THE MADHYA PRADESH INDUSTRIAL EMPLOYMENT
(STANDING ORDERS) RULES, 1963
[Published by Labour Department Notification No. 9556-9727-XV1, dated
the 26th December, 1962, vide M .P. Gazelte, dated st February 1963, (Part IV-G),
- page 36]
And as amended subsequently by the following notifications :-

S.No.  Notification Published in MP Rajpatra
No., Dated Pt. Dated Page

1. 369-8835-XVI 22.1.1965 4(ga) 28.05.65 520

2, 968-9050-XVI 27.02.1971 4(ga) 26.03.71 138

3. 5782-9676-XV1 19.10.1973 4(ga) 02.11.73 770

4, 1004-1034-XVI 14,02.1975 4(ga) 21.02.75 74

5. 5167-3541-XVI 07.08.1981 4(ga) 21.08.81 270

6. 757-273-XVI-A 02.03.1987 4(ga) 270387 45

7 932-83-XVI-A 10.3.1987 4(ga) 273.87 51

8. 4(E}10-9L-XVI-A  10.01.1992 EXT. 23.01.92 7

NOTE : In the footnotes appearing hereinafter, reference to amending
Notifications is made by Serial No. as given to them above,

1, Short title.~ These rules may be called the Madhya Pradesh Industrial
Employment (Standing Orders) Rules, 1963.
2. Definitions.— In these rules the context otherwise requires,—
(i) “Act” means the Madhya Pradesh Industrial Employment (Standing
Orders) Act, 1961 (No. 26 of 1961), '
(ii) *““Annexure” means an annexure appended to these rules;
(iii) “Form' means a form appended to these rules; and
(iv) “Section” means a section of the Act,
RELEVANT NOTES '
: Indore Development Authority Vs. Indare Development Authority Dally Wages Sub-
Engineers Union, 2000(2) JLJ 190, Chhaya Bhopatkar Vs, State of Madhya Pradesh, 2001
- (4) MPHT 238, Engineer-in-chief, PHED Vs. Budha Rao Magarde, 2001 (2) JLJ 399, State
of M.P. V3. Hariram, 2008 (3) JLJ 41.
3. Procedure for submission of amendment.— (1} An application for
submission of amendment under sub-section (1) of section 7 shall be in Form A.
(2) The particulars of the employees for the purpose of subsection (2) of
section 7 shall, in addition to those mentioned in Form A, be as follows
(a) number of employees employed; ’
(b) number of employees employed through contractors); .
(c) namo of the trade union or trade unicns, if eny, to which the employees
belong; and -
(d) if the application is by & trade union, the latest figure of its membership,
(3) A group of employces or representatives of employees in the same industry
desirous of submitting a joint draft of amendments referred to in sub-section (3) of




section 7 shall apply in Form A through a person authorised in this behalf by such
group or representatives, as the case may be, and shall in addition to the particulars
mentioned in sub-scction (2), furnish the following particulars along with the draft:

(a) list of employees or representatives of employees, as the case may be,
constituting the group with names and addresses in full of each
undertalking; and .

(b) by a declaration signed jointly by employers or the represeatatives of
the employees in the group to the effect that the undertaking constituting
it or that the employees of the undertaking, as the case may be, shall
abide by the conditions laid down in the joint draft of amendment. -

4, Certification of amendments.~ As soon as may be, on receipt of an
application under rule 3, the Certifying Officer, shall forward a copy thereof to (a)
the employers when the applicant is the representative of employees, or (b} the
representatives of employees whea the applicaht is the employer of the undertaking
together with a notice in Form B, - o

S. Methods of sending Standing Orders.— Standing orders certified in
pussuance of sub-section (3) of section 8 shall be sent by registered post to the
employer and the representative of the employees, as the case may be. -

6. Register of Standing Orders.~ The register required to be maintained
under section 12 shall be in Form C and shall be properly bound. The Centifying
Officer shall furnish a copy of standing orders to any person applying therefor on
payment of a fee of rupees five per copy. : N ‘

'{6-A. Additional matter included in the Schedule.— In the Schedule to the
Act after item XIV, the following item'shall be added namely - .

' ) “AV-Age of Retirement’].

7. Framing of Standing Orders.~ *[Subject to the provisions of section 6 of
the Act, the Standard Standing Orders for all undertakings to which the Act applies
shall be those set out in the Annexure]. . :

FORM A
[Se¢ rule 3] o
Application for amendment of Standing Orders
Datedthe ........ococevecvriiriricnenienes dayof....ooestonmminrienten 19 .
To _ . . :
The Certifying Officer,
corsemrnieesensenn(PIACE).
Sir, _

1. T hereby apply for the amendment of the standing orders applicable in the
following undertakings}- ........ccovveerrverevereens ‘

2. Address to which reply has tobesent .....o.ovecvcerineennnans -

3. (a) The reference of the standing orders to which amendment is sought-

I, Inseriedby 3 [2-11-1973].
2. Substituted by No. 2 [26-3-71].




{b) Number of standing order to which amendment is scught

4. (Not applicable when the application is on behaif of employecs) I am entitled
to make this application being an employer of the undertaking concemed

OR

I am entitled to make this application on behalf of the group of
employers/* representative of cmployees vide note of authonty attached.

Please fill the blank

5. As an Officer or a representatwe/appmvedlreg:stercd trade union of the
- employees concerned I am entitled to make this application under rule 3, [Strike off
what is not applicable.]

6. Five copies of the draft amendment typewritten on one side of the paper
only indicating amendments are enclosed. The justification for the proposed
amendments is mentioned against cach,

7. The particulars required by sub-rules (2) and (3) of rule 3 are encIOSed

: Signature ... R
"~ Station . Desfgnarfon ........... S
- ' Nams of the undertaking in case of
an employer and pame of the trade
union in the case of employces.
FORM B
[See rule 41
- Inm thc matter of certification of amendments to the standing orders for (name
and address of the undertaking) ...
To
'I'he Employer (Name and address)
OR

. The prescnbed rcprese.ntauves of employees (state- whether representative
union, approved union, registered trade union, Labour Officer) ............
A copy of thic draft amendments to the standing orders of ...... submitted by
. is enclosed. Picase take notice that objections, if any, which you.may desire
to makc to the draft amendments should be submifted to the undersigned within
fifteen days from the receipt of the copy of draft amendments along with this natice
by. you.
A copy of the swndmg orders to which amendments are prcposed is-also
enclosed.
Page.....conireniniiennn .
. Certifying Officer
Madhya Pradesh.

1. Strike off that portion which is not applicable.




FORM C

{See rule 6]
REGISTER
Part |- Undertaking
S. Dat¢ of the despatch of Date of Date and
No. the copy of standing orders filing appeal nature of
authenticated under section if any decision
8 for the first time :
(1) ) (3) 4)
Amendment  date of the despatch any noticc sub- - - Result
made on of the copy of sequeatly given .
on appeal, standing orders as or received of
if any settled on appeal ~any amendment.
3 (6) 7N 8)
Part
(Should contain the authenticated copy of the standmg ordcrs}
ANNEXURE
Standard Standing Orders for all the
Undertakings in the State

" L. Definitions.~ In these rules, unless the context othenwise requires,—

(a) “Manager" means, if the undertaking is a factory, a person nominated as
manager under the Fagtories Act, 1948, or a person whom an undertaking
shall nominate as Manager for the purpose of these standing orders and
includes 8 person authorized by him. _

{b) “Season” means the period or periods of each year during which the
principal operations of & seasonal undertaking is carried on.

2. Classification of Employees.~ Employees shall bo olassified as—(i)
permanent, (ii) permanent ssasonal, (iii) probationers, (iv) Badlies, (v) apprentices,
(vi) temporary, '[and (vii) fixed term employment's employee :]

(i) A ‘permanent’ employee is one who has completed six months’
satisfactory service in a clear vacance in one or more posts whether as a
probationer or otherwise, or & person whose name has been entered in
ths muster roll and who is given a ticket of permanent employee,;

1. Amended by Notfn, No. P-4 (E) 2-2004-A-XV1, Dated 17-3-2008, Published in M.P.
Rajpatra (Asadharan) Dated 17-3-2005 at Page 172.




}[(ii) A ‘permanent seasonal employee’ is an who has completed service fora

(iii)

(iv)

47

(vi)

period equal to 2/3 of the duration or a season or three months whichever
is less in a clear vacancy and shall be deemed to be a permanent employee
for the purposes of these orders);

A ‘probationer' means an employee who is provisionally employed to
fill a clear vacancy, and who has not completed six months’ satisfactory
service in the aggregate; '

A ‘badli’ employee means an employee who is employed on the post of
a permanent employee, or a probationcr or a permanent scasonal
employee who is temporarily absent,

An ‘apprentics’ means a [eamer; provided that no employee shall be
classified as an apprentice if he has had training for an aggregate period
of one year; provided further that a longer period of apprenticeship shail
be required if prescribed by a law or an award, or by agreement with the
representative of employees;

‘temporary employee’ means an employee who has been employed for
work which is essentially of a temporary character, or who is temporarily
employed as an additional employee in connection with the temporary
increase in the work of a permanent nature; provided that in case such
employee is required to work continuously for more than six months he
shall be deemed to be a permanent employee, within the meaning of
clause (i) above.

f(vii) “fixed torm employment’s employee™ means an employee who has been

engaged on the basis of contract of employment for a fixed period.
However, his working hours, wages, allowances and othcr benefits shall

. pot be lgss than that of a permanent employee, He shall also be ¢ligible

for all statutory benefits available to a permanent employee
proportionately according to the period of service rendered by him even
though his period of empioyment does not extend to the qualifying period
of employment required in the statute.”)

3. Ticket etc..— (1) The manager shall cause to be entered t.he name of ali
employees in the muster roll indicating the classification.

(2) The manager shall arrange to provide every employee except those
belonging to the clerical, supervisory or technical pessonnel with a ticket bearing,—

(i)
(ii)

(iv)

the name of the department in which he is working;
date of entry of his service;,

(iii) his number; and
¥(iii-a) the record of daily attendance),

such other particulars as the manager may think fit.

1.

Substitgted by No. 1 [28-5-1965].

2. Added by Notfn, No. F-4 (E) 2-2004-A-XVI, Dazad 17-3-2005.
2. Inserted by No, 2 [26-3-71 }.




- - If so. réquired by the manager the employee shall detiver up his ticket before
staruag work for the day provided that ticket shall be returned to the employee
before the £lése of the shift. If so required bya person authonsed by the manager
the employee shall show it or produce it for entries being made therein.

For technical, supervisory personm:l and clerks a service book may be provided
mste.ad of a ticket.

"(3) (i) Every badli employee shall be provzded with a ‘badli card’ on which
shall be entered, the days on which he has worked in the undertaking and which
shall be surrendered if e obtains permanent employment. '

(u) Every temporary employee shall be provided with a temporary card’
on which shall be entered the days or which he has worked in the
undertaking and which he shall surrender on his discharge or being taken
on the badli or permacent register,

(iil) Every casual worker shall be provided with a ‘Casual Card’ on which
shall be entered the days on which he has worked in the undertaking. .

{(iv) Every apprentice shall be provided with-an “Apprentice'Card’ -on which

* shall be entered the days on which he has worked in the undertaking and
-, which shall be surrendered if he obtains permanent employment. -

(v) The cards referrcd to in this sub-clause shall also bear the information
.specified in sub-clause (2) above.)

4. Recruitment.~ The manager may after consulting the Employment
Exchange lay down'the procedure for recruitment of empioyees and noufy it on the
notice board on which standing orders are exhibited. - -

. {4-A, Letter of appointment.~ Every employee shall be gzven a letter of
appumtmenz, in which among other things, his name, age, qualification, designation,
classification; pay-scale, allowance, nature of job, name of department etc., shall
be indicated ]

5, Manner of intimating o emp!oyees periods and hours of worlk, holidays,
pay days and wage rates.— {a) Notices showing the penod.s and hours of work for
every class and proyp of employees for each shift in the undertaking shall be
displaycd on notice board maintamed for the purpose in the department concerned,
azthetzmckecpersoﬂiceandatornearthcmmemmnceofthgnndemhng

(b) Notices specifying the dates on which wages are to be paid, shall be
displayed on the notice boards at the time-keeper’s office and at or near the main
entrance of the undertaking, . ' |

(c) Notices specifying the wage rates showmg separately the allawanoes if
any, payable to each class of time-rated employees and the basis of calculation of
wage rates.in respect of piece- rated employees shall be displayed at conspicuous
places inside the departments in which the employees concemed are actually
workin o 1

(dg) One day in each week shall be natificd in the manner proudod in <lause
{a) as the day for the paymgnt of wages due to.any employee but not paid on the
usual pay day on agcount of their bemg unclaimed. - _

1. Ins byNo. 2 [26-3-711].
2, Ins. by No. 7 127.3.1987)
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(c) The unclaimed wages due to an employee shall be paid by the manager on
the days notified under this standing order and following the date on which a
substantiated claim is presented by the employee or on his behalf by his legal
representative within three years from the date on whmh thc wages beconte due to
the employee.

(f) In the case of bidi manufacturing underlahngthc manager shall also dispiay
notice of the hours when leaves and tobaceo shall be distributed and manufactured
bidis shall be received by him, and the mangger shall maintain a record showing for
each worker the quantity of leaves and tobacco given to him, the bidis of different
kinds manufactured and delivered to the manager by him and the number of bidis
rejected as of bad quality.

6. Shift Worling.— (a) Shift working shall be regulated in accordance with
the Factories Act, 1948 (No. 68 of 1948), wherever applicable and subject as
aforesaid in accordance with any agreements, settiements or awards.

(b) Subject as aforesaid more thas one shift may be worked in the whole
undertaking or in one or more sections or departments,

{c) Whenever an additional shift started or whenever working hours of the
shift are changed, notice of seven days shall be given.

. {d) Whenever a shift is discontinued notice of one month shall be given,
provided that wherever any permanent employes is likely to be dschzuged. nouee
of three months. shall be given before discontinuing that shift.

- (e) Change owver of any employee or employees from one shift or another
shall be regulated by agreement, settlement or award and in their absence by custorm
or usage, The manager may, in the discretion, transfer-an employee from one shift
to another if such transfer is in the interest of the undertaking, - -

(f) Retrenchment of employees as a result of discontinuance of a shift or
shifts shall be regulated in accordance with the provisions of the Industrial Disputes
Act, 1947, provided that in case of retrenchment of permanent employee notice of
three months a3 provided in standing orders 6 (d) shall be given before retrenchment.

" {g) If an undertaking proposes to employ additional employees whether on
restarting a shift or otherwise the manager shall give the shift first opportunity of
employment to retrenched employees. If an additional shift is started not less than
on¢ week’s nptice shall be put up on the notice board and shaii be pubhshed ina
Hindi newspaper witk wide local circulation,

7. Attendance and late coming~ {3} All employees shall be at work in the
undertaking at the times fixed and notified. Employeds attending late may be shut
out and treated as absent provided that no employee who attends within 5 minutes
of the starting time shall be shut out. Employee coming late shall not be treated as
absent without leave but may be given whatever leave may be due to them.

(b)Y An employee who is found absent from his proper place of work dunng
working hours, without permission or without any sufficient reason, shall be liabic
to be treated as absent for the period of his absence, and his wages for the period of
absence shall be liable to be deducted subject to the pro\nsxcms of section 9 of the
Payment of Wages Act.



‘8. Condmon and procedure in applying fur, and authority which may
_ grant leave and holidays.— (a) Holidays and lcavci with or without pay or leave of
any other kind shall be regulated by the provisiops - -of the law applicable to the
_ undenakmg and subject to the minimum prescribed under it by custom, usage,
- agreement, settlement or award.

(b) A employee who desires to obtain leave of absence shall apply to the

C manager or the officer authorised by him, It shall be the duty of the manager or the

- officer to pass orders thereon on two days maweekﬁxed for the purpose, provided
that, if the leave asked for is of an urgent nature; i. e commences on the date of the
application or within three days thereof, orders for the grant or refusal of leave
. shall be communicated without delay.
- -(¢) The grant of leave or in case it is refused such refusal with reasons therefor

shall be recorded on the employee’s ticket or service book. :

(d) fan employee after proceeding on leave desires an extension of the leave
granted, he shall make an application in writing forjthe same to the manager or the
officer authorised by him. A writter reply cither of the grant or refusal of such
extension shall be sent to the employee at the address given by him in the application
for extension. " :

(e} An employee remaining abseat beyond the period of leave ongmally
granted or subsequently extended shall be liable to los¢ his Len on-his post and
shall be deemed to have left the service from the date of his unauthorised absence
unless he retums within ten days of the expiry of the sanctioned Jeave and/or explains
to the satisfaction of the manager of the officer authornsed by him, his inability to
resume immediately on the expiry of hig leave. An empioyee who so looses his lien
but reports for duty within 30 days of the expiry of Lis leave shall be kept as a badli

’1fhesodesuesandhlsnameshalibem:ewdmthabadi:regmtcr '

‘[8-A.-Holidays.— The employees shall be entztled to three days nanonal
holidays, namely. Republic Day, Independence Day, and Gandhi Jayantt and five
days festival holiday with full wages every year. The fostival holidays shall be
determined by the employer in consultation with the representatives of employees
and a notice indicating the days fixed shall be pasted on the Notice Board: .

.- Provided that only those employees who. mli actually work either on the

preceding day; or as the case may be, on the succeedmg day of such holiday shall be
entitled to avail of such holiday: i

3Provided further that nothing in this order shall adversely affcct the opcrax:on
of the tcrm of any contract, agreement, seulemsnt or award which is more beneficial
to employees on this subject.]

' *{8-B..(1) If an employee is required to work on any National hohday or.

festival holiday with wages en account of conunuous process, essential services or
under preva.llmg practices, then he shall be paid for thc work done on each National

1, Ins.byNo.4[21.2.75]
2, Second proviso inserted by No 4, Subs. by No. 5[21.8.1981). .
3, !ns.byNo 5[2131931]




.,wmt, settlcmcnt ot award, whlch -are moré heneﬁmal to the employes on the -

-

holiday or festival holiday with, wages, wages for hohday, wages for woxkdouc and |

adclmonal wages. forone day. -

(2) In respect of employees gettmg wagas on the baszs of Calendar munth, 1f '

‘the National -hioliday or festival holiday is substituted in accordance with the

provisions of Section 52 of the Factories Act, 1948 (No. 63of 1948) or ‘such a paid”

holiday occurs on a ‘weekly rest day of the employee then such an employee shall ;

be paid additional wages for such a holiday at his ordinary rates of wages. .
© .8-C. Casual leave.~ Subject ta the pravisions of the tenms of any. contract,.

subject— |

" (1) . the pennancm employacs shall be allowcd scven days Casua.l loavc with
+"wagps in a-calendar year; and

(2) the temporary and badli employees, who have put in 240 d.ays work in

* the previous year shall be allowed sevén days casual l&ve 'with wageg'

in 2 calendar year. -

Explandtion:~ The compufnhon of 240 days sh.all be made in accordanee N

with Section 79 of the Factories Act, 1948:
(3) Ordinarily casual leaw will natbe adnuss:ble for more than two days at
a time.

o (11)" Exocpt whemtmy notbe possxbleto oBtam prewous penmsmon, mual

leave shall be availedpf with the permission of the Manager. Where it
i§ not possible to.ob revious permission, the cmployés shall intimate
: in.writing the absence aad its penod at his earliest to the Manager] -
9 Reqmnement to enter preinises by certdin gates and liability to search.~

(a) No.employee shall ¢nter or ledye the pretnises of the undc mg and the,

dﬂpanment except by the gates appointed for the purpose.”
. (b) All the' employee including.female employees shall summﬂcr arm:lcs or
things ‘in-their ‘possession, for examination by the watch and ward staff of ‘the

undertaking or any other person appointed for the purpose:and shall also be liable -

tobed:madandsmrchedbythcwnmhmdwﬂstaﬁ'onhcpemonsoappommd :
for the purpose inrthe presence of two witnesses pravided that the femalezmployee

. shall be scarched by femate searches, and in presence of female witiesses.

10, Closures, temgorary stoppages and lay-ol! etc.— (a) In'the avent. of the -

break-down of machingry; stoppage of power sypply, fire; epidemic, civil commotion,

catastmphe oranyothercausebeyondtheco lot‘t)mmtployenhemay,atany-

time, wnthout notice, stpp wholly or partially for a reasonable period the whale of

part of the underiaking, anydcpa.runmtorany magching d:mmlyo:mduectlyaﬂ‘ected -_

by the catastrophe or the cause.

- {b) in any: event of stoppage undcr clause (a) during workmg hours the -_
cmployeas affected shall, as soon as practicable, be informed by putting up notice -

o the noti¢e bioard in the. departrient concemed and at the time~kéeper™s office as.

to when work will be resumed and whether they & are to stay or leave the premises of

the undertaking. The period of détention in. the undertaking shall not ordinarily °

exceed two hours after the conmnccment of stoppage, and the employm 50 -




detained shall be entitled to receive wages (mciudmg -all allowances), it the
propomon of a quaster day for every two ‘hours or legs. Provided that the wages that
be recgives plus the detention wage shall not exceed his normal day’s wages. It the
case of picce-rate employees, the average daily ammgs inthe pre\nous wage period
ghall be taken tb be the daily wage. . - -

(c) Whenever practicablea reasonablc nonce shall be g:vcn of the msumpnon
of the normal work. - .

(d) Employees may be laid off by the undertaking ori account of shortage of

I power or water; or raw materials or materials or' accumulation of stocks,
temporary cyrtailment of production or similar teasons by exhlbltmg as far as
possible, one week’s nofice for the information. of the mnployees concerned.

(¢) The employer may close down any depanmf,nt or section of a d.eparunent
or the whole undertaking afier giving two month's notics to the employees and in
case of seasanal employees 15 day’s notice. Before reopening the > department, section
or the undertaking, as the case may’ be, at least seven days’ nonce shall be 31ven to
the employees.. = . y

. (f) Onthe ra-Opemng of the depamnmt, secuon ofa depanment or the. wholo-
of Ihe uadertaking, as the case may be, the manager shall give reasonable notice to-
the retrénched employees ‘who offer thémselves for re-employment and those
retrenched employees who offer themiselves for re-employment within a foxmlgln
shal[ be given prefermcc over other persons accordlng 10 the length of service.

. 'I(8) Copies of the notice under this Standing Order shall be umned;ately sent
to the Government Labour Officer of the-area concemed by the employer].

R § & ’I‘ermmat:on of employment and the potice thereof to be given by
employer and employee.— (a) When the employmmt of a penmaneént employee is-
to be tertninated, he- shall be given cne month’s notice or shall be paid wages for
onte month in lieu of notice. No employee other than a permanent employee shall be
entitled to any such notice or wages in 'ligu thereof for termination of his service.

- (b) The reason for the termination of service shall be recorded in wntmg and
shall be communicated to the employee ‘ubless such communication. may in the
opinion of the manager. directly or indirectly lay the company or the manager or the
persont signing the communication, open to ¢iyil orcnmmal proceedmgs at thc
instance of the employee,

(c) Any permanént employec desirous’ of leaving the enmloment shall give.
one month's notice to his dgpartmental officer’ statig the reason for which he is.
leaving but if he so requires he may be rehevedearhcrthanﬂle da:eonwhmhthe
period of notice expires. " :

* (d) No notice shall be necessary for the dlsconunuanee of the mlpioymem of
ape:manentseasonalcmployee onthoexpuyofthesmson, but heshallhavcahen
on his post at the commencement of the next season,

C 2[*“(e) subject to the provisions of the Idustrial Dis-utes Act, 1547 (14 of
1947) no temporary. employee, whstlwr monthly rated or Wockly rated or picce-

- Added by No. 1 [28-5-65}. '
2 Added by Notfn. No. F—4 (E) 2-2004-A -X VI, Dated 17 3-2005




rated, and no probationer or badli or fixed ferm employment s cmplayce, as a result
of nun-.renewal of contract of employment or on its expiry, shail be entitled to any
notice or pay in licu thereof, if his Services are terminated, bt the Services of a.
temporary employce shall nat bc terminated as a punishment unless he has been
given an Opportumty of explaining the charges of misconduct alleged agamst him.”]

. RELEVANT NOTES

Mahedrf’a! Smg Vs. &Jpeﬁnrenmng Engmeer Lower Chambial C:m}e 2001 (8) MPHT

214,

12, Drscnplunary actlon for mlscondnct.-e (1) The following. acts or omissions
an the part of an employee shall amount to a major miscénduct: -

(a)

().

)
(d)

{c)
®

@®

(&)
1)

(k)

o

o being in force;

(m}
()

‘conviction by a coust of law for an offence involving moral turpitude;.
theft, fraud or d:shonesty in connectlon -with the business or property of
the undertaking; - -

taking or giving bribe or any 1llega.l grahﬁcanon,

- wilful disobedience of any lawfiil or rexdpnable order of a superwr
_involving safety of any person or property of other rnafter having an

advérse effect upon the work or wagces of other employecr .

- _ga,mbllns within the premises.of the undertalqng,

drynkenagss, riatous or disorderly behaviour, during workmg hours at
the undertaking or conduct endangering the life or'safety of any person,
intimidation, physical duréss; or any act subversive of discipling;

collections of any moneys within the premises of the undertaking for

_purposes dnd by persons not-authorised by Jaw or if no such authonty 15
" required by law without the sanction of the manager, -

engaging in trads, or business w:thm the prermuses of the undertakmg

' mcludmg collection of pay-tickets given to the employees or the salc or
. canvassing of tickets, coupons or other tokens of any commodity or

article, without the pre\nous sariction of the manager.

" canvassing for trade union membership and collection of union's. dues

within the premises cxoepl as permissible under law;

ho!dmg meetings inside the premises of the undertaking without the
previous pemmission of the manager or cxceptas permitted by law;
commencing, going or Jomu:g the strike in contravention ot‘ the
provisions of any law for the time being in force;

. inciting, msugatmg othters to take part or otherwise actmg in, ﬁ:rtherance-

of a strike in contraventlon of the ‘provisiong of any law for the time_

wilful slowing down in perfonnance of work or abatement or mstlgatwn
thereof;, -~ - .
wilful damage to work in process or to any other property of the

" undertaking; -

(o)

disclosing to any unauthorised persan any- mfonnatlon in mgard to the
processes of the undertaking which may come info his possession in the
course of hig wo:k



®

unauthorised absence from duty for more than ten consecutive days; -

"[(p-1) Obiaining financial assistance-from the Employees Sta;e Insurancc

@

Corporation on the basis of tax on forged docurents.] -
a minor misconduct of which a warkman is found habitually gu:dty, ie,
for not less than three occasions within a space of one'year.or less.

(2) Any of the followmg acts or omissioris shall amount to & minor m:sconduct

(a)
({J)

@:

@:
(e) .

late anendannc
absence from duty without ieave or without sufficicnt cause, which.is
* not major miscondict;

“ refusal ‘to work on a job of a similar nature without, giving adequate
*  reasons for the same; - .

slecpmg during working hour;. ‘
failure ta observe safety instructions, or unauthorised ténoval in

n;fermaetomn.duncry mmd,fenmngormhersafetydemmstalled'

S iy the premises of the establishmient;”

o
@
®

any act or omission for which deductions from the wages of an employed

-personmwthomed by or under'the Payment-of Wages Act;

: entering or leaving the premises of the underra.lang exocpt by the y.tc
- or gates appointed for the purpose; -

- committing a nuisance in the premises of the undcrtakmg. mdxsclphne,
- breach oﬁany standings order o instructions for the maintenance and

supning ‘of any d:paruncnt and maintaining its’cleanliness.

- '(3) (a) The pumshment for a minor nusconduct may, be— (i) cen.surc, ‘c.ur (u)'

Qa,)_,

(c)

fine.
'I'he pumahmmt for a major misconduct may be-
(i) censure, or -

(ii) fine, or

-(m) swspmsnon fora penod not exceeding four days on any one occasion,

‘or -

(v} w:ﬂ:holdmg of mcrr..mmt for.a period of ong year. or

{v) demotion; or -

. {vi) dismissal.

In awarding the punishment the manager ghall-take- into account the

“gravity of the misconduct, the pievisus récord of the' employes, if any, )

and other extenuating or aggravating circumstances:

(4) No pumshment shall be imposed on an employee unless proved gudty of
misconduct in an enquu'y conducted in the fallowing mannér; -

(a)

The manage or other officer authorised by him in this behalf shall glve
to the employee a charge sheet clearly scttmg forth the lms-conduct
chiarged and the circumstances appanng agamst hun ancl requmng his
explanation; - . o

I Ins. by No. 7£27.3:1987]




{b) The employce shall be given for submmmg 'his cxplanation a period of
at least 24 hours ifhe is.charged with a minor misconduct and at ieasgfz
_ hours if he is charged with major misconduct; -
{c) An empioyee shall he allowed to defend by h:mselfo: the reprcsentanve
of employm, if he S0 desires;-
(d) -Except in cases-where he adﬁzs thic. charge leveued against 1 him-the

- employee shall be pemutted to prodice witness: in his defence and Cross-
~ . . examine any witness én whose-evidence the charge resfs;

(e) The substance ofthe evidence shall be recorded and read over; |
 {f) Anorder of shall bemwnnngand shall be issued over the
) gngture ol’gw managér or oiher officer authorised under standing order
. (l) (a). A copy of the order passed awarding the pumshment shall be

-+ given to the employex;
(8) " In case of an employee other than the one belongmg to the clerical,
©  technical or supervisory staff the manager can suspend him pending
- enquiry into an aiieged major nuscondqct fora penod not exccadmg

. - four days;

.- (h)~ The magager may suspend a clencal tmhmcat or supemsory employaq
., . for a period of three months peadmg enquu‘y into. major misconduct
alleged against him and shall pay suspension altowance to such anployee
at the rate of half of the average wagc

- {i), The order of suspensnon shall be in writing. and ‘may take effect
" .. -immediately on communication thereof to the employee If no action is
+ Jaken within a peried of six months then thé amount of wages § foz‘ the

pcnod of suspension shall be payable in ful, . .

" {5)Ifon enguiry, the order is. oonﬁnne& orthe penod of suspension rednced
the employce shail be deemed to be absent fram duty for the period of suspengion-
. -and shall not be entitied to-any wage for sach ‘period. If, however, the order is
rescinded: ‘the employee shall be deemed to be on ‘duty dunng the full period of
suspension and shall be cntxtled to the- same wages ag he would have reccwed ifhe’
had not been suspended: ¢

Provided that if the enqmry is not completed within four days from the date.
" of submission of explanation,, the employee shall be entitled to Tull wages until the-
_completion of the enquiry from the date of submigsion of his expla.uatlon .

" Y(6) An cmploycr shall not be compt:tcm to initiate progeedmss agamst an
employee-— - )

{8y for major mlsconduct after one yw of its conmussm and

~.(b). for a.minor misconduct after six months of ity cormission. ]

.13, Means of redress for empldyee against unfair treatment or wrongful

exaction by the empioyer. agent or servant.- (1) (a) An aggrieved employec niay

first present his grievance to his immediate superior iri persont who thereon shall

givea xeply within 48 hours of the‘presentation of the complam! : :

Added by No. 7 (27 3 1987)
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(b) If the employee is not satisfied with the reply of his. immediate supeior he .

or the authosisgd representative on his -behalf zzay forward -the compiam{ o the'

_manager or any officer appointed by him for this purpose;

‘ {c) The manager or such officer shall personally investigate the complaiat at
such time and place as he may fix and the complainant employee or the. authorlscd
representative shali have 4:right to be present-at such investigations:

. Provided that the decision of the Investigation Officer and the action, if any,
taken by him shall be communicated to the complainant ordmaniy within a week of
the prescntation of the compldint. . .

(2) Grievanges of employees relating to—

{a) assanlt or abuse by any person holding a supemsoryposmon or

(b) refusal of an.application. for urgent leave,

(¢} unfair labour prattices, such as,-(i) intezference with the rights of
employees to enroll or continve as an union member; (i) diserimination;
restrain O coercion against any employee or restraint of recognised
activities of trade union; and (iii) victimization of an employee of abusc
of authority in any form; b

shall be enquired into immediately by the manager and he shall take: appropna:e :

disciplinary action apainst such afficers of the undertaking who are found respons:blc
for that. The complamant will be supphed with 2 copy of the order or actlon taken

- by the manager in this behalf.

14. An employec against whom any order is passed by the manager may if so

- .desires submit his representation to the' Managing Agents or the Managing Director
or the Proprietor or any person who has the ultimatc ‘controf over the management
of the undertaking who shall communicate his decision to the employee wzthm a
period of 15.days. . ~ ‘

. '{14-A. Retirement.~ ( l) An employee shall retire from the service of the
employcr on the daté he atfains the age of 58 years. He may, however, be retained in
service by the cmployer after the date of attaining thg age of 58 years if his services _

_are necessary in the interest of the undcrta.lung but he shall not be retained in sérvice
aﬁer the age of 60 years =

" Provided that hothing in this clause shall advcrseiy affect the operation of the

terms of any contract, agresment, settlement, or award on fhis subject, if the age of

~ Tetirement is oot Icss than 58 years:

) Provided further that before retmng an employee from the service in

. accordance with the provisions contained in this clause, the employer shall give to:

the s2id employec at least one month’s intimation in writing of such retirement. -

However, failure to give such intimation will not entitle the employee to continue

in service after attaining the age of retirement. On the employer’s failure to give'

such mumanon, he shall b¢ Hable to pay to the employee concerned onc month s .

wages.

[¢1-a) Notw:tbstandmg anythmg contained in sub-clause (1) the age of
retiremeit for working journalists as defined in Secnon () of the Working

1. Subs. by No. 5 [21.8.1981].
‘Ins. by No. 8 (23.1.1992]




Journalists 4ud other Newspaper Employees (Conditions of Service) and
Miscellaeous Provisions Act, 1955 (No. 45.0f [955). shall be 60 years.] "~
(2) For the purpose of clause (1) the age shall.be reckonied by any of the
followihg methods in order of priority- _
" {i) the date of birth as given by the'employee at the time of his employment
and accepted by the Manager;
(it} The date of birth as given in the Higher Secondary Schaot Cemﬁcate or
. _equivalent examination Certificate; -

(iii) The ceruﬁcate issued by the Local Authority of the place where the
employee ‘was born, on the basis of the records maintained by such
authority or certified copy of the entry in the Buth and Death Register

" in-which date of birth is mentioned,

(iv) The date of birth as declare by the employee in his declaration card for
purpose of membership of the Employees Provident Fund.

(3) Notwithstanding anything contained in the fomgomg clause, if any dxspute

arises fegarding the date of birth intimated at the time of employment or dsclased in
_the déclaration card' for the purpose of membership- of the Employees Provident
Fund, as the case may-bé, then the date of birth shall be determined on the basis of
- School Leaving. Certificate and in its absence, the date of birth determined by a
Registered Medical' Practitioner, not below the: -rank of Civil Surgeon, shall be
considered as final, but any such dispute shall not be entextwned within the penod
of six months before the date of retirement. :

15, An employee who leaves service or retires or is dxscharged shall without

" avoidable delay but nof later than thirty days after he leaves service or retires or as,
the case may be is discharged, shall'be given by the employtr a service Cerificate
indicating such information and particulars as may be notified.]’

*SERVICE CER'I'IFI_CATE_ '
(&= Rule 15)
"Nameandaddrcssofthclusmunon....t ................ e cnernasiatiens

N
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‘Nature ofwodddssngnanon e ivnr bt et fesseap st oessseenpastass e '

. Duration of employmgnt from dan: ....... T to........ prarerarees s

Wagesrate .............. Rupees .,. .. per month o

‘Reasons for discharge RenrcmenthlscharngeSIgnatlonf Other .........

... Signature of employer

16. Liability of the Maenager.- The Manager of the undertaking or in caseif.

there ts no manager, the Managing Agents, the Managing Director or the Proprietor.

or any person who has the ultimate control over the management of the undertaking

shall be held responsible for thc proper and faithful observance of these standing
orders.

- |




* 17, () Notice to be extibited or given ynder these standmg orders shalt be i

' a language uinderstood by majority of emplo;

©CS.

- {b) Aay notice, erder, charg&sheet, commumcatlon or mnm.anon Whlch is
meant for individual employec and is given in writing under these standmg orders
- shall be in a.language understood by maJonty of employees. - :
18, Copies of these standing orders shall be posted in the umekeeper s office
and in all departments of the- underlakmg and shall be kept in legnble condition,
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