose of providing comfortable &
economical accommodation to employees of the Bank. This facility is intended for
the benefit of staff members and their family members only.

2. The existing procedure/guidelines related to allotment of holiday homes were
issued vide Staff Circular nos. 7286 dated 07.11.2020, 7767 dated 06.09.2022 &
8221 dated 18.03.2024.

3. We are pleased to inform that with an objective to revamp & smoothen the
booking procedure/to overcome various operational difficulties both for active &
retired employees, modifications in the Holiday Home Module are made. ,%/



4. Accordingly, guidelines related to holiday home are reiterated and the same are
enclosed as Annexure-l. Detailed navigation of the module is also enclosed as

Annexure-Il.
5. All staff members are requested to take a careful note of the above.

(C. M. Minocha)
Chief General Manager (HR)

4/

c.c.: Annexure | - Guidelines related to holiday home
Annexure Il - Detailed navigation of the module
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ANNEXURE-I

REITERATION & MODIFICATIONS IN THE HOLIDAY HOME GUIDELINES

S. No.

Particulars

Details

Objective of
Facility

Bank Holiday Homes at different locations provides
economical and hassle-free accommodation to the staff
members visiting these places for rest and recuperation.

Eligibility

e Bank’s Holiday Home will be available for the use of
permanent employees of the Bank and their families only.

e Retired/voluntary retired employee, including those who
have opted VRS under UBI VRS 2000-2001 scheme, will be
eligible to avail these facilities of Holiday Homes of the
Bank during non-vacation/non-rush seasons.

How to Apply

e The holiday homes can be applied through HRMS i.e.
Union Parivar (Desktop & Mobile App.) from 11:00 am to
10:00 pm only.

e The window for booking holiday home will open 90 days
in advance.

For example: To avail a holiday home on 28.02.2025,
window for the same will open before 90 days in advance
i.e. from 01.12.2024.

e Staff members can view the availability of the holiday
home for the required dates, before applying for holiday
home.

No. of Holiday
homes that can
be booked

An employee can book any number of Holiday Homes subject
to availability. Further, a particular Holiday Home can be
booked by an employee only once in a Financial Year.

No. of rooms
that can be
booked

An employee can book maximum one (1) room at Holiday
homes located at Shirdi & Matheran whereas at other
holiday homes maximum two (2) rooms can be booked.
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S. No.

Particulars

Details

Maximum Period
of
allotment/stay

The period of allotment/stay at Shirdi, Matheran &
Tirumala will not exceed two (2) days, whereas at other
places, the period of allotment/ stay will not exceed four
(4) days.

Booking Charges

A nominal compensation of Rs.200/- per day per room will
be recovered from staff members against the holiday home
booking.

Holiday  Home
Booking amount
deduction

procedure

e The Holiday Home Booking amount will be auto-deducted
for both active and retired employees on submission of
application only. The booking amount will be deducted
from the salary account in case of active employees and
pension account in case of retired employees.

e All staff members should ensure before submitting
their_holiday home application that sufficient booking
amount is available in their salary/pension account.

e In _case, sufficient booking amount is not available in
the salary/pension account of employee or in case of
non-deduction of holiday home booking amount from
the salary/pension account of the employee, the
application will get rejected (both for the active &
retired employees) and the holiday home will not be

booked. Hence, all concerned are advised to take a
careful note of the same.

o Further, please note that there will not be any
provision to manually credit the payment against the
holiday home applications for both active & retired
employees.

Approval of the
Holiday = Home
applications

The approving authority for all holiday homes will be
official at HRAD, Central Office only.

Once the application is submitted, subject to successful
auto- deduction of the holiday home booking amount
from the respective salary/ pension account of employee,

the application will be approved by the approver on first
cum_first basis. Hence, all are advised to apply for the
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S. No. Particulars Details
holiday home well in advance.

10 Holiday Home Once the holiday home applications are approved, a booking
Booking intimation letter will be auto generated & sent in the
Intimation worklist & email id of the employees. Further, a booking
Letter intimation letter will also be sent to the respective holiday

homes. Please note that no manual booking confirmation or
allotment letters will be needed.

11 Documents to The employee concerned are advised to carry with him/her
carry while the system generated booking intimation letter & Banks
visiting the Identity Card.
holiday home

12 Cancellation In case of any cancellation, the holiday home booking
Charges amount will not be refunded. However, refunds will be

made only in situations where the cancellations are made by
the management on account of various operational issues
like repair/renovation work/non-availability of Holiday
Home etc.

In such cases, the refund amount will be directly credited in
the respective accounts of employees/retirees centrally.

13 Mandatory A provision regrading mandatory submission of feedback in
Feedback HMRS i.e. Union Parivar is incorporated. All employees
Submission should mandatorily submit their feedback after completing

their stay at respective holiday home.

14 Code of conduct | The employees should adhere with the code of conduct as

mentioned below. Any lapses found may result into
initiation of disciplinary action on the employees:

e The occupants should maintain full decorum throughout

their period of stay in the Holiday Home. Management
does not take any responsibility for any events
whatsoever during the course of such stay & employee
shall be held solely responsible for any mishap during the
stay.

e The employee during the course of stay in the holiday
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S. No. Particulars Details

home will be liable to pay for any damage to any item of
property of the holiday home arising out of acts
attributable to the employee.

15 Correspondence | The dedicated email id for correspondence will be

holidayhome®@unionbankofindia.bank
16 Clarifications, if | Any clarifications regarding availment of holiday home shall
any be issued by HRAD, Central Office.

All staff members are requested to take a careful note of the above.
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ANNEXURE-II

NAVIGATIONS FOR HOLIDAY HOME

Click on Holiday

1. STEP 1: HOLIDAY HOME MODULE
Home

Favorites ~ | | Main Menu ~ l

Search Menu:

Photo Upload =3
3  Empioyee Self Service | —  Advances, Loans & NOC T
Please Checky| 3 Manager Self Service | &3 Asset & Liability Management ¥ Lur seif service information agf activities
c b oans & NOC
Ifnot Updated | &3 Workforce Administratic] & Benefits ¥ oy l.!:nag:menl .
83 Benefts &3 career Planning -
= . (=1
Plesise Chiack'y C3  Global Payroll & Absen Furniture, Lease and Res. Qtr » r—
3 workforce D 3 Leave Management B bresaioscatl
please update | =] fication A Apply for Holiday Home
O3 Enterprise Learning LFC. 4 s
e =) e g Download Booking Letter
a Set Up HCM Medical Aid & Hospitalisation » jtance Flat & LR .
B3 worklist 3 Medical Insurance > s e i
Holiday Home Ded Refund
[=] Reporting Tools = Performance Management System > "
. Holiday Home Deductions
& 1 £3  Personal Information » pents, MRy, siom)
PeopleTools .
=) Payroll N ificat; Holiday Home feedback
a MIS Reports =)
) N . "I [ List of Holicayhomes
Change My Password v ership L B
— o e [= Union Sahyo; -1 Room Availability
My System Profile = Staff Weltare =
83 Transfer = ' ST SN S
C3  vravel Expenses Bill &1 [Honday Heme » lto enroiment. COBRA. and
3  Terminal Benefits 3 Health Schemes >
g [F] ciso SURVEY 3 Miscelianeous Schemes >
—y e ts . Tun banking process,
[ integrity Pledge and send data to General Ledger. Time and Labor, North American
@ Account Details pyroll Intesface.
D Cont. to Fiood Relief Fund hd Payroll Processing

2. STEP 2: CLICK ON ROOM AVAILABILITY

Favoates= /"] Main Menu~ |

m Search Menu: . ®
B : Click on Room

Photo Upload M =
[= ) Advances, Loans & NOC L4 : 2qe.
5 checicy] Employee Self Service p it Service Aval labl hty
ease Checkyl 1  Manager Self Service Asset & Liability Management ¥ lur self service information and activities
- - . Loans & NOC
If not Updated £3  woriorce Administratic] =1 Benefits * oy Management
3 Benefits &3 career Planning N
= e > - .
Please Check y 3 Global Payroll & Absen 5 Furniture, Lease and Res. Qtr i Sioice
£3  workforce Developmen| —  Leave Management > Mservicein[ [
please update Y =] & LFC + lfication L‘] Apply for Holiday Home
Enterpass Leaming - A n letters D Download Booking Letter
C3 Setup HCM 3 medical Aid & Hospitatisation » ltance Flat| —
= - = Cancel/View Request
3 workiist &3 Medical Insurance > =
~ (-~ 4 [J  Holiday Home Ded Rety
£1  Reporting Tools Performance Management System ¥ s addnon] BB
Holiday Home Deducifns
&3 peopleTools 3 Personal Information » pents labor] —
- ification L]  Hotiday Home feedigffick
8 mis Reports 8 Payron * [burseeneq [ List of Holidayh
o i
[[] change My Passwora | &3 REMAS Membership Application, B = "
[ My system Profite 8 staff weltare &3 union Sahyog NRETEANEERON
.
83 Transter 2 Education Schemes TESTE SIIUE S
. T e
&3 Travel Expenses Biil & [Holday Home] g [[oEACRDOLCOBRA. Snd
83 Terminal Benefits £ Heath Schemes 2
] ciso sSURVEY 3 muiscelianeous Schemes >
e - ! run banking process.
Q Integrity Pledge and send data to General Ledger, Time and Labor, North Amencan
[ Account Detaits pyroll Interface.
D Cont. to Flood Relief Fund d Payroll Processing




3. STEP3: ROOM AVAILABILITY CHECK PAGE

Roorm Availability

[ Add a New Value

Select Holiday
Home

Holiday Home Code [|

Adca

Start Date [

End Date [

4, STEP4: APPLY FOR HOLIDAY HOME

Favorites v

Main Menu v

Photo Upload M

Please Check y

If not Updated

Please Check y

please update y

Search Menu:

1250 5 0 S 1 o 0 g o o 0 1

Employee Self Service
Manager Self Service

Advances, Loans & NOC

Asset & Liability Management L

Workforce
Benefits
Global Payroll & Absen
Workforce Developmen|
Enterprise Learning
Set Up HCM

Worklist

Reporting Tools
PeopleTools

MIS Reports

Change My Password
My System Profile
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Career Planning

l2lf Service

Select Start
Date

Select End
Date

ur self service information and activiies
» JLoans &NOC
pility Management

Apply for
Holiday Home

Furniture, Lease and Res. Qtr ’

f Service
Leave Management- *» bt service ind
LFC. » [fication

o n letters

Medical Aid & Hospitalisation » Ktance Flat
Medical Insurance »
Performance Management System 4 Ly 568 now]
Personal Information » pents, labor

ification
Payroll ¥ ksbursemer
REMAS Membership Application ¥ poue
Staff Welfare Union Sahyog
Transfer Education Schemes

Travel Expenses Bill
Terminal Benefits
CISO SURVEY

Do DD D ®@

Apply for Hohdvay Home
Dowmnload Booking Letter
Cancel/View Request
Holiday Home Ded Refund
Holiday Home Deductions
Holiday Home feedback
List of Holidayhomes
Room Availability

[Holiday Homel

Health Schemes

Miscelianeous Schemes

poicdidicicave elliual o
» [to enroliment, COBRA, and

»

»

tions, run banking process.

Integrity Pledge
Account Details
Cont. to Flood Relief Fund

and send data to General Ledger, Time and Labor, North American
hyroll Interface.

hd Payroll Processing
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5. STEP5: HOLIDAY HOMEAPPLICATION MAIN PAGE

Fovwortes - Py Mlervi - y | Ermplopeg Seif Secncn >~ 5 Staff Wellswe — 5 Fiotlay Hlomes = 50 Aoply far Hiotitiey §Saere

| Asply tor Hotcay Home |

Employee status: Active Transaction Status:

Employee Id:

Scale:

Job Code:

i Update Email
o — »’ Address & Mobile
No., if needed

Holictay Home Code

Address Line 1

Address Line

2
Address Line 2
Address Line &
Contact Phone Number o292 1822-2254 Holday Home Email
Number of persons allowed in the room (including staff) =

free pickuP from and o radway siation

Additional Facilities - e, RN el

Start Date (DD/MMIYYYY 12:00): 14/C8/2024 12:00PM End Date (DD/MM/YYYY 13:59): 18/0S/2023 11:504aM
End Date 1e/os/2024 Tota! number of booking days 2
Rooms required: =2
Amount: S8co.00
Account type: o ODSTAFF-<02

SR e :

SAVE SUBMIT

6. STEP6: DOWNLOAD BOOKING INTIMATION LETTER

Search Menu:

Download Booking

Photo Upload M =) . :
Al nces, Loans & p:
SN _Envle/sssdrSaics o noe it service Intimation letter
Please Check¥| (3  manager Self Service | &)  Asset & Liabilty Management > bur seif service information and activives
~ foans & NOC
Ifnot Updated | &3 Workforce Administratiol &3 Benefits > bty ,,;mg:mem
C3  Benefits &3 career Pianning »
[==] ure, Lease and Res. Qf 4
Please Checky|] &2  Global Payroll & Absen & Fumiture, tr B Sarvice
=} Leave Management > =
Workforce Developmen "sg.,mce inf LJ Apply ouday Home
please update y| Enter P & Lrc » lnication -
prise. Lagening = n letters [ Downioad Booking Letter
£3  setupHCM £3  Medical Aid & Hospitalisation » ktance Fiat
= " @  cancenview Reguest
£3 - workiist €3 Medical Insurance > —
&a £3  performance M t System , aministrg [} Hotday Home Ded Refund
erfor ce Management Sy e
& eporngiioos & e i " :::“::2" 1] Honday Home Deductions
ersonal Information : =
PaopleToots " ification L] Holiday Home feedback
& mis Reports & Payron * fsbursemed —
-~ baule List of Holidayhomes
) &1 REMAS \ ship Ap » pau =
LJ Change My Password ship ) n -
— ~ [=) Union Sahy Room Availability
& My system Profile O statt weltare yog
- &3 Transfer E 1 Schemes (e e vy
[==] Travel Expenses Bill { [Holiday Home » [to enroiment, COBRA. and
23 Terminal Benefits &3 Health Schemes 4
[ ciso SURVEY 3 musceltaneous Schemes »
— t run banking process
Integrity Pledge and send data to General Ledger, Time and Labor. North Amencan
L} Account Details pyToll intesface
[ cont to Fiood Relief Fund d Payroll Processing

uatunionparivar.unionbankofindia.co.in:28080/psp/pshruat/EMPLOYEE/HRMS/s/WEBLIE_PT_NAV.ISCRIPT 1. FieldFormula.Script_PT_NAV_INFRAME?pt_fname=ESS_HOLIDAY_HOMESu
e )




7. STEP7: CANCEL HOLIDAY HOME

Search Menu:

Photo Upload M
C1  Employee Self Service | &) Advances, Loans & NOC 55 e
; lelf Service
Please Checky| C3  Manager Self Service | )  Asset & Liabilty Management * ur self service information and activities
o Y == fLoans & NOC
If not Updated | &3 Workforce A = % By nearpeanea
€1 genefits &1 career Pianning > VIEW/CANCEL
o O F >
Please Checky 3 Global Payroll & Absen : urniture, Lease and Res. Qtr TServics REQU EST
; i T3 workforce Developmen) &3 Leave Management > M service inf 5]
please update
2 1 Enterprise Leaming 4 vFc > ‘,fﬁ:‘;;::s B
831 setupHCM 3 Medical Aid & Hospitalisation » [tance Flat B
~
3 Worki &3 Medical Insurance »
= orklist o o s " [ Holiday Home Ded Refund
(] i 1 erformance Management System
Reporing Tools = 5. add nond [ yongay Home Deductions
C3  peopleToois {3 Personal Information » pents, labor
& & e = . fication [E  Holiday Home feedback
a ayro
MIS Rapots = oo [ vist of Holidayhomes
[  change My Password | &3 REMAS A ship Application >
= =) Union Sahyog D Room Availability
@ my system Profile Staff Welfare 5
&3 Transfer & y TEEVE GCTTUaT &
£~ [ Bintifdsy MHormnmel 1
B Travei Expenses Bl &  Sionaay tiomedl » [to enrotment. COBRA. and
&3 Terminal Benefits £ Heaith Schemes *
= 3 Miscellaneous Schemes >
CISO SURVEY
= tions, run banking process,
Integrity Pledge and send data to General Ledger. Time and Labor. North American
[E  Account Details YO niseTace:
Lj Cont. to Flood Relief Fund hd Payroll Processing

uatunionparivar.unionbankofindia.co.in:8080/psp/pshruat/EMPLOYEE/HRMS/s/WEBLIB_PT_NAV.ISCRIPT 1.FieldFormula.Script_PT_NAV_INFRAME?pt_fname=ESS_HOLIDAY_HOMES&u
e

8. STEP8: CANCEL REQUEST

praty o0 11.0vAM -

12 24/0972021 SAIINN RESORT cs oy 2Ta02t Rejected
1 0811072021 SA!INN RESORT c1 Cadb b Ttz Booked
20 081072021 SAIINN RESORT c2 e autozac Booked
21 3010772022 USHAASCOT amrendrabverma@gmail com 401 g/ggg:‘zz sl Booked
22 081172023 il 1 itz jamaes Cancelied
22 08/112023 DEVO £ HOUSE bank 1 e jeozs Booked
24 08112023 ooTY ubinhooty@gmat com 104 il sl G Cancetled CANCEL BOOKING
25 0112023 OOTY ubinhooty@gmat com 203 2o e Cancelled
25 15/0422024 ooty ubihhooty@gmail.com 104 Bie i oA Booked
7 15/042024 ooty ubinhooty@gmai com 203 100Arenes 2dranas Booked

| 051082024 ‘HOTEL uTsav ]1 ‘};ﬁ"zﬂﬁz‘ I]f{gg’fgz‘ lApphed I [ P 1 Eancer ‘
= 060272024 HOTEL UTSAV 2 Iamarenzs Jogaanas fppied | ) Cancel

m Return to Search
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9. STEP9: MANDATORY HOLIDAY HOME FEEDBACK:

[ Home 1 1o

HOLIDAY HOME FEEDBACK REPORT

Employee id sos04s Name of the staff PARVESN.RUSEENA
Scale SCALE 2 OFFICER Designation Senior Manager
tocation Code 100000 Location description CENTRAL OFFICE
Regional Office  Central Ofce Zonal office /CO  ZO - MUMSA!
Email 1D Contact number | 7728710145
Holiday Home Code MANALL

Start Date(DDMM/YYYY HHMI) 14/08/24 12:COPM MIEmRESS FODMNALINE T FY

Number of persons accompanying the staff

Quality Aralysis Of Holiday Home

1. CLEANLINESS OF ROOMS

2. COMFORT LEVEL IN THE ROOMS

2 .QUALITY OF FOODS

4. OTHER SERVICES

5. LOCATION

RREERE
4

6. AVAILABILITY OF FOOD

Comments on Facilities & Services provided

Rating (Star Rating) ’

SUBMIT FEEDBACK

mprovement I G

ubm

1



