TPM In Industrial Canteen
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A Journey of Change initiated at
Guwahati Refinery




FORTUNE

Aortune 500 company '
ARanked 98" /only Indian company In the first
100 of fortune 500 .
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A argest Refiner of the country
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CORE VALUES

Care

Innovation
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IndianQOil
The Energy of India

A A Gicbally Admired Company 2
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GUWAHATI REFI NERY eé

1 First Public Sector Refinery in India
1 Dedicated to the nation on 1st Jan, 1962

1 A 49 years old Refinery
1 Tucked away in the north east corner



HR / CANTEEN



TOTAL PRODUCTIVE MAINTENANCE
(TPM)

Holistic productivity Improvement

system

Drives
The entire factory and work force




CONCEPTUALIZATION AND -
IMPLEMENTATION OF OTPM

- Conference Hall

Knowledge anc
- Implementation

Implementation



OFFICE TPM

Aims at improving Office
efficiency, productivity
and reduce Time losses In
Office processes and
procedures



THE FIVE PILLAR APPROACH

OTPM follows a Five Pillar approach from
conceptualization to implementation :

JH 0 Jishu Hozen

KK d Kobetsu Kaizen

E&T- Education &Training
PM - Planned Maintenance

SHE 0d Safety, Health and Environment

IndianQil
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Our Workplaces Looked Like This 10



IndianQil

APPROACH ADOPTED

Segregation of useful / wasteful records and documentation

Thoroughly cleaned tables, drawers and cabinets
Elimination of unnecessary documents
Indexation of all documents / files

Pre-fixed locations on tables / drawers / storage units

Creating a master record for all files & documents

Easy locating devices for the documents
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SORTI NGéEWEEDI NG
é.. AND CLEARI NG

Initial 8 / 10 months

10 truckloads sorted out 12



NEW OFFICE INFRASTRUCTURE - NEW AMBIENCE

Conceptualized By Employees
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File cabinet in office hall Right thing at right place 14
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FILE SYSTEM WITH COLOUR CODING AND INDEX

More than 5000 files in HR Dept

iy,

Visual Management



File Index
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Ownership
Indicator

Visual Management 6



HR FILE STORAGE AND DISTRIBUTIONL

[RECORDS
__ROOM

! COMPACTOR RACKNO&

SUBJECT MASTER
AREA STICKER

1-10

PERSONNEL FILE (0)

11-12

PERSONNEL (RETD) FILE

13-15

LTC LEDGER

16 - 20

POUCY / CIRCULAR FILE

1-20

21

22-23

g CIRME B

SASF, VRS, GSLL PRMS

MISC / STATIONERY

31-35

Visual

cobe O |RACK NOs.

MASTER

SUBJECT
AREA STICKER

36

MANPOWER DATA

37 -40

LEAVERLTC

1-10

RETD. EMP. FILE

11-12

QUARTER RELATED FILES

13-15
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FURNITURE CARD

17

PROTOCOPY. AQUA GUARD.
PANTRY. FURNITURE REP FRLE
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INNOVATION : STANDARDIZED SHEET CODING

Document Retrieval Time Achieved : 3071 35 seconds

/

Page Code

Name of the Department Subject Area Sheet Number

/ | AN

HR/SDU /01 /HBA/ 003/ 024

/

SDU/ Compactor SDU S| No. File Number




PHASE WISE REDUCTION IN FILE RETRIEVAL TIME

om-HcCcz—Z2

_

2000-07 200708 200809  2009-10

YEAR

Document retrieval < 35 seconds
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Jayanta Kumar/Das

Ownership Labels

STAPLER

STAMP & PAD
."A“z'

CALCULATOR

Office Table Stationary Drawer



DAILY MAINTENANCE CHECKLIST

Maintained On Rotation by HR Staff

ILY HOUSE-KEEPING CHART IN HR HALL
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SEATING LAYOUT CHARTS

. ]
‘4,‘1.;1

T\ OF FIRST FLOUK — &
g PLAN OF FIRBT E |

Employee seat Locations with
Employee Photographs

Workstation Wise Employee
Seating and Job Areas
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25 processes, 30% Saving achieved in Response
Time
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List Index For Files In SDU
Rack wise 1 Number wise

Office Equipment  Ownership




RESPONSE TIME INDICATOR BOARD
HR SERVICES OA.D

“ropheanoon

Response time Indicator

ARecords incoming/outgoing
HR applications

AAverage Response time
calculated and indicated
every week

AHR efficiency evaluated and
available on display
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TPM AT REFINERY
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OVERVIEW OF TPM AT GUWAHATI REFINERY 26






ASSEMBLY
POINT
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WHY CANTEEN ?

Employee Satisfaction Index On HR Services

200

Scope for
Improvement

59 %

Delightful
Services

Parameters of Services

Establishment, Loans & Advances,

, Guest House, Administration, Event
Management, Furniture and Office Maintenance
Post Retirement Services

=

IndianOil

Dissatisfaction Index on
Canteen services

Others
40%

Cantee
Services
60%

AS
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IndianOil

HR Goals- 2008

A Systematically reduce Response Time

Ala Develop /Turnaround Canteen into a Model Industrial Canteen

A Strive for Employee Delight in all HR services
A ldentify and Remove Non Value Added Services in all areas

A Computerize HR work processes for reducing processing time
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No tracking/planning
For Grocery
Procurement
Improper Storage of Individual Work
Materials/Food Stuff Style-No system
approach

Canteen Of

Improper waste 2007 Poor ambience in
Disposal offices / storeroom

Poor Hygiene
And cleanliness

Average Food Quality
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Dull, Ordinary, and non vibrant

32



No SyStem for NO means of tracki
storing Grocery!Grocery levels!
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IndianOil

THESTSEYORYRIBIPFEORE TF

Naneans of food Customer
waste disposall Dissatisfactit



Ownership Systems
For
Maintenance/Upkeep

Improve
Ambience and Hygiene

Introduce Grocery
Tracking Systems

ENHANCE CUSTOMER
SATISFACTION

Improve Food Quality

OBJECTIVES -
ldentified Disposal

4 N\

Organic Waste

Automation for
Customer Delight

Systematic Documentation
of Office Records




THE FOCUS OF ALL NEW EFFORTS

cranse€hange..Change...

&
* o
BN Ideas
e
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A NEW VISION

Ordinary
Workmen

Canteen

4

Unique/Ambient
Industrial
Canteen

Of High
standards
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8 PILLAR APPROACH INTIARAED

Planned Maintenance

Early Management

OTPM

N
IndianQil
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AUTONOMOUS MAINTENANCE
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Kitchen Equipments

POTATO '
PEELER '

k_A

STEAM
Boil&r
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AUTONOMOUS MAINTENANCE indianOil

SOP for OWC & Checklist for maintaining all Maintenance of Automatic Rotimaker

the equipments in Kitchen. through Checklist
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