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CERTIFIED STANDING ORDLERS FUR CORPORATE OFFICE
UDAIFUK, UMRA WLY, 8IDING & JALIUH OFFICK OF

]

APHLICATION AND SCOPE

a) These btanding Orders shall come into force in
agcordance with Segtion 7 of the Industrisl Employ=-
' nant.£§tand1ng.Ordurn)sct,19h6. The present
- service rules will cease to Operate from the day
these Standing Orders will come into force.

b) These Standing Orders shall apply t0 all workmem
enployed in Corporate office at Vdaipur Umra Kailway
siding, megistered Office at Jaipur and the workmen
employed in any other ofrice or railway siaing
of }/8 Reujasthan State Nines & Mineral Ltd.

c) These Standing Orders shall also apply to members
0f the starf/workmen employed on speciric terms of
employment tror aspecific purposes, but in such
Cases items not covered under the o>tanding Orders

the terms of egreement/contract of enployment
shall previul,

APPRENTICES 3

Apprentices are not entitled to any of the privileges

of regular workmen proviced under these orders but are
Other-wise subject to these orders except in 80 far s
they are governed by their apprenticeship contract and/or

any special rules Or ordesrs Iramed by the management
Iar (pprentices,

AMENDMENTS OR FOLUIFICATIONS

}wheao orders may be amended or moaified from time to

time in accordance with the provisions of the Industrial
Employment ( Standing Orders)Act and Rules, 1546,

FPUBLICATION OF ORDERS t

Thete orders and amendments or nodificationa made thereto
and any notices, orders or instructions issued there
under will be pasted on the General Notice Board at

}>g/,4JfL~C- the Office and other Lntabliahmentn.

guifns = § SwmsREEINITIONS 3

=T
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The company means "Rajasthan State Mines & Minerals Ltd,"
registered under the Indian Companies Act, 1956,

a) The "Manager" means any person called by any other
name for the {ime being managing the e:tablishment
Or any one duly authorised to act on their behglf

in the office for the observance of these Standing
Orders.

b) "vWorkmen" mesns eny person defined as workmen in

Section 2(1) of the Industrinl Eaployment (Standinf

Order) Act,1946 end/or ms defined in the Industria
Disputes Act,1947.

J« "Notice Board" means the notice board specially
maintained atv a conspicuous Place at or near the
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main entrance to the 0ffice Cate for the purpose of
displaying notices under the Btanding Orders,

d)  "Nanagement® means the Company's Director
Ceneral Manager, General Manager, C.F.A, cretary
or such person who are vested wi{h the authority
from time to time to act on behalf of the Company
t0 exercise the powers of the mana_ement with .
regard to uny or all matters relating to these

L.ntmr:tl,}?{; Orders, and includes the peraonnel Manager,

e) "Competent Authority® means any ofricer pointed by
the Managing Direotor or any other authority to
whom the power has been delegated by the Mansging
Director and notifying by pasting a notice on the
notice board by the Banagement. He shall be come
Petent authority for various purposes set out in
such notices under these Standing Orders,

f)  *Habitual" means an act or omission repeated three
Or more times within a period of 8ix months,

€) "Medical Certificate" Reans u certificate granted

by Company's Nedical Officer or by any authorised
Fedical attendunt and if the case is referred by
Compuny's Doctor to Govt, Hospital or uﬂ{ sedical
institution, in such cases the certificate issued
by such Doc%or(Doqtora shall be treated as valid
certificate. If the workmun is out of Heudquarter,
the certificute granted by Govt. Doctor or 2
Hegistered Medical Fructitioner shall be considered
a8 valid certificute, but in such cases, the
Management, however, will have u right to enquire
into the genuinneas of medical certificate issued
by Registered NMeaical Practitioner and to get

the workman re-examined by Cong:g{'- Doctor or
medicel Board which shall be f

Gro
Eacrete

ihe "Hasculine® shall include the 'faninine' und

the plural includes the 'Singular' or vice-versa
@53 specified otherwise,

&\_/u‘&"ﬁ CLASSIFICATION OF WORKMAN 3
ﬁﬂj&s: wa ufurnihe workman/Lmployses havc'bean classified in the

o following categories,
4 T A wigadl.  Permanent ;
g SISEIA, o
//;- TR A permanent "Workman/Employee" is one who has baen

engaged against a pervanent post and includes a
i workman/employee who has sBatisfactorily completed
: probation period as laid down in cleuses 2 end made
Pernanent by an order in writing,

| 2, Probationer

- A "Probaticner® is a workman/employee who is _
provisionally employed to £411) a bermanent vacancy
or post and Las X not been confirmed 68 perpanent
by the keanagement. Ordinarily, theperiod of
probetion shall be cne year but such pericd of
probation can be extended by another six zonths
but the maximum period including the eyxtended per-
iod shell not be more than one end half year, ine
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service of the probationer can be terminated

at any time dur & the probationary period wvithout
assigning any reasom whatsoever, *hl asrvices

©f probationer Bay be confirmed in writin after
successful completion of probationery period origime

nally granted or subsequently extended as the
case nay be.

). 18 If a Ezrmanent workman is promoted as a robationer
in g= f

*8dgher post, he may at uny time dur the
prdbationnry pcriod be reverted to his suggtnntivo
bost, 4if not found suitable,

e *"Terporary® workean neans a workman who has been
appointed for a limited period for work of a
temporary nature or who is employed in connection
with & temporary increase in work of permanent nate
ure, or to work on triul on permanent post zor a
period of not exoceding six months at a time,
Without prejudice to the gennral meaning of temp-
Porary workman &s given a

Ove, the workman engaged
on construction jodbs shail be treat

o4 as temporary
'Omm.

Se “Casual workpan" means & workman who is employed
for any work of an eccasionsl or casual nature,

6. A Part-time workman means a workman who in
eaployed for not more than 4 hours a day,.

T "Substitute* A subatitute
in the post of a permanen
who is temporurily absent
ing three months,

workman is appointed
t workman or a probutioner
Ior u period not exceed-

Each of the above four Ccategories of workman ropr

the rurpose of these rules shall be cleassified
as follows =

u) Monthly reted monthly paid i.e. workmon whose

suleries or wages are calculuted at a montly
rate and who are paid monthly,

b) Dally rated ronthly paid i.e. workman whoge

o | sxlaries or wages are calculatea at a deally
}Lw rete and who are paid nonthly,
( > T .

7« NOTICE OF INS>TrUCTIONo REG
- qurf@s w57 it AdCe AND aTIENDANCE RULES

AHDING ATTMNUANCE, DEPARTURE
& LATE COMING 3

; - 1. All instructions issued from time to time relat
8995 4 Hi9%q 10 attendunce, checking of wrrival and departure
Uﬁ{qm}qm&} and period of duty, hours of work and the like

will te notitied by an ofrice oraer or notice on

Notice Loara, Lvery workmen shall comply with wsuch
instructions,

2. All the workers shgll slgn the attendunce reyister
paintained for the purpose on all working days on
reporting for duty at the commencemont of the
notified working hours except those whose atterndane
ce ic maintsined in attendance~cards, Such
workmen will present their cards likewise in the
Lateblishment/Iersonnel Section/Section in which
they ure on duty for making of their attendar.ce,
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1f a workman who after presenting his attendance-

card or signing the attendance register is found .
absent from his proper Place or places of work during
working hours without Permission or without sufficient
roason ahall be presumed to be abaent for the period

0f such abaence and wages .:i be deducted ror such .
abzence in accordence with the Payment of Wages Aot,193¢

The workmen/employes coni:ﬁ lete by more than 10
minuts aj not be allowed to sttend ofrice without
pPrior permission of the authorised office, If &
workman has been marked late three times in & parti-
cular month, then his one caruel leave will be debited,

1f o workman/employee desires to lesve office premises
during working hours he should obtein prior permission
and only efter obtaining prior permission he should
leave office premises. If the workmen leaves office
prexises without permission he shell be liable to be
treated as ubsent tor whole dey, in case bis absence
commences before lunch hours, end if it 18 after
lunch hours he will pe marked absent for half-day ,

In addition, he shall be liable to disciplinary ection
for misconduct uader these Standing Oruers.

If a workmen is absent withouir Permission, his
proportinnate wuges for the Period shall be deducted.

8. HECRUITMENT & EMrLOYMENT 3

All appointments shall be made
which shall be signed by the
Fersonnel and .dministration
who has been guthorisea by the Menaging

by letter of appointment

Ueneral Manager or Chief of

or by the competent authority
Director, Each

workmen shall supply the bPerticulars in Annexure *A¢

end such othar'f
Compeny on Joininy duty immediately and send it to the

e competent authority,
. A
- \iQQ\ » Condidates for recruitment

- /’/C/"{-f’{

articulars as may be required by the

ghould normally be between
the age of 18 and 35 years,

All new appointments will be subject to a medicel
exenmination of the candideate by @ Medical Officer

of the Company end no person seeking employment

will be deemea to have been employed until a
certificate of fitness has been obtainea from the.
company's Medical Ofricer or such Other lMedical Ofsicer
es moy be appointed for the Lurpose, ‘he employees/war

ST A pR—, ?ﬁvmitman ure also lieble for periodical checkyup as and

€33 i TRART
ST, 39T

4,

hen aecided by the compeny end the expenses will be
borne by the Company., ‘

Each workman will keep the compuny informea @f eny
Change in his residential uddres:s and other parti=
culars, if any, in writing from time to time "other-

wise for =11 urposes the communication shall be
given at the last given addreas®,

Seryice Lard
ihe company shall maintein « Sesvice~curd which
will contain all the above particulars including
4ll other particulars entries and history of the
workman during the course of his enployment/service
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with the com o Thias lorvlén-enrd wvill be
duy signed Eym{h. workean concerned,

5. Ifna workeen/ezployce furnishes incorrect inform-
ation in the s;plication ¢ '

ore at the time of
appointnent or subsequently during the sertice
Period, his services may be terminated without
lrr:}u Ty after verification ogf facts, provided
-~  theiInformat

ion relates to disgiplinary action
including terminetion or diesxiasal eto, in
Previocus employment, ,

PFLICATL

A workmen seel:ing ¢nployment elsewhere shall forward
his epplication through proper channel.

" An enploiee vho wishes to apply for cutside exploy-
uent shal

sand his a_plication throu.hi the ranagement
and the comwpetent authority at his discretion
forwvard upto two applications & calendar year for
outside employment. [Provided that no application

Of an erployec, who has not been tonfirmed shall bve
Iowmman

0 0 CE 3

Any of the followin; documents shall be produced by the
workman in proof of his are,

a) Birth certificele, issued by a ccrpetent authority

Secondary School certificate indicating age.
School leaving certificote,

Insurarce Policy in case the age 48 aduwitted
by the Insurer provided the manggement considars
it sufiicient to establish its genuineness wnd
the age of the candidute, Frovided further, thet
the case of workman/employee who has Passed
Fiatriculation or equivalent examination, he shall
have to produced the certificate issued on .
Passing the Fatricuietion examination in support
of his age and no otherfguot shall be considered

s mr sufficient proot support of his aate of
virth, v

A workmen who 48 unuble to Droduce docu
evidence of his age shall
2 written decleration on affiuevit attested by

a First Clure la;istrate thet the age a3 Btated

by hiz iz correct, hotwithstandin; such cath, asx
Euckh workman may be sent to the retained Physician
Or the any other medicwl pructitioner's by the
Coxpeny for exomi ation and his orinion ems to the
workman's aige shall be binding on the workman,

zmentary
state his age and make

2% vorltmen are bound to pProuuce documentary evidence

of their nge to the satisfaction of the management
end shall also veri.fg the entry of their .ge in
¥

their servicoe-cards affixing their sisnatures t
thereto,
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3¢ The uge Of a workman as recorded with the comp

at the time of his employpent shall no povd
be changed or wltervd by the vor:lin. ¥ Shsreatiny

KEARGH 3

All woritmen are liable on sntering or leaving the office
t0 be muarchioa by the watoh & wura otefX and all fomale
workers liable to be uetaineu and ma searched by a

fenile shmdcher., In cave of suspicion a thorough search

Ray be made in the presence of two other persons of the
8amg sex as the workman to be scarched,

ATRIRED 3

The manugement gay in the event of e strike affecting
either wlholly or partislly any section or sections of
the office or Lstablishnsnt & closes down either wholly
or partially such section or sections, The fact of
such closure shnll be notified by nctice put up on

the notice bLoard as s800n as practicables The workman
concermned sholl). also be notified by a general notice of

atleast 10 days prior to resumption of work aes to
when work wili be resumed.

1. If ten or mure employees in concert absent
thenselves {frou work without giving notice in terns
of shese Ltaking Orders reud with the provisions
of cection ©(<) of the Paywent of wWages Act their
wages for o perlod not excesdlng eight days shall
be lisble for deductior under the said provisions
of the zare Act and rules,

DATE CF FiYhil'i OF WiGho & UNPAID WAGES 8

'3§gﬁ\Paymant of Weses shall be nade in accordance with the

-frovisions of the Fayment of wages Act,1936.

2R Agx wages due to & deceased workman shall be
' p

d t0 his iepgu) heir or heirs before the expiry
of 10 days after the date on which a substentiel
claim is presented by his heilr or heirs or on’
their behaif by their legcl representative pro-
viced such claim is subtmitted within three years
of tho desth of the woerkrane

TRANREFLE 2

A B :

RuiE 7 ©o0 mhaahe Woriden sholl te liable to be transferred Irom

!.'.
+

one office to any other establishrent of the
corprny snd slso be liebie to be transferred fron

agea ;4';uqqa one scctdion to wnother or from one Jjob to anotheg
TISEAIA FAT provided such trsusfer does not csuse eny prejudice
. a1, i

or loss to their basic wuges ond dearness allowance
Joinin., time of 7 days 1or transfer out of the
dictrict and 4 duin within the district will be
given. They shatl be governed Ly the other
conditions ¢f sergice as rrevalent in the plece
where they sre transierred, They ahell be
ontitled to travelling eilowwice and Other
berefits in accordance with the transfer travell-
ing ellowance rules of the company in force.

2. “he cate of transfer sholl Le reckoned from the
date n worker is relievea from his duties end his



TR AT
Services shall be treated acocordingly.
Frovided furthor that refusul to ceeply with such

transfer order shall be deemed to be an wot of
disobedience 1linble to disciplinary aotion,

5. BEXQLUSIVL SENRVICE 3

1.
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. Lve worknan shull devuie hiu wiiole timn wnd
cnordf

-xululiv-1{ to the buainess and interestr

of the Company, 1In urticulul’y w workman (4include

ing workmun on leaveynhall not dirootli or indirecs

tly eniage in wny other profession or business

Oor enter Lhe services of ur be employed in any

Cepacity or for uny puipose whataoever and for

any part of wime by any othar person, povernment

departaent, firm op Coupany and shall not huve

any private finsncial dealings with persons or

fires having busincss ralutions with the compuny
Tor the wale or purghuse of any muterials ar
equipment ¢r supply or labour or for any other

purpose unlesa erd untill it is permitted in

writing by the compotent authority under very

specleal circumatunces. <there shall be no bur,

howsver, to a workaan buying his ora

domestic provisions from such shops, Every

workman shull hold himself in resdiness to

eriorm any duties required to him by his super-
ors tu the betst of Lis ability provided that

this does not adversely affect his conditions of
services. Breach of this order shall be considered

to be wilrtul dnsubordination and shall be liable
to pwmishnont,

o6 LEAVE WITH 4GES & OTHER LiAvu FACILITIES 1

woriman shall be entitled to leave with wages

a8 pcr settlemcnt in force from time to tine,
¢éave cannot be cloimed as a matter of right.

Grent of such leave shall depend on the

exisencies of the Company’s work. Nothing

can limit the free discretion of the management
to refuse, revoke or curtail leave subject

to the exigencies of the conppony's work. In

cases whers en employee ip culled back from leave

by the mancgexent he ray be pald travelling allowe
ance as per the compeny's T.A.fwles for one way
in wnccordance with the oxisting practice.

v oz V7o BRIVILEG: LEAVE &

qud wH AT q,
YAEFIA, A49T

The wer<man whe has completed one year's gervice
aliall bs credited during the subsmequent calendar
year leave with wopea calculated et the rate or
28 gays leave with full bPay. In caze of first
arpointment, credit of Privilege lcave shall be
given in proportion of completed period of
service durdn; the calendar year provided he is
not sbsent on leave without Pay for a period
exceedin; one-fourth period of service. Such
leave may De accumuletod upto e total of 180 days
provided the weoekly duys of rest op holidaﬁn '
occuring during the reriod of such leave shall
be counted as part of such leave but rrefixing
or suffixing of helidays and weekly dayc of rest
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mummun.uannuutuu
Part of such leave,

All leave in excess of 180 days shall lapse,

The workman on retirement from service on .
Superamhuution uhall be paid camh equivalent to
leave salary in respect of the period of
unutilixed Jjumx privilege leave not eacaeding the

amulntion dimit at credit at the tine of
r enont.

A workmsn will be allowed to encash in s blogk
two calendar years his pr.tv.tlgﬁe due provided suoc
encashment shall not esceed 50K of the totml
privilege leave at his oredit sud agt to tha
conditions that there will be a m nizum dbalance o
15 days louve after avalling the encasheent bened

The cash payuent of Privilege leave either for
sncashisent of leave or for payment at the tine of

retirement on superunnuation shall be calculated
as follows 1=~

PH Plus Dearnoss No.of days of encashment
3 towm. on the & of leave or privilege
lgte

X leave at credits on
%0 superannustion,

N:EFITS 3

The aenploy:ey are entitled to &et medical benefits ss
per rules modified from time to time,:

1.

&(/L/%
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Fedico) lewye .

A worznan shall be entitled to 19 days sick

leeve in & calender year on fu11 Pay on complotios
©f one year's service on production of pedical
certifioate from company's Medical Oi1ticer or
frop suthorised Medical Pructitioner/authorised
nedical attenaant, Provided further that sick
leave with or without Pay for g further periocd
may be granted at the aiscretion of the msnagement
bick leave will be sccurulated upto & peried

of 120 days only, all leeve in excoss of
aocunulation limit shel) lepee, » workmen
volning service during khe course of the ycar
ehall be entitled to sitk leave Bfroporticnato to
his length of sarvice in that c endar ycar,

Fiaterni Legve 1

Maternity leave and reternity Benefits x will be

governcd by the provisicns of the Matamity Benee
£1% Act and Rules,

ACCLIOTNT LEAVE &

&) All monthly rated workman Ancapacitatod Irom
work through accidents which are due B0
ordinary risk beyond thelr control or to :
causes other then their own gross carsloasness
will be given full pay during the pesicd they
are ingapacituted upto three months Deiwided’
that they attend hospitsl acoording to the -



orders of the doctor and obey his orders as
%0 treatment during the whole of the period,

b) They may be given f£ull Pay for further
three months at the discretion of the manage-~
ment. Cases where the worksan is incapacitates

from work for a longer period will bereferred
for reconsideration of the Managin; Director,

« O)l»¥hen a workman has been .u:furod ooouring
through his own gross car esaness he has no
claim to anything beyond free medical
attendance, All such cases will be dealth wmix

with entirely at the discretion of the munage=
Eent,

ke  Casua) Leave

All workmen shall be entitled to 12 days casual
leave in a calendar year, Maximum four days

casual leave may be taxen by a worker in a month
vhich may either be prefixed or suffixed to
holidays and/or Sunday. Casual leave where in
between holidays and/or Sunday must not exceed
four d'g' conlequtlvcti inclusive of such holidays
and/or Sunday. In such cases the pPeriod exclusive
of the holidays and/or Sunday will be treated as
Casual Leave. Holiduys wund/or Sundays in between
wbuld be treated ms casual leave. Casuml leave

is not allowuble in continuation of ¥rivilege
leave and vige-varsa.

A workman may be granted leave without pay in
8pecial circumstances at the discretion of the
nanagement, The total period of leuve without
Pay should not exceed 60 days except when leave
without pag is r:zuirod on agccount of sickness
: d supported by a ical certificate and in such
LA & cases maximum limit would be upto 4 months, The de

o s date of increment shall shirt by the days a workmar
ey | e has availed leave without pay.

19. OLIDA s

e
{7 Lt ﬁi* The Corporate Office will declare holidays in beginning
garT - " =Giwiilef every year under the Negotiable Instrument Act,

. Frovided that the workman will not°30 entitled to

_ o eny compensatory holiday if the above holidays fall
Hon 0¥ HITRA on weekly days of rest, ‘

FIREAIA, HYQY 1, f . Sl 1diviE 1

There will be two testricted holidays in « culene
dar year and will be declared by the mansegement

48 per practice i.,e, us declared by govt.from
tine to time, -

20, AUTHORI Y TO OANCTION LEAVE 3

The authorities to sanction leave shall Hdﬁthc COmpoe
tent cuthority or such other officers as pay be
\

notified by the management,

i. \
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21 APFLICATION FOR LEAVE AND SHRIK LISPOoAL 1

1

2,
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7.
/

8.

a workman who desires to proceed on leave shull |
nppli in writing to his sectional head, Application
for leave of mbsence for 3 days or less should de
made at leust 24 hours prior to the time from
which the leave is required save excepPt in case

0f unavoidable circumstunces considered sufficient
by the management and proved to the satisfaction

‘oL theicompetent authority,

Application for leave 0f absence for more than
3 days shall be made at least seven days before
the date from which the leave is required, save
in case of immediate sickness or other urgent

reasons proved to the satisfaction of the competent
nuthority.

Arplication for leave under Rhese shall be disposed
0ff within 5 days. Application for leave for less
than 3 days shall be disposed off immediately.

A :gfy of the order passed on the application

ah be given or got noted by the worker whichever
is convenient. If leave is refused or postponed,
the reasons thereof shall be recorded in writing

by the authority passing the order,

A workman proceeding on leave shall inform the
office of the section in which Re is employed of
his address during the leave period.

A workaman who desires to extend his leave shall
make an application in writing to the competent:
authority through his sectional head before the
expiry of leave already sanctioned. 1f the
application for leave is on pedical grounds he
should submit with xk his application a certificate
from the retained/authorised Medical Officer of

the company or from u registered Fedical Practiti-
oner if the worker is away from hie headquarter. On
-recelpt of such application the worker will be
inmediately informed as to whether the extension

of leave i8 senctioned or not, ut the address
during leave given by the workman, A workman who
has been sanctioned leave or extension of leave

on medicel grounds for an aggrezute period exceed-
ing 14 days shull not be allowed to resume duties
unless he produces a fitness certific .te from the

medicul practitioner who treated hiw during such
sickness,

A workman remaining absent without permission far
consecutive eight days shall lose his appointment
automatically and shall be deemed to have left
service of the company, However, such worker will

be paid benefits as proviaed under section 25§ of
the I1,DsAcCt,

If a warkman overstays on leave for more than 8 days
or more after the sanctioned leaye originally
granted or subsequently extended, he shall lose his
lien on appointment and it will be deemed that the
workman has abundoned the services of the compan

on his own accord with effect from the day/date
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on which he was to retum to his duties in the
company and his services shall stand autematically
terninated. In such cases the workmsn shall get

the benefit us provided under section 25=F of the
1 ob.Aﬂt.‘gh"o

In case if the workman returns within eight days
from the date of sanctioned leave originally .

, gran or subsequently extended, he shall give

satisfactory expiunaution to the managewent for
his not coming on uuty in time. His periocd of
wuch wuthorised leave can be condoned after
satiafaction to the managenent of his explanation,

1f a workman is conviotea for uny oftence/or
detaincvd/sent to Jail and if such worker wupplies fm
Ior leave, the management is not bound t0 grant

him leave and hia services can be terminated for am
not attending duty,

r-: :. -Uﬂﬁﬂ

@Ial =
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v 23« SEi YING OF NOTJCE }

5.

1.

The employment of a permanent workmen may be
terminated by givin, him one month's notice at ane
months wages in lieu of notice. Provided that

no such notice shall be required to be given when
the service, of the workman are terminated by
agreement/settlement or contract which specifies
the date of termination, Similarly, no notice

is required for temporary and casual workman.,
Proviﬁod further that the employer shall be bound
by the provisions of I.D.Act,1547,

where it becomes necessary to terminate the

services of a workman, who is in the permunent

employment of the establishment and develps,

serious defect in ¢ esight or hearing or mental

deILciencg. one month'!s notice in writing shall
y

be given the Management or salacy in 1ieu
thereof to the workman concerned,

Continued 111 health, and continued absence

owing toillness or any other reasone for a period
of six month or in the event of his absence due

to illness or any other reasons for aggregating

to 60 days or more during the period of six months,

Heasons for the termination of service of a
pPermanent workman shall be recorded in writing
end communicated to him if he so desires, at the
time of such termination,

If a permunent workman resigns, he will heve to
gElve same notice as the company 1is required to
give to hime It is at the discretion of the mana-
genent to reduce the notice period and accept
resignation Iron.ani time before the expiry of
notice period or relieve the workman ut the

expiry of the notice Period,

da

A workmen is bound to receive any notice,charge=

sheet or memo which the management may Beek to
serve upon him,
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2s 1f a workman refuse to accept the notice, memo
or charge=sheet, the fornan who garries the
communication for del very ahall texe signatures of
two witnesses in whose presence the sommumnicution is
refused and for the purpose of these Standing Ordera
it will be treated as delivered. However, a copy of
Such communication shall be pasted on the lctice
Board and a copy of the letter will be despatched

1o the last known anddress of tie workaan by
“registdred post, _

3 II}I
’ e emp oinon of the company will be governed by
~ the Grautity Act end nyles which is in force in
the Company for the time beding.

24, ACTS OF RISCONDUCTS s

1. Without prejudice to the general meaning of the
torlugﬁrous Kisconduct) shall be deemed to mean and

include the following. The misconduct has been
classified as minor and major misconduct, The

following ucts of omission shall be teated as minor
misgonduct for which u workman is liadble to varning,

fine or suspension, the way of punishment being
linited to six days in any wege period,

A)  MINOR MJISCORDUCE 3 |
1. Habitual negligence or neglect of duty or work,
2+ Refusal to receive any communication,

de Sleeping while on duty.

n o8 WilRul absence from duty, Liotering, gossiping or

absent from work place during working hours without
permisaion,

2+ Habitusl production of Fedicul certificates,

.. 6+ Irregular attendance of habituul lute attenaance,
R A worknun will be cangidered irregular atténdance/

RN habitual late attenaant if the offence is repeated
e thrice in a month, or more.

-QJ/“““’fii:zﬂ dbsenting from

work without leave atter being
quifma maf =Grm@y  Fefused leave, 7 :
nEeT 8. Refusal to work extra time or to &0 to another shift
T or to proceed on outstation duty or to carry out

- assigned work at eny other place or refusal to carry
UALAIR, A out order of transfer.

9+ Making any false or mischievious statement or
complaint sgainst any co-worker/superiors which is
likely to be teatedd as an act of misconduct or may
cause grevious hara to the worker,

10. Writing any anonymous letter or notes any where
to any body criticising the officers of the
Company/and/or the company,

11. Borrowing from subordinutes.
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Hefusal t0 undergo training in first-aid or

fire fightiny or air ruid precautions without
cogent gtalﬂnl.

Removin; or attempting to remove or Semper
notices from the Notice Board,

Hety,ul to subnmit for search.
“wo.

Hoviﬁg around in the other departments without
authoricntion, ho meeting inside the

Premises of the establishment without prior pammie
ssion of the compony.

Habituel neglect of cleanliness.

Fellure to show considerution orattention towards

his gsuperiors, customers, co-workers or unseemly
behaviour while on duty,

P!ggln for Ego: ELEMEQE

The following penalties/punishments may be imposed
o°n a workman fround guilty of a minar misconducti~-

a) Warning or censure.

b) Meking en sdverse entry in his service record.

©) Wwithholdin; increment of Pay for a period
which may extend to six months,

d) Susponnion from service without payment of
vazes for a period upto 4 days. :

e) wlthholding of promotion for a period of
one year,

f) Recovery from pay of the whole or part of
any pecuniary loss caused to the Company,

MAJOR MI SCONDUCT

Wilful insubordination or disobediance whether
alone or in combination with another or others
o any .lawful or reasongable order of superior
or any act subserve to @iscipline,

Theft of any employee'h/emplqur’a Property or
theft fraud or dishonesty in connection with
company's business or property.

1) Continuous absence without permission for
7 days or more without satinfactory cause.

11) Absence from the employee's dppointed Place
of work without permission for e period
exceeding 15 minutes, e

Disclosure to any unatthoriaedhperaon any

information relating to the Company!s interest or
business, 5

Participating or aBking others to participatee

in activities detersmentsal to the Company's intere
est und property, A
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6. or giving bridbes or any 1llegal grutie
ficetion whatsoever as and when ul whether
il in :Onumuuen of his work or otharwm ise,

T Dinopt.lvn O corrupt pructice in connection with
the work of the company., '

8. Lrunkenness, fighting or rioteous or disorderly

L OF-Ahgecent behaviow or wny oct subversive to
Nt = "a"fﬁum or indecency with oifice premises,

9. eC 0 The oollection
o= oi?] wncyili U‘I&in ® ice pm premises
for purpose not sanctioned by the M ement
or distributing or exhibiting in or near e out
the office premises any newspapers, pamphlets, hand-

bills, posters, or the like, without previous writt-
en sanction of the Monagement, :

10. Breach of standing orders or ™ule
< ' naulntion:?notlccl, orders, m:?uoum;, and
o the likes issued frum time to time,

11+ Conviction in any offence involving moral
: turpitude,

12, Gembling or acte o2 immorality within the office
precices,

13« Refusal to work in ancther Job in same section

Oor in another section of the establishment subject
t0o the teras of settlement of L,0,.P,

14, Unauthorised commumication of official doouments
or information,

_‘_15. Holding meetings inside the office premises,

R without the previous sunction of the management in
: V2. writing,
3 =g , ‘
" et7 "b. Abatment or attempt to commit any of the acts of
AN 5 < misconduct,

gt A _ '
N 47~ 17¢ Punching or attempting to punch another employee's/
\\M‘j;;-;.,'-'- workman's attendance card or muking entries in

his own card or in another ¢ard when not authorised

7

g = ofm 18. Showing any kind of impertinance, immorality,

- disgrace, insult, indecency by act or gesture to
rag ~"  any of the staff/supervisor/ofiicers or any. guest
HuaT gy ST of the management,

THE9I, q3q% 19« Alone or in combination with other or others to
take part in or gremte any kind of disturbances,

distreases, confuslon, and choas in or near the
efrice premises, -

20. Disgracin,, defaming and degrading the management
in the e¢yes of the Public,. _

21+ Man-handling beating, abusing or tinreatening
any of the nL employee/s or supervisor/s or

officer/s inaide as well ag cutside the office
Prenises,
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Committing any breach of the Standing Orders or

above stated acts or misconduct even outside the
office premiuesc.

Holding msetings or demonstrations in such a wvay
@8 10 abxtiract the way into or out of the office.

kngegdry in or inciting others to engege in strike
O CO0uglow within the office/establishpent or

gher2os or union sctivities within the office
Preuises,

nefusal to give evidence or offer oneself for
interrogetion by authorities/officers of the

Company, or ci; n any statement reco ed in his
pressnce or answer the gquestion put to him or

recored during the course of enquiry proceedings whe
acting az u witness or otherwise.

Making false complaints or giving false statements
any where or before any authority, which is likely

to bring tic Fanagemcnt, the Company and the officers
of the company to disrepute in the eyes of the law.

Convassing far any Organisations, membership,
business or gamos without the prior permission of

t?;inanagement in writing within the Premises of the
O ce. -

Violatin, or inciting to violate ;ng agreement

settlexent or award applicable and binding on {hc
Company und the employed woerkmen,

Habitual repetition of any act or omission which
axounts te risconduct,

 Threatening, inticidating, shouting of assuulting
" any superior or CO~wOrker or any other person

engaged by the Compeny,

Freachinz of or inciting to violance likely to
Jecperdise safety of the estublishment or employees,

Engegin: 4n private work or trade Or business within
the olrice rrecices or engazing in other employment
whilst oti1ll 4n the Service of the Company without
the sritten rerciscion of ,the Menager,

Faking or iving s felse statement before a

or forgin. the signetures of tre superior op
another workmen/workman,

superior
Cerrying on zny lethal weapons or arms in the
Corrany's rrecicec,

Money lording/or borrowing arongst company's workers
in the office premices.,

Interfering and/or temporing with the records of the
CORPGNY o "

Giving false irnforzation regerding his name, afe.
father's nnme, qunlificntions or previous service
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at the time oOf
relating to himse
company under the 3
orders of the Management,

oyment Or any other particulars
required to be submitted to the
Orders and/or under

38. Late attendance for more than six times in a )
eriod #f six months, Late attendance means report-
ing t0 duty after ten minutes of reporting time and
when p'rliulion is given to join duty.
v L,
39. V¥rongful and unauthorised use of any of the
property of the Company.
40, Marked disregard 0of ordinary requirements of
.- , decency in person or dress.
41, Refusal to accept charge-sheet, order or other
compunication {rom the Management or its superiors.
o Eg, Non=wearance of uniform and identity-cards.
43, Unauthorised withholding of company's money or
property for a period exceeding seven days.
4y, PFisapproprietion of Company's mongy or use of
loans and advances for purpose other than for which
sancgioned,
25, FPENALTIES,FUNISHMENT FOR MAJOR MISCONDUCE 8
The following pennltlcs/punishnents may be imposed on
workman found guilty of major miasconduct =
a) Censure/vWarding
e b) Fine
ff = ~1.% €)  Suspension without wages for a period not exceeding
S \-;x 30 days at a time. ‘

reduction to a lower grade of a post in a lower
time-pay scale,

Stoppage of an increment and/or reduction by

oy one more increment in his grade permanently,
T P
Y 1) Simple discharge and or termination from service
{\/L <+ which shall not be disqualification for future
. il - employment,
uq,{ -(—.*;.’: B . .
s g) Dismissal which shall be a disqualificetion for
_— g~‘:ﬁa%ﬁ future employment.
[ O S A
s1azaiA, L PHOCEDURE  FO DEALING WITH CAsES OF MJISCONDUCT 3
1.

The services of a workman shall not be terminated,
dismissed on the ground of misconduct unless a charge
sheet 18 served and an opportunity is given for
explaining the charges alleged against hims If a
worksan refused to uccept the charge-sheet, the
person who carries the charge-sheet for doitvary
shall tuke signature of two witnesses in whose
presence the chrge-sheet/communication iz refused
and tor the purpose of these standing orders &t
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will be treated us delivered, However, a sopy of
charge-sheet shall be posted to the last sddreas ‘
6f the worksan by registered letter or pasted !
on the Notice Board ©f the Company, In case, if
the workman is not present to take the ch-rE;- _
sheet, the same will be posted to his last own
address bya registered letter and it will be

deemed to have been delivered to the workman,

)
12 %8¢ concerned workman refuses or avoids or
neclects tc receive the charge-sheet or to submit
his explanation or to appear at the enquiry without
any justification or good reasons, it shall bé open

to the management to proceed with the enquiry
in his absencs.

The workman who has been charge-sheeted shall be
given a reasoneble time (subject to maximum period
of 48 hours) to furnish written reply. If the
reply is not found satisfactory, the mangement

Ruy appoint enquiry officer in writing. The

enqu Oofficer shall intimate the pla date and

ce
tize at which enquiry into the alleged missonduct
is to be held,

Provided that in a case where the workman admits
the charges alleged ageinct him in writing and

the exployer is satisfhed that such statement

has been given voluntaril by the concerned worke
man it shall be open to the erployer to award

the punishment without holding eny further enquiry,

The Enquiry officer shall not rerresent the
employer for examining or mmx cross~-examining

the witnesses of the concerned workman at such
enquiry,

The § enquiry officer, if a request is made by

the concerned workman, shall make available such
documents and information in the custody or in the
possession of the employer by usking the employer
to produce such documents which ure relevant and
necessary for the purpose of fair enquiry unleas
for reasons to be recorded in writing the such do-
cument or information are found by him to be
irrelevunt for the purposes of the enquiry,

The workman shall be given an opportunity to
unswer the charges and if he refuses or fails

to present himself for enquiry, the enquiry shall
be conducted ex-parte, Except for the reasons to
be recorded in writing the officer holding
enquiry, the workman s be permitted to produce
witnesses in his defence and cross-examination

of the witnesses on whose evidence the chnrge
rests. The workman will also be allowed to
represent his case 1f he s0 desires either by a
representative of recognised union of the zane
office/unit or by a co-workers of the zame
office/unit. The company may also appoint officer
in-charge to present the Case and the officer
in-charge tm xXrusExt iy gyxy XX will xa crosse
exumine the witnesses of the person chur e=sheetad,
The Lnquiry Officer »hall record the statement
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oL the witnesses., The lnqulr{ Officer will subait
his findings t0 the management and appropriate

uction be taken against the werksean the
light of the findings of the Enqadry Officer.

If on the conclusion of the domestic enquiry or of
the criminal proceedings the workman has been
found guilty of the charges framed a aeinst him

. and is considered thut un order imposition of

ent/penalty should meet the ends of Justice,
the competent authority shall Pass an order
acoordingly. Provided that when an order of Giamies
8sal 18 pasaed under this clause, the workman shull
be deemed to have been absent from duty dur the
period of nunftnnion and shall not be entitled to
any remuneration for such period. The disaissal
shall have effect from the date of suspension,
If during the enquiry, it is found that the workman
is guiltﬁ of miscondugt other than stated in the
charge-sheet, the workman shall non-etheless be
liable to punishment for misconduct provided in
the 5t Orders but before any puni nt is
awarded to he shall be afforded a reasbnable
opportunity of explaining and defending his

actions in respect of such act of miscondugt as
provided above,

All orders of dismissel and other punishments shall
be made in writing,

A work:;n dismissed for misconduct nh:t: be paid
dues before the expiry of second work day, .
provided the workman produces clearance cnrtiticato
as may bs prescribed by the management and deliver
the property or belongings of the establishment in
his possession to the authorised person and give

vacant possession of the quarter allotted, any
to hin,

When oriminal proceedings are in progress against

a workmsn and if on the same charges u domesti¢ engu-
iry 4s instituted, the ranagement 18 not bound to
accept or wait for the findingis éf the criminal
proceedings pending in the court, but cun take
action as per findings of the domestic enquiry,

& ; 27. A workman Ray be suspended pe enquiry by an order
[5—"="""4n writing,  The He .

ot OEIR|
¢y 1e

-

gar{m

fiqaa =9 WA

ffeot on communication thereof to

. order of suspension Ray take immediate
the workman concerned,

During the suspension Pending enquiry the workman
Ray not leave atation without the written Permission
of the nanagement. He shall have to give attendance
durinz suspension period once in a day on appointed
time by the Management otherwise subsistance -
ellowance shall not be pald to him, During the
suspension period if he accepts employment, does
buainess or any other profession, elsewhere, no
wages shall be payable to him an& liable for further
disciplinary action under these Standing Orders.

2 8
gﬁ% %&ﬁan %ﬁo ¥l p!acod under suspension shall

wO
during the period of Suspension be paid subsistance
allowance at the following rates,
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AS the rate of fifty percent of the wages which
workman was entitled t0 immediately proceedin

ing
the date of such suspenaion, for the first ninety
days of suspension,

At the rate of seventy-five percent of such vage toé
the remaining period of suspension if the delay

in the completion of disotg Lnarytgroocodingl
sgaingd much workiman is not directly attributable to
h the ¢nduct or such workman.

Provided that where such enquiry is prolagiod beyond
a period of ninety days for reasons directly

attributable to & worklani the aubsistance

allowance shall for the period exceeding ninety days,
be reduced to one=fourth of sugh basic wages

dearness allowance and other compansatory aliowuncen.

APPEALD

a)

b)

%) Medical examination

A workman aggrieved by an order imposing punishment
may within thirty days from the date 0f passing of

the order, appeal sgainst the order to the Managing
Director,

The Managing Director, shall i‘.. such orders, as he

thinks proper on the appeal within thirty days of
its reccipt and compunicate the same to te workman
in writing.

™

Cc TITENDANCE 3

Free Medical treatment is available to workman

:ﬂg their family members as per Medical Attendance
e,

Any workman may be r:guircd at any time to undergo
the competent authority of

7', office is of the opinion that the workman is

[T
o
ey T .;/

(& ,/{__//(._-—‘r
(o

o7 27! any other place, certificate fromthe Registered
gAandae T Medical Fractitiéner shall be valid,
.o 30 WABZHENCHMENT

Se

gnyaicall incapable of carrying out his duites.

f ons examination the workman is found unfit,
he is liable to discharge.

The Company willrecognize medical certificate
signed by its own Medical Officer and/or issued by en
Authorised Nedical Attendante If the workmen is at

2ﬁaaﬂ“-““éﬁch workman, who will be retrenched shall be paid :
compensation according to the Industrial Disputes Act,1947.

SUPE UATIONS

Every workman shall retire fromservice of the Company on
attalni:f the age of 58 years. The due privilege leave

3.

at the

ne 0f retirement shall he encashed asubject to a

paximum 1limit of 180 days accumulation,
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Every permanent workman shall be entitled to a service

certificate at the time 0f discharge, disaissal or
retirerent from the terfioce.

RISFLAY OF NQTICES J
Copies of all notices required to be given by the compaony
to its ahall be pasted on the Notice and when

80 pasted shall be deexed to have been served on the
workman for whom they are intended., Copies of such
notices shall be given t0 the recognised Union whenever
neceasary, However, if there is u case of dismizsal/
tornination/rotrenoﬁntnt or retirement, a copy will also
be sen to the workman by a registered letter on the
last address available on record of the Company. a»ll
notices uired to be pasted under these Standing
Orders shell be in English wnd Hind{ and shall be kept

in a legible and clean econdition.

E E O UL
The General Manager/Munager or any competent authority
who has been declared for observance of these Stunding
Orders, shall be held reaponsible for proper and
faithful observunce of these otanding Orders.

DISPLAY OF STAIDING ORDERS 3

A copy of these Standing Orders in English end liindd
shall be pusted in the Notice Board of the Office,

INTERPRETATION OF STANDING ORDERS

1f there is any conflict between the Hindi and knglish
version of these Stana Orders, then English version

:'-'h,:j,‘;"\._‘lhan prevail sand be followed,

3 roums
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ForN OF APFLIC/TION FOR IUFLOYMENT

Name & Address of Industrial

Establ ishmentt
No. " Dated 3
EN'S AD A
L‘ guq
Name _ - Father's Name
Age Years Months
Edugcotion Pust kxperience
Home Address 1 Villege . Thena
F.O4 Dists.
House No, Room No,
Local Address: Name of House Owner
Road Fohalla
Present enploywent(if employed)
Frevious emplcyment _ :
Name of Exrloyer hidresc Duration Capacity Reason
for Leav~
ing
1.
2.
3
fﬁi:\ ... 7. Pest Desired
J & 16§hpr posts he can £411 __
?g( refqrence
ig_ . nﬁﬁ; Father's Name Address  Occupetion
i-h ; L;-L__,-.:r/
X" — by
e FeL=R
qaes g:‘sHQSR

wssaid, Sgfature or Left Thumb
impression of witnesses

Signature or Left Thumb
dmpression of applicunt.



ADRARES =R
AERYACH CARD

Name of Estt,/Factory/Ticke
Token Now ) v

Hegister BSerial No,
Name

Specimen $ignature/Thusd Impresaion
Father's or Husband's Narme

Sex

Religion

Dute of Birth

Flace of Birth

Date of Join

Details of Medical Certificate
at the time oOf

oining
Educational & oihar qualifications
Can Head
Cen Write
Can Speak
Hight

Identification Farks

Category of Workman
Departuent

Details of family members
Permanent address

Local address

Quarter No.

Life Insurunce Rolicy No.
Provident Fund Account No.
Nominee foy Gratuity

Nominee for pension, if any
Eniig'{eol ptate Insurance No.
Tr ng Courses uttended (details)
Eligibility for higher Jjobs,
Proficiency tests paused.

B EMPLOYHMENT HInTOuY
i)
_.pa_q!g’l ment = ¥Yoken No. Deslgnet- ocale of Joined Left
v i ion Pei Reason
UAY) 2 3 5 6
%’{:&gﬁ/ ;
i ABSENCE FLKIODS
.:_." ":ﬁ:‘
T&\u}&‘- TO hesson
P\

nedicul reports
rezaraing suitability

for continued employment ,




