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R.K.MISHRA,IAS

CHAIRMAN

THE ORISSA FOREST CORPORATION LIMITED

PLOT NO.90/91, SATYANGAR, BHUBANESWAR-751007

The Orissa Forest Corporation Ltd, come into existence on the 28th September, 1962.It did not have Service Rules of its own for its employees/workmen. It was therefore, decided in the 53rd meeting of the Board of Directors of the Corporation held on the 29th June,1973 and also in their 78th meeting held on the 13th October,1976 to adopt the Government rules and procedures in the Corporation had no rules and procedures of its own.


In the mean time steps were taken to frame a set of Service rules for the employees/workmen of the Corporation for which the corporation employees/workmen and their Unions and Associations also were agitating from time to time. The IBCON Private Limited, Calcutta, prepared and submitted a set of draft service rules on the 7th july,1972 on the basis of the practices being followed in the various Public Sector Corporations in the State in general and those in the Orissa Forest Corporation Ltd in particulars. These draft rules were discussed with the representatives of the office and employees/workmen of the Corporation and by the Management and were almost finalized after taking into account the various suggestions received. A copy of the said Rules is available in the Corporation. But for some unknown reasons, these rules were not adopted land those gradually became out-of-date.


A second set of Service rules was draft by the Mithal & Co which was examined by a Sub-committee set up by the Board of Directors consisting of the Chairman, the Managing Director, the F.A. & CAO and the Personnel Officer of the OFC Ltd.These draft rules were circulated among the various Associations. Unions and Sanghas of the Officers, employees/workmen of the Corporation in accordance with Section-9A of the Industrial Disputes Act. Their views were obtained land accordingly the draft rules were suitably modified wherever considered necessary. The modified Rules,entiteld as “The Orissa Forest Corporation Ltd,Service Rules,1986” were placed before the Board of Directors in their 126th meeting held on 23rd September,1986 and were approved by the Board for adoption and implementation ,with effect from 23rd September,1986.


While drafting these Rules, the Provisions of the Orissa Service Code, the various labour Laws like the Industrial Disputes Act, Factories Act, Maternity benefit Act etc the BPE Norms and the circulars and instructions of Government and the Corporation issued from time to time have been taken into consideration. It is hoped that the Rules will meet a long felt need of the Corporation to manage its affairs smoothly.


I must thank the Legal Advisor Gop Ranjan Dubey, the Administrative officer Bamdev Mohapatra and the Personnel (Labour) Officer Sri Sarat Chandra Tripathy for putting in their sustained and coordinated efforts to check and improve upon these Rules and to bring those into the final shape. The efforts of the Section officer (Estt)Sri Sarat Kumar Pattnaik and the Senior Steno Sri R.Raghunath Rao were also commendable.


Any difficulties encountered in implementing these Rules may be brought to the notice of the Managing Director, OFC. These Rules are to be updated at least once in every five years. Constructive suggestions for improving these Rules will be duly considered by the Management as and when received.







  (sd/-R.K.MISHRA)








  CHAIRMAN

21-10-86
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CHAPTER-I

‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗

1. Short Title:


(1)These rules may be called ”The Orissa Forest Corporation Service Rules,1986”

2. Application & scope:

(1)These rules shall come into force on such date as may be notified by the Management.

(2)The “Rules” shall apply to all persons appointed to the Corporation Service and in connection with the affairs of the Corporation irrespective as to whether one is a workman within section-2(s) of the Industrial Disputes Act, 1947 or otherwise:


Provided that the rules shall not apply to the persons on deputation either from the State Government or otherwise to the extent their conditions of service are regulated by the Rules of the State Government/Organization to which they belong:


Provided also that nothing in these rules shall operate to deprive any person of any right or privilege to which he is entitled to by or under any law or by the terms of any contract or agreement subsisting between such persons and the Management of the Corporation:


Provided further that, the Board of Directors may waive or relax the operation of any rule subject to such terms and conditions as may be considered necessary when the operation of such rule is found to cause undue hardship to a particular case or class of such cases.

3. All previous rules, orders, circulars issued by the Management regarding conditions of employment and service of the workmen/employees are suppressed by these “Rules” to the extent of their repugnance to these “Rules”.


Provided that nothing done or acted under those orders, rules or circulars shall be deemed to be invalid or inoperative unless otherwise amended/modified expressly.

4. All the powers expressed in these rules are vested in the Board of Directors of the Corporation and may with their approval be delegated to various functionaries of the Corporations to such extent and subject to such conditions as may be specified from time to time.


Provided that the delegated powers can not be re-delegated to any subordinate functionaries.


Provided also that functionaries delegated with larger powers than those of its sub-ordinate are presumed to have all such powers of the sub-ordinate functionaries. 


Provided further that no authority delegated with any power may exercise that power in its own favour unless otherwise provided in these rules specifically.

5. The powers of interpreting these rules and changing them from time to time are vested in the Board of Directors.

6.Except as otherwise provided for in these rules, the claims of a Corporation employee workman to pay and allowances, leave salary etc, will be regulated by the rules in force at the time to which the claims pertain.

7. Notwithstanding anything contained in these rules, the Board of Directors reserves the right to issue standing orders/administrative instructions not contrary to the provisions in these rules from time to time to regulate, control and manage the service conditions of the employees/workmen of the Corporation including those on deputation to the subsidiaries of the Corporation like the Orissa Composite Boards Ltd.

CHAPTER-II

‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗

DEFINATION

8.1: Apprentice:


“Apprentice” means a person deputed for training in trade or business with a view to employment for the Corporation’s service, who draws pay at monthly rate from the Corporation during such training but is not employed in or against a vacancy under the Corporation.

8.2: Appointing Authority:


“Appointing Authority” means the authority or the officer specifically to be such in Schedule-1 annexed to these rules and as may be amended/modified by the Corporation from time to time.

8.3: Authorized Medical Officer:


Unless otherwise specified in the specific rules/orders, it any, prescribed by the Corporation.” Authorized Medical Officer” means in relation to an employee/workmen on receipt of monthly pay exceeding Rs,2250/- per month a Medical Officer not below the rank of Chief District Medical Officer/Asst. Professor and in relation to any other employee/workmen, a registered medical practitioner not below the rank of an Assistant Surgeon working under the State Government. 

NOTE: Medical Officer appointed/retained or specifically approved by the Corporation for this purpose shall also be deemed to be the Authorized Medical Officer.

8.5: Appellate Authority:


“Appellate Authority” in course of disciplinary proceedings against different classes of employees/workmen means the authority as specified in Schedule-1 subject to modification from time to time.

8.6: Board:


“Board” means the board of Directors of the3 Orissa Forest Corporation Limited notified or appointed as such by the State Government in the Forest, Fisheries and Animal Husbandry Department.

8.7: Bonus:


“Bonus” means bonus as defined under the payment of the Bonus Act,1965 as amended from time to time.

8.8: Cadre:


“Cadre” means the strength of service or part of a service of the Corporation sanctioned as a separate Unit.

8.9: Chairman:


“Chairman” means the Chairman of the Board of Directors of the Orissa Forest Corporation Limited as notified or appointed by the State Government.

8.10: Company:


“Company” means the Board of Directors of the Orissa Forest Corporation Limited and other officials who are empowered to exercise powers on behalf of the Company.

8.11: Corporation:


“Corporation” means the Orissa Forest Corporation Limited as incorporated under the Companies Act,1956.

8.12: Compensatory Allowance:

”Compensatory Allowance” means an allowance granted in consideration of personal expenditure or loss of amenities necessitated by the special circumstances in which the duty is performed.

8.13: Competent Authority:


“Competent Authority” means the appointing authority as specified in Schedule-1, modified from time to time or such other authority to whom necessary powers have been delegated.

8.14: Disciplinary Authority:



     Disciplinary Authority” in relation to different categories of workmen/employees means the authority to impose penalty as specified in Schedule-1 subject to revision/modification from time to time.

8.15: Department:


“Department” means in relation to the Corporation the appropriate administrative Department/Departments of the State Government.

8.16: Duty:


“Duty” includes:

i) service as probationer, if such service is followed by an order of confirmation in writing or by appointment to a post under the Corporation.

ii) Joining time.

iii) periods spent on any course of training to which the workmen/employees may have been sponsored by the Corporation  and the period between completion of such training and joining of post not exceeding the joining time admissible and

iv) any other period which the Company may be general or special order declare to be periods of duty.

8.17: Dearness Allowance:


“Dearness Allowance” shall mean the allowances granted by the Corporation as such to their employees/workmen lat the rates prescribed by the Corporation from time to time and shall include ADA.

NOTE:DA is not a compensatory allowance.

8.18: Employee:


“Employee” means;

i) any person who is employed for wages and/or salary in any kind of work manual or otherwise in or in connection with the work the Corporation and who gets his wages and /or salary from the Corporation, but does not include;

(a) an employee employed by a contractor in any operation directly or indirectly connected with the work of the Corporation or (b)any person selected by the Corporation for undergoing any training in any training institution for eventual appointment under the Corporation ,even though he receives a stipend/allowance or any other payment in connection with the said training from the Corporation or(c) any casual labourer or labour employed on piece rate or daily wage basis.

ii) Employees who have been brought under loan from the State Government on deputation on special t4rms and conditions.

iii) Employees who are being employed for wages in any kind of work or in connection with the work of the corporation on the basis of a special contract incorporating therein special condition s of service.

8.19: Efficiency Bar:


“Efficiency Bar” means a stage indicated as; such in a time scale of pay which ca not be crossed for earning a subsequent increment after such efficiency bar without obtaining the order of the competent authority to that effect.

8.20: Family:


Unless otherwise defined in the specific context,” Family” means an employees wife or husband and legit mate and step children and parents ordinarily residing with and wholly depending upon him or her. Not more than one wife is included in “Family” for this purpose.

8.21: Government:


“Government” means the State Government of Orissa or the Central Government as the case may be with reference to the context.

8.22: Holiday:


“Holiday” means:


In relation to workmen/employees employed in the Saw Mills or any other establishments covered under the Factories Act etc under the corporation the national and festival holidays as per provisions of the Industrial Establishment (National and Festival holidays) Act.


And in relation to other workmen/employees, the holidays as declared by the Corporation from time to time.


And includes the local holidays and optional holidays declared as such by the Corporation or the Officer authorized by the Corporation in this behalf.

8.23: Honorarium:


“Honorarium” means recurring or non-recurring payment granted to an employee/workmen from the Corporation’s fund as remuneration for special work of an occasional or intermittent character.

8.24: Joining Time:



“Joining Time” means the time allowed to employee/workmen to join a new post or to proceed to a place of training or return from it to the Station to which he is posted.

8.25: Leave Salary:


“Leave Salary” means the monthly amount paid by the Corporation to employee/workmen on leave within the meaning of the leave rules of the corporation.

8.26: Lock Out:


“Lock Out” shall have the same meaning as assigned to it under the Industrial Disputes Act, 1947 as amended from time to time.

8.27: Management:


“Management” means the Chairman, the Managing Director, the Chief Executives, the Divisional Managers or any Officer so authorized to manage the affairs of the Corporation in their respective spheres in the Head Office/Zones/Divisions/Units/Regional Marketing center to whom any power is or has been delegated.

8.28: Managing Director:


“Managing Director” means any Director or Officer, who is nominated by the State Government as such and appointed by the Board of Directors to exercise the powers and functions as the Managing Director.

8.29: Month:


“Month” for the purpose of salary and leave salary shall mean a calendar month and for all other purposes 30 days.

8.30:Medical Certificate :


“Medical Certificate” means the Medical Certificate issued and signed by the “Authorized Medical Officer”

8.31 Notice Board:

“Notice Board” means the Notice Board specially maintained in a conspicuous place at or near each of the main entrance to the Corporation Office/Zonal Office/Divisional Office/RME Office and at the time offices in the Saw Mills for the purpose of displaying notices, circulars and the like required to be pasted or affixed under the provisions of these rules.

8.32:Pay:

a)”Pay” mans the amount drawn monthly by an employee as:

i) the basic pay which has been sanctioned for a post held by him or to which he is entitled to by reason of his position  in a cadre,

ii) special pay and personal pay, and

iii) any other emoluments which may be specially classed as ‘Pay’ by the corporation.

b)’Personal pay’ means an additional pay granted to an employee:

i) to save him from loss of basic pay in respect of a permanent post due to a revision of pay or to any reduction of such substantive pay otherwise than as disciplinary measure ,or

ii) in exceptional circumstances, on other personal considerations.

8.33:Presumtive pay:


“Presumptive pay’ or a post, when used with reference to any particulars employee/workmen means pay to which he would be entitled if he held the post regularly and was performing its duties but it does not include special pay unless the employee/workmen performs or discharges the work or responsibility in consideration of which special pay is sanctioned. 

8.34: Schedule:


“Schedule” means as annexed to these rules or to be prescribed subsequently under these rules.

8.35 Strike:


“Strike” shall have the same meaning as assigned to it under section-2 (q) of the Industrial Disputes Act,1947 as amended from time to time and includes stay in or tool=down strike, pen down strike, mass casual leave or mass earned leave.

8.36 Supervisory:


“Supervisory” and/or supervisory officer: means member the staff of the Corporation appointed by the Management to remain in charge of a specified department or a section of a department or who by the nature of his duties exercise authority, supervision and control over others workmen/employees in the Head office, Zone, Division., RME Office, Unit, Branch section, no matter whether he at times performs duties like other workman/employee under his control.

8.37: Special pay:


“Special pay” means an addition in the nature of pay to the emoluments of a post or of an employee granted inconsideration of:

i) the specially arduous nature of the duties or

ii) a specific addition to the work or responsibility
8.38 Subsistence Allowance:


“Subsistence Allowance” means monthly grant made to an employee/workmen during suspension who is not in receipt of pay or leave salary.

8.39: Service:


“Service” includes the period during which an employee is on duty as well as on leave duly authorized but does not include any period during which an employee is absent from duty without permission or overstays his leave unless specially permitted by the competent authority.

8.40: Temporary post:


“Temporary post” means a post sanctioned by the corporation at a definite rate or pay for a limited period.
8.41 Tenure Post:


“Tenure post” means a post which employee/workmen may not hold for more than a specific period and in case of doubt the Chairman will decide whether a particular post is or not a tenure post.

8.42: Time Scale of Pay:

a)”Time Scales of pay” means pay which subject to any conditions prescribed in these rules, rises by ,periodical increments from a minimum to a maximum.

b)Time scales are said to be identical if the minimum, the maximum ,the period of increment and rate of increment of the time scales are identical.

8.43: Wages:


“Wage” means wages a defined in the “payment of wages Act,1936 as amended from time to time.

8.44: Workman:


“Workman, means workman as defined in section-2(s) of the Industrial Dispute Act,21947 as amended from time to time.

8.45 Substantive pay:


Substantive pay” means the pay, other than special pay, personal pay or emoluments classed as pay by the corporation, to which an employee/workman is entitled on account of a post to which he is appointed substantively or by means of his substantive position in a cadre.

8.46: Words importing masculine gender also include feminine gender.

8.47: Words importing singular number also include plural number.

8.48: Words not defined:

Words used but not defined in these rules shall have with reference to subject and context the same meaning as assigned to them in the Orissa service code and other relevant Acts and Rules applicable to the Orissa Forest Corporation Limited.

CHAPTER-III

‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗‗


GENERAL CONDITIONS OF SERVICE

9.1 Classification:


Subject to the specific rules and orders applicable to the posts in the Saw Mills and Establishment covered under the Factories Act,1948 the posts under the Corporation shall be classified in to four grades as per Schedule-II unless the Corporation by any general or special orders, specify otherwise.

9.2 Cadre:


The Corporation shall have the following cadres of employee/workman covered under Rules-9.1. Other than the employee/workmen belonging to Grade-I and Grade-II,as specified hereunder and grouped in Schedule-III.

GENERAL CADRE:

ONE CADRE FOR THE CORPORATION

ACCOUNTS CADRE:

ONE CADRE FOR THE CORPORATION

AUDIT CADRE:  


ONE CADRE FOR THE CORPORATION

STENOGRAPHERS: 

ONE CADRE FOR THE CORPORATION

TYPISTS:      


ONE CADRE FOR THE CORPORATION

DRIVERS:      


ONE CADRE FOR THE CORPORATION

TECHINICAL CADRE:

ONE CADRE FOR THE CORPORATION

GRADE-IV CADRE: 

(A) NON-TECHINICAL CADRE DIVISION/ UNIT WISE

(B) TECHNICAL CADRE: DIVISION /UNIT WISE


Provided that the Corporation reserves the right to add, amend, alter or modify the cadres as may be necessary from time to time.

9.3 The nature of appointment of employees/workmen into the corporation service may be (a) Permanent/regular (b) Temporary (c) Seasonal (d) Contractual (e) Casual and (f) Probationary.


a) Permanent employee/workmen means an employee/ workman, who is employed on a permanent basis against a sanctioned post of the corporation and whose service for appointment have been confirmed in writing by the Managing Director/Chief Executive/Divisional Manager, regional Marketing Executive or by any other officer authorized in this behalf by the Management and includes an employee/workman, who has completed la probationary period of two years in the aggregate in the same or another occupation under the corporation./if a permanent employee/workman is employed as a probationer in a new post, he may at any time during such probationary period be reverted to his substantive post with one week’s notice.

b) Temporary employee/workman means one who has been appointed for limited period of time for work which is essentially of a temporary nature or which is likely to continue for a definite period of time or who is temporarily employed as an addition hand in connection with temporary increase in of a permanent nature provided that in case a temporary employee/workmen is placed on probation the period of his temporary services may count towards the probationary period.

c) Seasonal employee/workman means one who has been appointed for operations which are purely seasonal in nature like collection of Sal seeds etc.

d) Contractual employee/workman means one whose terms and conditions of service are governed by a contract entered into between him and the management. 

e) Casual employee/workman means an employees l/workman who is employed for work which is essentially of an occasional or casual nature. 

f) Probationer means a person who is provisionally employed to fill up a vacancy in permanent post and who has not been confirmed in writing and who has not completed his probationary period of two years provided that the period of probation may be extended by the Competent Authority beyond the original period by not more than one year for reasons to be recorded in writing.

10.1 Mode of recruitment:


Subject to the Rules prescribed by the Corporation for filling up the vacancies in different cadres and vacancies of the posts outside the cadre, recruitment to posts shall be made by the following modes in respect of each post, namely: 

a) by direct recruitment:

b) by promotion from a lower post or grade:

c) by deputation from the State or Government or Government

   of India or any other organization.

10.2 Recruitment under (a) and (b) above shall be made by the Recruitment committees set up by the Board for the purpose.


Provided that the Chairman/Managing Director may order the compassionate appointment of a member of the family of a employee/workmen who dies in harness after rendering satisfactory service leaving behind his family in indigent circumstances subject to the condition that a member of the family of the deceased employee to be so appointed must fulfill the educational qualifications prescribed for the post to which is proposed to be appointed and is otherwise considered suitable for appointment. The decision of the Chairman/Managing Director in such matter shall be final.

10.3 Notwithstanding anything contained in Paragraph-10.1, if in the opinion of the appointing authority the exigencies of the Corporation so require the appointing authority, with the prior approval of the Managing Director may adopt such method of recruitment to any post as it may deem fit.

11. Age:

11.1: Unless otherwise expressly provided by any order or rule the age for entry into Corporation’s services shall be as follows:

A) not below 21 years in the case of Grade-1,Grade-II 

   and Grade-III as under thee rules.

B) not below 18 years in case of Grade-IV

11.2 The maximum age at entry into the Corporation’s service shall be 28 years except as otherwise expressly provided in the rules/orders regulating the methods of recruitment to a particular service or post.


Provided; that the maximum age limit can be relaxed to the extent of 5 years in case of candidates, belonging to SC and ST.


Provided further that the maximum age limit can be relaxed by the competent authority in suitable desorbing cases in consideration of qualification, experience or proficiency or otherwise.

11.3: a) Every person newly appointed as a service or a post under the Corporation should at the time of the appointment declare the date of his birth by the Christian Era with as far as possible confirmatory documentary evidence like Matriculation or School Leaving Certificate, a Photostat copy of which should be pasted on the back side of the front cover of the service book. 

     b) In absence of a certificate as mentioned, the age of the selected candidates shall be determined by a Medical Officer not below the rank of the Chief Medical Officer of the District. A Photostat copy of the age certificate of the concerned Medical Officer should be pasted in the backside of the front cover of the service book. A passport size photograph of the newly appointed person should be pasted on first page of the service book.


11.4.     The actual date or the assumed date of birth determined under Rule-11.3 above should be recorded in the History of Service, Service Book or any other record, both in numerals as well as in words that may be kept in respect of the workman’s/employee’s under Corporation and once recorded, it cannot be altered except in the case of a clerical error, with specific orders of the Chairman/Managing Director or any other authority as may be notified from time to time.

11.5.    The Superannuating age of an employee/workman shall be as provided in Rule-42. 

12.   Educational Qualification:

The educational qualifications for entry into Corporation’s service shall be as may be prescribed by the Board.

13.   Medical Fitness:

Subject to rules and orders issued by the State Government from time to time and as applicable to the Corporation regarding reservation of vacancy for physically handicapped persons no candidate shall be appointed to a post by direct recruitment unless he is found after medical examination by the authorized Medical Officer, to be in good mental and physical health and free from any mental or physical defect likely to interfere with the discharge of the duties of the post:

   Provided that in respect of any person who has rendered at least two year of service under the State Government or State owned Corporations or undertakings immediately before appointment and at the time of first entry into such service duly certified by the medical authority to be fit for employment, the Chairman/Managing Director may exempt him from producing certificate of Medical fitness on his appointment in the Corporation. 

The Medical Certificate shall be in the following form:-

     “I certify that I have examined Shri/Smt__________________________a candidate for employment in the Orissa Forest Corporation Limited and cannot discover that he/she has any disease, constitutional weakness or bodily infirmity except ……… …… I do not/do consider this a disqualification for employment in the said Corporation. His/her age according to his/her own statement is ………………… years and by appearance is about ……………  …………  years”.

14.   A n t e c e d e n t s:

14.1.  No person who has been removed/dismissed from any Government Service or from any Government Undertakings, or who has been convicted by a criminal court for an offence involving moral turpitude or on grounds of internal or national security shall be appointed or allowed to continue as an employee/workman in the Corporation.

NOTE : On the question whether an offence involves moral  turpitude, internal or national security or not, the decision of the Appointing authority on perusal of the available records shall be final

   At the time of first regular/temporary appointment, a candidate has to produce certificates from two gazetted officers or M.L.A.s or M.P.s and a health certificate from a medical Officer or practitioner not below the rank of a presiding Doctor in a Sub-Divisional Dispensary or a Block P.H.C.

14.2. The character and antecedents of candidates of candidates selected for the first time for appointment as probationers or temporary employee/workman shall be verified if considered necessary before they are allowed to join the post. The selected candidate may, however, be permitted by the appointing authority to join the post pending verification of character and antecedents on the condition that if any adverse report is received his appointment shall be liable to be terminated 
15.  Appointing Authority:

15.1 Subject to orders issued by the Corporation from time to time specifying appointing authorities, in relation to different classes of employees/workmen, the authorities competent to make such appointment shall be as specified in Schedule-I. Appointment orders for temporary/tenure posts shall be issued in the form given in Schedule-VI.

15.2.(a)Two or more Corporation employees/workmen cannot be appointed substantively to the same permanent post at the same time. 

15.2(b) A Corporation employee/workman can not be appointed sub-attentively except as a temporary measure to two or more permanent posts at the same time.
15.2(c) A Corporation employee/workman cannot be appointed sub-attentively to a post on which another employee of the Corporation holds a lien.

16.1 Probationary Period:

Every person appointed to a post in any cadre of the Corporation either by director recruitment or by promotion in accordance with the relevant cadre rules shall be on probation for two years. The competent authority may extend the period of probation for a further period of one year in cases where a person is not found suitable for absorption in regular cadre on expiry of period of probation. 

16.2. A person appointed on probation to a post shall be required to undergo such training as may be prescribed.

16.3. The services of a directly recruited person appointed on probation, who was not an employee/workman before such appointment, may be terminated during the probation period without notice and without assigning any reason at the sole discretion of the appointing authority. 
16.4. An employee/workman who is appointed to a post by promotion on officiating basis may be reverted to his substantive post, if in the opinion of the appointing authority, he is not considered suitable to hold the post to which he is appointed on promotion temporarily.

16.5. On successful completion of the probationary period, the probationer shall be absorbed in the regular cadre, in the post to which he has been appointed on probation.
17. T r a i n i n g.

   All employees/workmen of the Corporation are liable to undergo such training for such period and undertake such examinations as maybe prescribed by the Corporation from time to time.

18. Identity Cards and Permits:
18.1. Every employee/workman working in a factory/manufacturing unit may be provided with an Identity Card or Badge or Token or Permit bearing such particulars as may be prescribed by the Management for the purposes of identification of the employee/workman which he shall be bound to carry.

18.2. If so required, every employee/workman shall show his Identity Card, Badge, Token or Permit to the Security Guard at the gate when entering/leaving the works or on demand at any time by the Supervisory Officer or Security Guard or such other authority as may be notified by the Management to produce it while the employee/workman is inside the work premises.

18.3. The identity card, badge, token or permit shall not be transferable.

18.4. The first issue of the Card/Badge/Token/permit will be free of charge. If an employee/workman loses his identity card, badge, token or permit he shall immediately report the Issuing Authority and a new card, badge, token or permit shall be issued to him on payment of a sum as may be prescribed by the Management.

18.5. On the termination of service or on proceeding on leave other than casual leave or on being suspended from work, the employee/work-man concerned shall surrender his card, badge, token or permit to the as Issuing authority.(Temporary cards or chits which will serve the purpose of identity card may be issued where necessary to those employees/work- men who will proceed on leave or are suspended from work on surrendering their own cards, badges, tokens or permits).

18.6: Violation of the aforesaid instructions will constitute a mis-conduct punishable under these rules.

19. S e n i o r i t y.

19.1. The seniority of persons appointed to any post/class of posts within a cadre shall be determined in accordance with the principles hereinafter specified. Combined Seniority list shall be maintained at the Head Office of the Corporation in respect of all employees/workmen cadre-wise whether recruited directly or by promotion irrespective of the authorities empowered to appoint them except the Class-IV employees workmen in whose case the Head of the office concerned will maintain the seniority list.

19.2. In case of candidates recruited in one batch, the seniority of the persons of that batch on the event of their joining the service shall be according to the rank assigned to them in the selection list.

19.3. When the recruitment into any grade of posts is made by different appointing authorities on the same date, interse seniority of the candidates recruited by appointing authorities shall be determined according to the marks awarded to them in the selection list.

19.4. Notwithstanding the provisions of Rule 19.2.in case of direct recruits undergoing technical training for eventual appointment to the Corporation, the position assigned to the candidate in the Final Examination of the Training Institute shall determine the inters seniority. 

19.5. If more than one candidate are found to have secured same marks, the persons possessing better academic career shall rank higher than the person possessing lower academic career.

19.6. In case the academic career of more than one candidate are found to be the same, the Chairman shall decide the inters seniority whose decision shall be final.

19.7. If recruitment to any class of post during a calendar year is made both by way of direct recruitment and promotion, the promotees shall rank senior to the direct recruits irrespective of the dates of recruitment.

19.8. If among the recruits of one batch, the probationary period of an employee/workman is extended for reasons to be recorded in writing, the person whose period of probation has been so extended shall rank lower than the persons of the same batch, who have successfully completed the period of probation and have been brought over to the regular cadre, earlier.

19.9. Seniority of employees/Workmen, who are appointed on deputation and are subsequently absorbed in any post of the Corporation, shall be fixed by the appointing authority on consideration of his previous experience, qualification and such other matter relevant for fixation of his seniority within the cadre.

19.10. When an employee/workman is reverted to a lower rank/post either as a penalty or otherwise, he shall rank in the gradation list of the post to which he is reverted above all those who are holding such post on the date of his reversion unless the authority ordering such reduction by a special order indicate a different position in the gradation list of the lower cadre.

20.  Attendance and working hours:

20.1. All employees/workmen shall be at work of the Corporation during the working hours fixed and notified by the Corporation from time to time

20.2. Employees/workmen who are required to sign on the attendance register will mark the hour of reporting for duty and of leaving duty.

20.3. Every employee/workman shall be at his work for duty at the scheduled time. Fifteen minutes grace time will be allowed. An employee/workman presenting himself within the grace period will, however, be marked late.

20.4. For every three late attendances in a month one day’s C.L. will be deducted from the C.L. account of the employee:

Provided that if the late is for half-an-hour or more then, one day C.L. will be deducted for every such late attendance.

Provided further that if there is no C.L. at the credit or the employee/workman concerned he shall be placed under departmental proceedings for frequently remaining absent from duty or coming late and this habitual late coming shall be treated as misconduct and mentioned in the C.C.R. of the employee.

   Every employee/workman shall be at work for the entire duty period as specified and shall not leave the place of work during the period of work without prior specific order of the competent authority.


In exigencies of the Corporation/work an employee/workman may under orders of competent authority be called upon to work beyond specified working hours.

20.5. All employees/ workmen working in factories/ manufacturing units shall enter and leave the work premises/office premises only by the gates provided for the purpose. These gates may be closed during working hours at the discretion of the management and the employees/workman shall not leave the works or office premises during such hours except during the rest intervals without the permission in writing of their’ In-charge” which shall be shown at the gate. Under no circumstances the employee/workman shall enter into the works or office premises after working hours without previous written permission. All employees/workmen shall at the end of their duty period leave the work or office premises as soon as possible and in any case not later than 30 (thirty) minutes after their duty periods. But in case of an employee /workman who is to be relieved by the next shift employee, workman, he shall wait till the charge of the shift is taken from him by a reliever of the next shift .In case his next shift employee/workman does not turn up and in case the operation is continuous, he shall stay on overtime work.

20.6. Every employee workman working in factories/manufacturing unit shall be liable to be searched by the Security Personnel or any other officer so authorized within the works or office premises and/or at the gate. In case of female employee/workman the search can be carried out by another female workman/employee.

       Refusal or obstruction to search shall constitute a major misconduct and make the workman/employee concerned liable to disciplinary action.

20.7. Any employee/workman who has been suspended/discharged or removed or dismissed from the corporation’s service shall leave the work or office premises immediately on receipt of orders to that effect after handing over all records, cash and other property of the Corporation in his charge to the person ordered by the Management.

21. Rest Days.

    All employees/workmen covered under the Factories Act, 1948 or under the Orissa Shops and Commercial Establishment Act.1956 or any other labour lay for the time being in force shall be allowed a day of rest in a week. The employees/workmen not covered by the aforesaid Acts shall also be allowed a day of rest in a week which may be Sunday or any other day as may be fixed and notified by the Management or any other officer authorized in this behalf, keeping in view the local custom vis-a- vis working of the unit or Division/Zone etc.

22. National and Festival Holidays.
22.1. Employees/ workmen employed in the factories /manufacturing units or in any such establishment to whom the Orissa Industrial Establishment (National and Festival Holidays) Act is applicable shall be entitled to national festival holidays as per the provisions of the said Act.    

22.2. Employees/workmen not covered under sub-rule 22.1 shall be entitled to National and Festival Holidays as declared by the Government from year to year, subject to however, exigencies of Corporation’s work. The days which could be observed s public holidays shall be declared as such before commencement of each calendar year and shall be pasted in the notice Board. 

23. Absence from Headquarters without permission.
No employee/workman shall leave his headquarters even on a holiday without the written permission of the competent authority.

24. S a f e t y:
    All workmen/ employees employed in factories/ manufacturing units shall observe all safety rules and orders as may be notified from time to time by the Corporation in handling machineries and in the use of the safety equipments provided by the Corporation. On-observance of safety rules and non-use of the safety equipments shall constitute misconduct under these rules.

25. Payment of Wages and Salaries:
    Subject to the rules prescribed for regulating the pay ad allowances of the employee/workman in the time scale, the following are laid down for payment of wages and salaries in case of employee/workman to whom the Payment of Wages Act,1936 is applicable.

25.1. An employee/workman of the Corporation shall begin to draw his pay and allowances attached to his post with effect from the date on which he assumes/takes over the duties of that post and shall cease to draw them as soon as he ceases to discharge those duties.

25.2. The basic wages for different categories of workmen/employees may be fixed at time rates/daily rates or piece rates and different wage periods may be fixed for different categories of employees/workmen.

25.3. The pay applicable to different posts in the Corporation shall be as fixed by the corporation from time to time.
25.4. Notice specifying the rates of pay for employees/workmen who are at time rates and basic wages for all classes of employees/workmen on piece rate shall be displayed on the Notice Board.

25.5. Notice specifying the pay days for the employees/workmen shall be displayed on the Notice Board.

25.6. Pay due to the employees/workmen shall be paid in accordance with the provisions of the Payment of Wages Act,1936.

25.7. Any pay due to the employees/workmen but not paid on the usual pay day on account of the same being unclaimed shall be paid to the employees/workmen by the Corporation on such claimed pay day or days as maybe notified in this behalf, on their being present to receive the same within three years from the date on which it becomes payable.

25.8. Any pay or other legal dues payable to the deceased employees/workmen shall be paid to his legal heirs, if the claim is submitted within three years from the date on which such pay or legal dues become due and the claim (i) is supported by a succession certificate granted by a competent Court or (ii) where the amount does not exceed rupees two thousand only is supported by a legal heir certificate obtained from the local Tahasildar provided that the heir ship to the property is not disputed and the claimant executes an indemnity bond.

25.9. On the written request of an employee/workman who is unable to present himself to receive payment on the usual pay day, the corporation may send his pay by Money Order at his cost or disburse it to a person duly authorized by him and identified by an employee/workman of the Corporation.

25.10. D e d u c t i o n s.

    Deductions from wages/salaries shall be made in accordance with the provisions of the Payment of Wages Act.1936 as amended from time to time and any other Act applicable to the Corporation and any Order or Circular in conformity with Law.

26. T r a n s f e r:

    Employees and workmen may be transferred due to exigencies of work or on administrative grounds from one Division/Department/Section/ Office/Branch/Unit/Zone to another provided the wages/salary grade continuity and condition of service of the employees/ workmen are not adversely affected by such transfer. The transfers maybe regulated by the Corporation in general or special orders for the smooth management of the work of the Corporation.

27. Service Books.

    A Service book shall be maintained in the form already prescribed for the purpose for every employee of the Corporation A Service Roll shall be maintained for the seasonal casual or daily rated employees/workmen.

28. Character Roll:

28.1: Character Rolls shall be maintained annually in the form prescribed in respects of all employees/workmen except Grade-IV employees and kept under the custody of the Administrative Officer of the O.F.D.C. Ltd. in the Head Office of the Corporation .The periodicity, the contents and the authority competent to make entries, shall be in he manner as determined by the Chairman/Managing Director.

28.2. The assessment of work and conduct in respect of Grade-IV employees/workmen shall be recorded annually in their respective Service Books. Similar entries may be made in the Service Rolls of the casual, seasonal or daily rated employees.

28.3. Any adverse remark, which is remediable in nature, shall be communicated to the employee/workman.
28.4. Representations against adverse remarks communicated will not ordinarily be entertained, as the very purpose of such a communication is to enable the employee/workman to know his failings and rectify them. In rare cases, however, where the remark is not based on facts and is obviously the result of a mistake on the part of the Reporting Officer, the chairman/ Managing Director or any other Officer so authorized may consider and pass appropriate orders on the representation. No representation against adverse remarks shall ordinarily be entertained after expiry of three months from the date of communication of such remarks. 

28.5. No remarks will ordinarily be given by a Reporting Officer in respect of an employee/workman working under him, unless the employee/workman has worked under the Reporting Officer for at least a period of one hundred and twenty days during a financial year. Any conspicuous achievement or otherwise by the workman/employee may, however, be recorded by the Reporting Officer if the said employee/workman has served under him for less than 120 days. 

28.6. Subject to the provisions of Sub-rule 28.5, the Reporting Officer shall record his remarks regarding the employees/workmen working under him in their C.C.R. either at the time of his transfer or at the time of transfer of the employees/workmen from their posts or stations in addition to the annual remark prescribed in Sub-rule 289.1.

29. General Conduct:

29.1. Every employee/workman of the corporation shall at all times maintain absolute integrity, decorum of conduct and devotion to duty and shall not commit any act which amounts to personal immorality or failure to discharge duties properly.

29.2. For the purpose of Rule 29.1 personal immorality means vicious habits relating to drugs, drinks, sex or gambling which reduce the utility of an employee/workman so as to damage the Corporation or the employee/workman himself generally in the public esteem and

Failure to discharge duties properly includes all such acts and omission on the part of an employee/workman as are likely to weaken the position and prestige of the Corporation or which indicates absence of loyalty and devotion towards the Corporation

30. Observance of Rules.

     Rules, regulation and instructions of the Corporation and all arrangements, systems, methods and procedures now in force in the Corporation and to be promulgated by the Corporation in future, not inconsistent with these Rules for the purpose of regulating work, safety, discipline, good conduct, cleanliness, avoidance of waste of time and materials and for the proper funning of the Corporation, shall be binding on land shall be observed by all the employees/workmen concerned. An employee/workman shall not take part in or subscribe in aid of or assist in any way, any sub-versive act movement.

31. Contributions to Provident Funds etc:

31.1. Every employee/workman shall be required to become member of Employees’ Provident Fund framed under the Employees’ Provident Fund and Miscellaneous Provisions Act.1952 administered by the Regional Provident Fund Commissioner, Orissa or any Rules/Scheme framed by the Corporation and administered by it on this behalf. Every employee/ workman on becoming a member of such scheme shall abide by the provisions of the above said Act or Rules as the case may be

31.2. Gratuity:

     The employees/workmen of the Corporation shall be entitled to gratuity as provided under the Payment of Gratuity Act,1972 as adopted by the Corporation.

31.3. Group Insurance Scheme:


Every regular employee/workman shall be entitled to an insurance cover under the Group Insurance Scheme adopted by the Corporation.

31.4. Fringe Benefits:

An employee/workman shall be entitled to such other benefits as may be sanctioned by the Board of Directors from time to time or by any other authority so empowered.

32. Promotion: 

Subject to the provision of the relevant cadre rules, the promotion of in-service personnel shall be according to merit with due regard to seniority.

33. L e a v e :

33.1. No employee/workman shall be granted leave of any kind for a continuous period exceeding 5 years.

33.2. Where an employee/workman does not resume duty after remaining on leave for a continuous period of 5 years, he/she, unless the Corporation decides other wise in view of exceptional circumstances of the case, be removed from service after following the summary procedure of notifying it in any local daily Newspaper.

34. R e s i g n a t i o n :

34.1. Employees/workmen other than those who have executed a bond to serve under the Corporation for a specified period, who wish to leave the Corporation’s service must give the Corporation the same notice as the Corporation is required to give them under these rules. The Management may at its discretion accept the resignation with immediate effect or from any date before expiry of the notice period.

34.2. If an employee/workman leaves the service of the Corporation without giving requisite notice, the Management may without prejudice to any other action under the contract of service, if any, deduct from  unpaid ‘wages’, a sum equivalent to the ‘wages’ for the period of notice which he is required to give under Sub-rule 34.1.

35. Discharge from and Termination of Service:

       Except as provided specifically in the contract of service or in the terms of appointments in case of different posts or as otherwise provided for in these Rules, the Management may subject to the relevant provisions of the Industrial Disputes Act, 1947 terminate the services of: -

  a) a permanent/regular employee/workman with three month’s notice in the event of reduction of establishment on the principle of last come first go;

  b)  a temporary employee/workman with one month’s notice in the event of reduction of establishment on the principle of last come first go;

  c) other categories of employees/workmen without any notice;

  d) in the case of substitutes and casual employee/workman without any notice.

  e)  if it is discovered that a person has secured a permanent/temporary or casual appointment in the Corporation as an employee/workman by suppressing his removal or dismissal from any Government service or from any Government undertakings or conviction by a criminal court for an offence involving moral turpitude or on grounds of internal or national security as indicated in Rule 14, his services from the Corporation shall be forthwith terminated without any prior notice by the competent appointing authority on perusal of the connected records or evidence of such removal, dismissal or conviction.

  f).  the Management reserves the right to investigate into the appointment of an employee/workman of the Corporation in order to satisfy that, the appointment is in order and in accordance with the prevalent Recruitment Rules and procedures approved by the Corporation from time to time:

        Provided that no such enquiry or investigation should be taken up when the services of an employee/workman has already been made regular/permanent/confirmed.

36. Premature Retirement on Medical Grounds:

If during service an employee/workman is found permanently unfit for Corporation service by the ‘Authorized Medical Officer’, he will be liable to be removed or retired prematurely with admissible benefits, if any.

37. Compulsory Retirement:

       The appointing authority may retire an employee on grounds of physical infirmity, behavioral depravity, lack of integrity, obvious inability or inefficiency or being a security risk etc. to be recorded in writing but without giving him any reason after   he has completed twenty years of service with the Corporation or on attaining fifty years of age whichever is earlier. And no claim for special compensation on this account shall be entertained:

        Provided that in such cases the employee/workman concerned shall be given three months’ notice or three months’ pay and allowances sin lieu thereof and the employee/workman shall in that case be entitled to encash the earned leave due to him subject to the maximum of 180 days.


   The compulsory retirements may be regulated by the Corporation in general or special orders for the smooth management of the work of the Corporation.

38. Voluntary Retirement:

An employee/workman may also retire from the employment of the Corporation at any time after the completion of twenty years of service with the Corporation or on attaining fifty years of age, whichever is earlier provided that he shall give in this behalf a notice in writing to the appropriate authority at least three months before he wishes to retire.

        If he wishes to retire before the completion of the notice period, he shall refund the amount equal to the pay and allowances for the period which falls short of three months.

    The acceptance of such request shall be entirely at the discretion of competent authority:

     Provided that he shall not be permitted to retire until he has cleared all dues of the Corporation, if any, outstanding against him.

     Provided further that the same facilities of encashment of E.L. as under Rule-37 shall be available to the employee/workman intending to voluntarily retire.

39. Retrenchment on Reduction of Establishment/Abolition of posts:

In the event of discharge on account of reduction of establishment/abolition of post an employee/workmen besides being eligible to retrenchment compensation, if any, admissible under the relevant laws applicable to him, shall also be entitled to en cash the earned leave due to him subject to the maximum of 180 days and shall be entitled to the gratuity and refund of various deposits, according to the rules for the time being in force, subject to, however, clearing all dues of the Corporation, outstanding, if any, against him.

40. Certificate of Service:
   Every workman/employee shall be furnished with a certificate of service at the time of discharge or termination of his service, resignation or retirement.

41. Abandonment of Service:

    Except as other wise expressly provided for in these Rules, no workman/employee shall be allowed to absent himself from work with out the prior sanction of the authority competent to grant him leave. Absence from duty without permission shall be treated as misconduct and dealt with accordingly:

     Provided that, any employee or workman not in regular employment remaining absent from duty without permission for a period of 14(fourteen) days or more continuously shall be deemed to have abandoned his service under the Corporation of his own accord and, thereafter, his name shall be struck off the roll of the Corporation.

42. Superannuation  :

        Unless rules and orders of the Corporation specify otherwise, the age of superannuation for retirement from Corporation’s Service shall be 58 years in case of Grade-I, Grade-II and Grade-III employees and 60 years in case of Grade-IV employees/workmen;

         Provided that the Board of Directors may grant re-employment of any employee/workman, not exceeding 2 years beyond the age of 58 years, in case the concerned employee/workman has rendered satisfactory service rated above the average and is also found to be physically fit and that his retention in service is in the interest of the Corporation.

Chapter- IV

PAY AND ALLOWANCE

43. Power of the Corporation to Determine the Pay Scales:

       The Corporation reserves the right to determine the scale of pay applicable from time to time to posts of different descriptions under the Corporation. The Corporation also reserves the right to specify kinds and types of allowances, which the employees/ workmen of the Corporation shall be eligible to receive from time to time and to enhance, modify, reduce and/or revoke such allowances.

44. Applicability of the Rules :

        Unless any special rules or procedures prescribed by the Corporation in devising scales of pay, for fixation and regulation of pay and emoluments indicate otherwise, the rules in this Chapter shall apply to all time scale of pay except in so far as they may be inconsistent with terms specially sanctioned by the Corporation for any particular time scale.

45. I n i t i a l      P a y  :

        The initial pay of a person other than one already in Corporation service, when appointed to a post under the Corporation shall be the minimum of the pay scale prescribed for the post unless otherwise decided by the Corporation:



 Provided that when the first appointment is to a post with fixed pay he shall draw such fixed pay:



Provided further that, in no case shall the pay be fixed at a stage higher than the maximum of the time scale for the post.

46. Fixation of Pay on Promotion:

46.1. When an employee/workman other than these covered under Rule 46.2 is appointed or promoted to a higher post, his initial pay in the higher post shall be fixed at a stage next above the pay notionally arrived at by increasing his pay in respect of the lower post by an amount equivalent to his last increment in the scale of the lower post:

        Provided that where an employee/workman was in receipt of pay at the maximum of the scale of pay in the lower post, his initial pay in the higher post shall be fixed at the stage next above the pay notionally arrived at by increasing his pay in respect of the lower post by an amount equivalent to his last increment in the scale of the lower post:

NOTE : Stagnation increment due to an employee/  workman at the time of promotion shall be taken into account for this purpose in  fixing his pay in the higher post to which   he is promoted.

46.2. In case of an employee/workman in Grade-I service promoted or appointed to another Grade-I post carrying duties and responsibilities of greater importance than those attached to the post held by him the initial pay shall be fixed at the stage of the time scale next above his pay in respect of the old post or at the minimum pay of the new post if such minimum is higher than his pay in the old post.

46.3. When an employee holding one post is appointed to another post carrying an identical time scale he will be entitled to draw the pay, which he was drawing in his previous post.

46.4.  In fixation of pay under Sub-rule 46.3, the special pay, if any, drawn in the old post shall not be taken into account for fixation of pay in the higher post:

   Provided that where the fixation of pay in the time scale of the higher post results in a drop line emoluments with reference to the previous post carrying the special pay, the difference between the pay so fixed in the higher post and the pay plus special pay drawn in the lower post will be allowed in the form of personal pay to be merged in future increments, if any, subject to the conditions that:

     i). The special pay is drawn as admissible under Rule-59.
     ii). The special pay was drawn in the lower post continuously for a minimum period of 3 years on the date of promotion to the higher post.

    iii).A certificate shall be furnished by the appointing authority in respect of the lower post that the concerned employee/workman would have continued to draw that special pay in the lower post but for his promotion.

   iv). The higher post to which the employee/workman is promoted does not carry any special pay and/or compensatory allowance:

         Provided that the special pay drawn in a tenure post and/or deputation allowance or special pay drawn in lieu thereof shall not be taken into account in any circumstances.

    v). The reducible personal pay allowanced under this Sub-rule shall not be taken into account for fixation of initial pay of the employee/workman on his further promotion to any other higher post. If, however, the pay fixed in the higher post is less than the pay drawn in the lower post, the less may be protected in shape of personal pay. 

47.  Change of Pay:

     The holder of a post, the pay of which is changed shall be treated as he was transferred to a new post on new pay. 

        Provided that he may at his option retain his old pay until the date on which he has earned his next subsequent increment on the old scale or until he vacates his sold post or ceases to draw pay on that time scale. The option once exercised is final.

48.   Pay of Deputed Employees:

    The pay and allowances of officials on deputation from the Central or State Government or from other Public Sector Undertakings shall be governed by such terms and conditions as may be prescribed by the Central/State Government/Public Sector Undertakings as the case may be from time to time.

49.  Pay on Re-employment:

49.1.Pay in case of Superannuated Government Servants re-employed by the Corporation:

      The fixation of pay and emoluments in case of Central or State Government servants re-employed in the Corporation after retirement shall be regulated according to the relevant rules of such Government. Provided that the pay to be allowed to such re-employed persons shall in no case exceed the maximum of the pay scale applicable to the post for which the re-employment is made.

49.2. Pay in case of re-employed Corporation Employees/Workmen:
     If a person who has been re-employed after resignation / retirement or other wise from the Corporation service he previously held (I) in the same post or (II) in another post other than a tenure post on a pay scale identical with or higher than the scale of pay of the old post then the initial pay shall l not be less than the pay other than special pay, personal pay or emoluments other wise classed as pay which he draw last on such occasion. If there is no stage equal to such pay, hiss initial pay shall be fixed at the stage next below; the difference being allowed, as personal pay. Provided that in no case of re-employment, the initial pay regulated in the manner stated above shall exceed the maximum of the pay scale of the post to which the re-employment is made.

50.  Pay in cases of Contractual Appointment:

     In case of persons engaged in the Corporation on contractual terms, the pay, emoluments and increments shall be regulated according to the terms and conditions specifically provided for in the contract.

51.  Combination of Appointment:

     When an employee/workman holds additional charge of another post he shall be entitled to get additional pay @20% of his pay provided: 

   a). the additional post is not in the same establishment in which he is working;
   b). the additional post is not directly one above the other;

   c). he holds the additional charge for not less than one month and not more than six 

                  months.

      Provided further that when an employee/workman is appointed to hold full charge of the duties of a higher post in the same establishment in addition to his own duties, he shall be allowed the pay of the higher post only with out any additional pay for performing the duty of the lower post. 

52.   The pay and allowances shall cease to accrue to any employee/workman when he ceases to be in service with effect from and including the date from which he ceases to be in service. In the case of an employee/workman who dies while in service, he shall cease to be in service from the date following that on which death occurs. 

53.  Officiating Appointment:

53.1.  The Managing Director may issue general or special orders allowing officiating promotions to be made in the place of a workman/employee who are treated as on duty under Rule 8.16.

53.2. An employee/workman who is appointed to a higher post shall, so long as he officiates in such a post, draw an officiating pay equal to the stage in the scale of pay of the post in which he is appointed next above his substantive pay in the old scale. Provided that when the promotion is of a temporary nature and the circumstances of the promotion so indicate; the Corporation may fix the pay of such employee/workman at an amount not less than that admissible under this Rule.

53.3.   The Managing Director may fix the pay of lan employee/workman officiating in a post at an amount less than that admissible under these Rules for good and sufficient reasons.

54.    Pay on reversion to a lower post:

       The authority which orders the reduction of rank of any employee/workman as a measure of penalty may allow him to draw such pay not exceeding the maximum of the scale of pay of the post to which he is reverted ass it may think proper.

55. Pay on absorption of the Central or State Government employee in the Corporation:

      Subject to the rules and orders of the Central or State Government as the case may be on the subject, any employee of the Central or State Government who opts for absorption in the Corporation service after seeking retirement from Central or State Government shall be entitled to pay in the following manner:

    a). In case he has opted the parent Department’s scales of pay while on deputation, his pay would be fixed at the state equal to his pay in the parent Department plus deputation allowance not exceeding 20% of such pay or Rs.250/- whichever is less. If no such stage exists in the scale offered by the Corporation, the pay shall be fixed art the next higher stage.

    b). In case he has opted for the pay scale of the Corporation, the pay admissible to him shall be the pay in that scale of pay or the pay, he would have drawn in his parent Department: had he not joined the Corporation plus deputation allowance to the extent of 20% of such pay not exceeding Rs.250/- as is beneficial to him. In such cases where the pay so arrived at does not find place in any stage of the scale offered by the Corporation his pay will be fixed at the next higher stage. 

    c).  The Corporation, where necessary, may fix the pay of any employee seeking permanent absorption on adhoc basis at a higher stage to protect him from any existing or future loss on account of such permanent absorption in the Corporation.

   d).    Provided, however, that the pay fixed under this Rule shall be reduced by or to the extent of the annual pension admissible to such employee for the service rendered by him under Central/State Government.

56.  Pay and Allowances in case of Dismissal, Removal or Suspension:

56.1.An employee/workman under suspension shall be entitled to the following payments:

   a). A subsistence allowance at an amount equal to the leave salary which the employee/workman would have drawn if he had been on leave on half-average pay or on half-pay and in addition, dearness allowance based on such leave salary:

       Provided that where the period of suspension exceeds twelve months, the authority, which made or is deemed to have made the order of suspension, shall be competent to vary the amount of subsistence allowance for any period subsequent to the period of the first twelve months as follows:

    i). the amount of subsistence allowance may be increased by a suitable amount, not exceeding 50 percent of the subsistence  allowance admissible during the period of the  first 12 months, if in the opinion of the said authority, the period of suspension has been prolonged for reasons, to be recorded in writing, not directly attributable to the workman/employee concerned.

   ii)    the amount of subsistence allowance may be reduced by a suitable amount not exceeding 50% pf the subsistence allowance admissible during the period of the first twelve months  if in the opinion of the said authority the period of suspension has been prolonged due to reasons to be recorded in writing directly attributable to the employee/workman concerned.

iii). the rate of dearness allowance will be based   on amount of subsistence allowance admissible under the above Sub-Rules.

b) He may also get any other compensatory allowance admissible from time to time on the basis of pay of which the employee/workman was in receipt on the date of suspension subject to the fulfillment of the conditions regulating the grant of such allowance.

56.2. No payment under the above Sub-Rules shall be made unless the employee/workman furnishes a certificate that he is not engaged in any other employment, business, profession or vocation during the period of suspension.

56.3. When an employee/workman who has been dismissed, removed, compulsorily retired or suspended is reinstated or would have been reinstated but for his retirement on superannuation while under suspension, the authority competent to order the re-instatement shall consider and make a specific order:

a) regarding the pay and allowance to be paid to the employee/workman for the period of his absence from duty or for the  period of suspension ending  with the date of his retirement  on superannuation as  the case may be, and

b) whether or not the said period shall be treated as a period spent on duty.

56.4.  Where it is held that the employee/workman has been fully exonerated or in the case of suspension, that it was wholly unjustified, the employee/workman shall be given the full pay to which he would have been entitled had he not been dismissed, removed, compulsorily retired or suspended, as the case may be, together with any allowances of which he was in receipt prior to such dismissal, removal, retrenchment or suspension as the case may be :

        Provided that in any other cases not covered under this Rule the employee/workman shall be given such proportion of pay and allowances not in any case loss than the subsistence and other allowances admissible during suspension, as the competent authority prescribe:


Provided further that in case the competent authority treats the period of suspension as absence from duty, such period may be converted into any type of leave admissible to such workman/ employee, at his option, as the competent authority may decide.

57. When as employee/workman under suspension dies before the disciplinary of court’s proceedings instituted against him are concluded by the competent authority the period between the date of suspension and the date of death shall be treated as duty for all purposes and his legal heirs shall be paid the full pay and allowances for that period to which he would have been entitled had he not been suspended subject to adjustment with subsistence allowance already paid.

58. Pay of an Employee/Workman under arrest, etc:

58.1 The employee/workman against whom proceedings have been drawn up either for his arrest for debt or on a criminal charge or who is detained under any law in force shall be considered as under suspension for any periods during which he is detained in custody or is undergoing imprisonment and not allowed to draw any pay and allowance (other than any subsistence allowance that may be granted in accordance with the principles laid down under Rule-56) for such period until termination of the proceedings drawn up against him or until he is released from detention and allowed to rejoin duty as the case may be. Adjustment of his allowance for such period should thereafter be made according to the circumstances or the case, the full amount being disposed only on the event of the employee/workman being acquitted of blame or of its being proved that the employee/workman’s liability arose form circumstances beyond his control or this detention being held by the competent authority to be contrary to law,

NOTE: Suspension of an employee/workman when arrested is automatic and no specific order is required during the time he is detained in custody exceeding 48 hours.

58.2 Where an employee/workman has been suspended all service benefits to him would also remain suspended except as mentioned in Rule 56.

58.3 In case of reversal of dismissed, removal and compulsory retirement while a workman/employee is not completely exonerated of the charges and is re-instated is service, it shall be open to the competent authority to decide whether or no to allow any pay or allowances to him for the affected period. The period of absence from duty in these cases shall not be treated as a period spent on duty unless such competent authority specifically directs that it shall be so treated for any specified reason of purpose:


Provided that it the employee/workman so desires, such authority may direct that the period of absence from duty shall be converted to leave of any kind due and admissible to the workman/employee.

59. Special Pay:

Special pay means an addition to the pay of a post or of an employee/workman granted in consideration of:

a) Specially arduous nature of duties, or

b) A specific and significant addition to the work or responsibility.

  NOTE: Special pay in relation to an employee/workman is not automatically treated as the presumptive pay unless the employee/workman performs or discharges the work or responsibility in consideration of which the special pay is sanctioned.

60. Dearness Allowances: 


An employee/workman is entitled to draw dearness allowance/additional dearness allowance at the rate and subject to such terms and conditions as regulated by the orders of the Board of Directors from time to time.

61. Compensatory Allowance

a) The compensatory allowance shall be so regulated that it is not on the whole, a source of profit to the recipient.

b) A compensatory allowance attached to a post shall not be drawn by the workman/employee without actually performing the duties of that post.

c) The admissibility of such compensatory allowance other than house rent allowance or a permanent traveling allowance may be extended to a maximum period of 4 months to an employee/workman who take earned leave or half pay leave from the post to which the allowance is attached or is transferred there-from for not more than four months to another post subject to the conditions that:-

i) The concerned employee/workman is likely to return on expiry of his leave or temporary duty to that post to which the said allowance is attached or to another post carrying a similar allowance and;

ii) Continue to incur the whole or a considerable part of the expenses to meet which the allowance was granted.

d) The compensatory allowance is not admissible during leave preparatory to retirement nor the allowance can be reckoned for payment on encashment of leave after retirement.

e) Grant of house rent allowance and/or permanent traveling allowance, which is in the nature of compensatory allowances, will be regulated by separate rules framed for the purpose.

f) If an employee/workman is transferred from one post to another and to both of these posts compensatory allowance is attached, he may draw the allowance during the joining time at the lower rate only.

62. House Rent Allowance:



House rent Allowance is a compensatory allowance. Subject to any general/special conditions as may be prescribed by the Board of Directors from time to time, the grant of house ret allowance to the employee/workman shall be regulated as follows:-

a) Where the Corporation has provided residential accommodation either owned or hired to its employee/workman it shall recover rent at the rate not less than 5% in case of employee/workman drawing pay up to and including Rs.840/- per month and not less than 7½% in case of an employee/workman drawing pay exceeding Rs.840/- per month.

b) City compensatory allowance and unhealthy area allowance may be granted to the employee/workman at the rates applicable to the State Government employees of equivalent rank and subject to such terms and conditions regulating the grant of such allowance to the State Government employees.

c) An employee/workman who is not provided with any residential accommodation either owned or hired by the Corporation shall be compensated for the payment made by him towards house rent at the rate and in the manner as may be fixed by the Board of Directors from time to time.

d) In case of deputed employees from the State Government or Central Government the provisions of residence for them will be governed by the terms of deputation:

Provided that in case of house is hired by the Corporation for occupations of such employee house rent will be recovered from him at the rate applicable to him under the State Government Rules, had he occupied a Government quarters of the equivalent plinth area.

e) In case any deputed employee from State Government/Central Government continues to occupy the Govt. quarters while serving in the Corporation on deputation, the Corporation is required to

pay the rent as may be charged for the quarters by the appropriate Government and recover from such deputationist, the amount which such employee /workman would have borne, had he not been on deputation.

f) The employee/workman staying in their own houses shall also be eligible for house rent allowance at the rate and subject to such conditions as may be fixed by the Board of Directors from time to time.

NOTE:- The ‘Own house’ includes the house which is owned by the employee/workman, his wife, children, father and mother. This will also cover the cases of a employee/workman living a Hindu undivided family of which he is a member. 

g) The House rent allowance may be drawn during leave, not being extraordinary leave, provided that the duration of the leave does not exceed four months. If leave is taken in excess of four months, the allowance shall cease after the leave for four months has been allowed of:

Provided that the authority empowered to sanction leave may on consideration of the circumstances that the prolonged leave is necessary on the part of the concerned workman/employee on medical grounds or otherwise and that he has to keep his family in the place of duty, allow them the benefit of such allowance subject to the condition that the concerned employee/workman will return to duty at the same place from which he proceeded on leave or to the place of posting order issued by the competent authority.

NOTE: In case of employee/workman on leave, the amount of leave salary actually drawn will be treated as basic pay.

63. Honorarium:   



The Corporation may sanction to any employee/workman an honorarium as an extra remuneration for any additional duty/arduous duty performed by him under the orders of the appointing authority or any other authority empowered on his behalf. The corporation may prescribe the sanction of honorarium by specific orders to be issued in this behalf.

64. Reimbursement of Medical expenses: 



An employee/workman is entitled to reimbursement of medical expenses incurred by him in accordance with the instructions/guidelines issued by the Corporation on this behalf from time to time for their employees/workman.

65. Deduction/Recoveries from the pay/emoluments/leave salary:


Every Drawing/Disbursing Officer of the Corporation shall, while drawing and disbursing the pay/ emoluments/leave salary of an employee/workman of the Corporation shall recover from the pay/emoluments/leave salary payable to such employee/workman admissible amounts towards his contribution under EPF Scheme, Income Tax and such other deductions as are recoverable under any status/rules/orders/instructions in force.

66. Increments

66.1 Subject to any special orders or instructions to the contrary, an increment shall accrue as a matter or course of completion of each specified period of service as envisaged in a time scale of pay unless specifically withheld by the competent authority for reasons to be recorded in writing.

66.2 The authority empowered to make a substantive appointment to the post which an employee/workman hold may, if it considers that the conduct of such employee/workman has not been good or that his work has not been satisfactory, withheld an increment from him. In ordering the withholding of an increment, such authority shall state the period for which it is withhold and whether the postponement shall have the effect of postponing future increments.
67. Period that will count for increment: 


Unless any specific order of the competent authority indicates otherwise, the following periods of service shall count for increment in a time scale.

1) All duty in a post on a time scale shall count for increment in that time scale.

2) The duty of any employee/workman in any other post to which he has been so appointed in officiating capacity or otherwise, other than a post carrying less pay, shall also count towards increment in his original time scale of pay.

3) All leave, other than extraordinary leave otherwise than on medical certificate, or for a study in the interest of the Corporation, or for any other reasons beyond the control of the concerned employee/workman, shall count for increment in the scale of pay of the post in which the employee, workman was working at the time he proceeded on leave:

Provided that specific orders of the competent authority sanctioning the extraordinary leave shall indicate expressly that such leave shall or shall not count for increments. 

4) Unpaid holiday, enjoyed by a workman/employee will not count for increment unless converted into leave on full average pay or half average pay at the request of the workman/employee.

5) Service on deputation shall count for increment.

6) Joining time as admissible to an employee/workman under the appropriate rules will count for increment.

7) If an increment is withheld as a measure of penalty, the order of the authority competent to impose such penalty shall state the period for which the increment is withheld and whether the postponement shall have the effect of postponing future increment.

8) If an employee/workman is reduced, as a measure of penalty to a lower stage in his time scale, the authority ordering such reduction shall state the period for which it shall be effective and whether the period of reduction shall operate to postpone future increments and if so, to the extent the increments shall be so postponed.

9) An increment shall not be due to an employee4/workman during the period of suspension unless the period of suspension is treated as duty by an order of the competent authority.

10) An employee/workman shall draw the increment from the 

        first day of the month during which the increment falls due.

11) If an employee/workman is reduced as a measure of penalty to a lower grade in the time scale the authority ordering such reduction shall state the period for which it shall be effective and whether on restoration the period of reduction shall operate to postpone future increments and if so, to what extent.

68. Efficiency Bar:



Where an efficiency bar is prescribed in the time scale, the increment next above the efficiency bar be drawn only after specific sanction of the authority empowered to allow crossing of the bar in respect of that post. When an employee/workman is held up at the stage of efficiency bar his case shall be reviewed each year by the competent authority who shall pass specific orders on each such review as to whether he is fit to cross the bar. An order permitting crossing of the efficiency bar in a scale of pay shall mention the date from which the employee/workman has been allowed to cross the bar.

69. Advance increments: 



A competent authority may in exceptional circumstances grant advance increments to any employee/workman, not exceeding three in the entire service tenure of such employee/workman.



Notwithstanding, anything contained in the foregoing paragraphs after June every year the Board of Directors if they so consider it appropriate may give any employee up to three advance increments in recognition of his qualified outstanding performances during the previous year.

69.1 Stepping up Pay: 



Stepping up pay of an employee/workman to that his junior shall be allowed under the following conditions:

i) 
Both the junior and senior employee/ workman      should belong to the same cadre and the post to which they have been promoted should be identical and in the same cadre.

ii) 
The scale of pay of the lower and higher posts for which they are entitled to draw pay should be identical and:

iii)  
The senior employee/workman was promoted to the higher post before the date of promotion of the junior employee/workman to similar post. 

iv)       If the junior employee/workman was drawing from time to time a higher rate of pay than the senior employee/workman in the lower post by virtue of fixation of pay under normal or due to any advance increment granted to him, the provisions regarding stepping up of the pay of the senior officer shall not be invoked.

v)     The next increment of the senior employee/workman in case his pay has been stepped up will be admissible to him on the same date as the date of increment of the junior employee/workman with reference to whom the stepping up has been allowed.

70. Stagnation increment 



An employee/workman, who has reached the maximum of the scale of pay of the post held by him and whose pay does not exceed Rs.2630/- p.m. shall be allowed to draw one increment which would be equal to the annual increment last drawn by him for every two subsequent years following the year in which such employee/workman has stagnated subject to the condition that the number of such increments admissible will not exceed 3 in nay particular post or scale of pay.
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JOINING TIME

71. Joining time may be granted to an employee/workman to enable him:

a) to join a new post at a new station without availing himself of any leave on relinquishing or handing over the charge of his old post;

b) to join a new post at a new station on return from:

i) leave of not more than six months duration,

ii) leave other than that specified in Sub-clause(i) when he has not had sufficient notice of his appointment to the new post;

c) to proceed to the place of training for a period of three months or return from such a training to the station to which he is posted;

Provided that no joining time shall be allowed to an employee/workman who on discharge owing to reduction in Establishment of one office, is appointed to another office under the Corporation after a break in service unless:

i) the period of such break does not exceed 30 days and such break in service is condoned by the competent authority to count towards joining time; and

ii) he has rendered not less than three years continuous service on the date of discharge.

NOTE: In both the cases the period of break may be treated as joining time without any pay and allowances for the break period.

72. Not more than one day is admissible to a workman/employee to join a new post when the appointment to such post does not necessarily involve a transfer from one station t another. A holiday counts as a day for the purpose of this rule.

73. All employees shall get a week for preparation for joining at a new station. The joining time shall be six days plus one Sunday plus the usual time taken for travel by the shortest distance.

74. The joining time admissible to an employee/workman under Rule-71 is subject to a maximum of 30 days.

NOTE: Sundays are excluded from the calculation of joining time but are included in the maximum limit of 30 days.

75. The authority sanctioning the transfer may in exceptional circumstances and in the interest of the business of the Corporation, reduce the period of joining time admissible under the above Rules.

76. If an employee/workman is appointed to a new post while in transit from one post to another, his joining time begins on the day following that on which he receives the fresh order of appointment but no second period of six days for preparation is admissible in such cases.

77. If an employee/workman takes leave while in transit from one post to another, the period which has elapsed since he handed over charge of his old post must be included in his leave. On expiry of the leave he may be allowed normal joining time.

78. Extension of Joining Time:


In the circumstances mentioned below the competent authority may on such condition, as it may deem fit, extended the joining time admissible to an employee/workman under these Rules, provided that the prescribed maximum of 30 days shall not be exceeded except for very special reasons mentioned below which should be recorded in writing:-

a) An employee/workman has been unable to use the ordinary mode of travel or notwithstanding due diligence on his part has spent more time on the journey than is allowed by the Rules;  

b) When he has been unable to take over charge of the post after reporting himself for duty at the place of posting owing to circumstances beyond his control:

c) When such extension is considered necessary in the interest of the Corporation or in the interest of saving the Corporation’s expenditure;

d) When the Rules in any particular case have operated harshly.

For example, when an employee/workman for no fault of his, has missed the train or fallen sick during his journey; and the like,

e) When a relieving employee/workman is required to take over charge of several scattered works; or stores and when it is not possible, in the opinion of the competent authority to complete the taking over of the charges within the period of the joining time ordinarily admissible.

79. An employee/workman’s joining time shall be treated as duty. 

80. A workman/employee who does not join his post within his joining time is entitled to no pay or leave salary after the end of the joining time. Willful absence from duty after the expiry of joining time may be treated as misconduct liable for disciplinary action.
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LEAVE

81. General conditions of leave:

i) Any leave admissible under the Rules of t he Corporation may be granted by the authority empowered in that behalf by the Board of Directors.

ii) Leave cannot be claimed as a matter of right. When exigencies of the Corporation service so require, discretion to refuse leave or reduce leave of any kind and to any extent is reserved to the authority empowered to grant it.

iii) Leave may not be granted to any employee/workman under suspension or after submission of resignation. 

iv) Leave shall be earned by ‘Duty’ and for service rendered while on deputation.

v) An employee/workman who is dismissed or removed from service but is reinstated or revision or scrutiny is entitled to count his former service towards leave unless the orders of reinstatement provide otherwise.

vi) A person on re-employment, after retirement on superannuation or otherwise, is treated a fresher for earning leave either as a temporary employee or according to the terms of such re-employment.

vii) a) Except as specifically provided in the Rules, the leave begins on the day on which transfer of charge is effected and if the charge is given in the afternoon, on the following day.

b)Leave ends on the day on which charge is resumed or if charge is resumed before noon, on the proceeding day.

viii) Subject to the other provisions under these Rules, any leave can be prefixed to and/or suffixed with holidays and the leave in that case will be treated as commencing or ending on the day had not the leave been prefixed and/or suffixed with such holiday:

Provided that specific permission shall be given by the authority competent to grant leave to prefix and/or suffix the holidays to the leave on an application thereof.

ix) When joining time is admissible to an employee/workman under the appropriate Rules, it shall be assumed that he has availed the full period of joining time before assuming duty and the leave in that case ends on the day before such joining time commences.

x) The Corporation reserves the right to send for an employee/workman before the expiry of this leave. In such cases, the employee/workman shall be treated as on duty from the date on which he starts for the station at which he is ordered to resume duty.

xi) No employee/workman who has been granted leave on medical certificate may return to duty without first producing a medical certificate of fitness from the Authorized Medical Officer in the following form:- 


“We/I do hereby certify that We/have carefully examined ________________ of the ____________ whose signature is give below and that We/I  consider him fit to resume his duties in Corporation’s service”.

Dated the____________

Signature of the applicant:

 __________________

Signature of Examining Authority:
 __________________

Authorities



  : 
 __________________

xii) No employee/workman shall proceed on leave obtaining in writing a permission to avail him self of the leave pending formal sanction of leave applied for by him for by him from the immediate superior of the competent authority as the case may be. Absence without such permission shall be treated as “unauthorized absence from duty” and shall constitute misconduct. 

xiii) An employee/workman remaining absent onauthorisedly beyond the period of leave granted shall not be entitled to any leave salary and shall be charged for misconduct unless he explains to the satisfaction of the authority granting leave the reasons of his inability to return in time.

xiv) Every employee/workman proceeding on leave must record in his application for leave, the correct address to which letter can be sent to him during leave. Subsequent change or changes of address, if any should likewise be intimated without delay to the last immediate superior or the competent authority.

xv) No employee/workman may return to duty before the expiry of the period of leave granted to him without specific orders of the authority who granted him leave.

xvi) No employee/workman can take up during leave any service or accept any employment including setting up a private professional practice without prior sanction of the authority empowered to appoint him.

xvii)
The leave of different kinds except casual leave may be combined and allowed to an employee/workman depending on the admissibility of cash such kind of leave and at the discretion of the Authority empowered to sanction leave.

xviii)
The grant of various types of leave are governed according to the Rules specifically framed for the purpose.

xix)
Unauthorized absence from duty without prior application for leave, besides being debited to the leave account as any kind of leave in the discretion of the leave sanctioning authority, shall also constitute misconduct on the part of the concerned employee/workman under the appropriate Rules.

xx)
The applications for leave of any kind other than casual leave shall be submitted in the prescribed form vide Schedule IV to the authority competent to sanction leave, well in advance and in no case later than 15 days before commencement of such leave. Unless the necessity of proceeding on leave is emergent or unforeseen.

xxi)
An employee/workman intending to leave Headquarters during leave must obtain necessary prior permission of the authority competent to sanction leave except in emergencies and shall furnish to him his address during leave.

82.
Kinds of leave:


The kinds of leave allowable to an employee/workman either singly or in combination are specified hereunder:



a) Earned Leave



b) Half Pay Leave/Commuted Leave



c) Extraordinary Leave



d) Maternity Leave



e) Special Disability Leave



f) Study Leave



g) Casual Leave





h) Quarantine Leave

83.

Earned Leave: 



Unless otherwise provided in the Factories Act for the employees/workmen working in the Saw Mills and other manufacturing units and establishments to which the said Act is applicable, the employee/workman shall earn leave and avail it in the manner hereinafter specified.

a) The Leave account of every employee/workman    shall be credited at the rate of 30 days and 31 days “EARNED LEAVE” in alternative Calendar Years and it should be done in two Installments, i.e. 15 days on the 1st January and 15 days on the 1st July every year except that on the 1st day of July of every year            ending with the digits 2,4,6,8,0, the credit  shall be 16 days. 



Provided that when an employee/workman is appointed in course of a particular calendar half year, “the Earned Leave” shall be credited to the Leave Account at the rate of two and half days for each completed month of service which he is likely to render in the said Calendar half-year:



Provided that when an employee/workman has taken any leave other than Earned Leave, in a calendar half-year, the credit to be made to his Leave Account at the commencement of the next half-year shall be reduced by 1/11th of such leave.

Example:


If an employee/workman had taken 11 days half pay leave or 11 days commuted leave or 11 days extraordinary leave, the credit to his Leave Account will be reduced by 1 day, i.e. 1/11th of 11 days of half pay leave or commuted or extraordinary leave.

NOTE:1. In case an employee/workman resigns from the service, and the leave already availed by him is more than the credit due to him, necessary adjustment should be made in respect of the    leave salary overdrawn, if any.

2.a) While crediting earned leave in the above manner fraction of a day shall be rounded up to the nearest day. 

b) The leave at the credit of an employee/workman at the close of the previous half year shall be carried forwarded to the nearest half year and the leave so carried forward and the credit for that half year taken together shall not exceed the maximum 180 days.

c) Mass earned leave applied for by employees/Workman in a group in a concerted manner shall be rejected and the employees/workman will render them selves liable for disciplinary action for it. Absence from work on the pretext of having applied for such leave shall amount to strike within the meaning of the Industrial Disputes Act or any other law applicable to the Undertaking.

d) In case an employee/workman is re-employed in the interest of the Corporation work beyond or after the date of his superannuation, he may be granted earned leave as under: -


1) During the period of re-employment any Earned Leave due in respect of the period of such re-employment and the extent necessary which could have been granted to him under the proceeding rules had he retired on the due date of retirement.


2) After the expiry of the period of re-employment:-


i) the Earned Leave which could have been granted to him under the proceeding proviso, had he retired on the due date of retirement, diminished by the amount of such leave availed of during the period of re-employment, and 


ii) any leave earned during the period of re-employment as has been formally applied for as preparatory to final cessation of his duties in sufficient time during the re-employment and refused to him on account of the exigencies of the Corporation work.


3) In determining the amount of Earned Leave due in respect of the re-employment period with reference to this Rule the Earned Leave, if any, admissible under the preceding proviso shall be taken into account.

4) The maximum period of Earned Leave that may be granted at a time to an employee/workman shall be 120 days.

84. Half pay leave:

a) Credit of Half Pay Leave:


   An employee/workman shall be entitled to Half Pay Leave of 20 days in respect of each completed year of service.

NOTE : Completed year of service’ means continuous service for one year under the Corporation and includes periods spent on duty and leave including extraordinary leave.


b) Grant of Half Pay Leave:


i) The Half Pay Leave may be granted to an employee/workman on Medical Certificate or on private affairs.


ii) Commuted Leave not exceeding half the amount of Half Pay Leave dues may be granted to an employee/workman on Medical Certificate subject to the following conditions:


1) Commuted Leave during the entire service shall be limited to a maximum of 240 days.


2) When commuted Leave is granted, twice the amount of such leave shall be debited against the Half Pay Leave due.


3) Total duration of Earned and Commuted Leave taken        together at a time shall not exceed 240 days:


   Provided that no commuted leave may be granted under this Rule unless the authority competent to sanction leave has reason to believe that the employee/workman will return to duty on its expiry:


   Provided that Commuted Leave may be granted on any of the above grounds at the request of the employee/workman even when Earned Leave is due

85. Extraordinary Leave:

Extraordinary leave may be granted to any employee/workman in special circumstances:


a) When no other leave is admissible.


b) Even if other leave is admissible but the employee / workman concerned applies in writing for the grant of Extraordinary Leave.


c) No employee/workman who has not completed 3 years of continuous service shall be granted Extraordinary Leave on any one occasion in excess of the following limits.


i) Up to two months without Medical Certificate.


ii) Up to four months in special cases where the said leave is supported by Medical Certificate from a recognised registered Medical Practitioner.


iii) Up to 18 months where the employee/workman is undergoing treatment for :



1) Pulmonary tuberculosis either in a recognized sanatorium or at his residence under a Tuberculosis Specialist recognized as such by the State Government, or 



2) Tuberculosis of any other part of the body by a qualified Tuberculosis Specialist or a Chief District Medical Officer, or



3) Leprosy, in a recognized Leprosy Institution or by a Chief District Medical Officer or a Specialist in Leprosy recognized as such by the State Government concerned:




Provided that in the case of treatment of pulmonary tuberculosis at the residence, the employee/workman shall produce a certificate from a recognized Specialist to the effect that he is under his treatment and that he has reasonable chances of recovery on the expiry of the leave recommended.

86. Study Leave:

i) Any employee/workman after completing 3 years of continuous service will be entitled for a Study Leave if the study is of Scientific, technical or of special nature required in the interest of the Corporation or is meant to increase the employee’s/workman’s usefulness to the Corporation:


   Provided that the period of such leave shall not exceed 24 months subject to the condition that Study Leave on half average pay shall be granted for this period and such leave shall not be debited to his Leave Account:


  Provided further that no Study Leave shall be granted during the period of 3 years prior to retirement of an employee/workman.

ii) An employee/workman shall before proceeding on leave execute a bond to serve the Corporation for not less than three years after returning from the Study Leave. Failing to serve the Corporation, for the above period the employee/workman shall be liable to pay to the Corporation such sums as would be determined by the Managing Director.

iii) An employee/workman shall after completion of the Study Leave submit a report of the study/training indicating the areas of his study/training useful to the Corporation.

 iv) Subject to the terms and conditions specified in the orders sanctioning the Study Leave, the Earned Leave, Half Pay Leave and Extraordinary Leave as may be combined in granting such Study Leave shall be debited to the Leave Account as if such leave was granted otherwise without being combined with Study Leave provided that the total period of such leave combined with Study Leave shall not exceed thirty months:



Provided further that Extraordinary Leave and leave on Medical Certificate shall not be counted for computing the period of 30 months.

87. Maternity Leave:


i)
Subject to the provisions contained in the Maternity Benefit Act, 1961 (Act 53 to 1961) which apply to female employees/workman working in Saw Mills of such other manufacturing
Units or establishments of the Corporation covered under the scope of the Factories Act, a female employee/workman may be granted Maternity Leave by the authority competent to grant leave for a period of 90 days from the date of the commencement of such leave.


ii) Maternity Leave may also be granted in case of         Miscarriage including abortion subject to the conditions that: 

a)     the Leave does not exceed 6 weeks, and 

b) the application for leave is supported by a Medical  

      Certificate from a recognized registered Medical Practitioner.

NOTE : 1. Abortion under the “Medical Termination Pregnancy Act, 1971” shall be considered as the case of “Abortion” for the purpose of this Sub-rule.

2. Maternity Leave shall not be debited to the Leave  Account.

a) A female employee/workman suffering from illness arising out of pregnancy, delivery, premature birth of child or miscarriage, shall, on production of such proof as may be Prescribed, be entitled, in addition to period of leave admissible to her under these Rules, to combine any other kind of leave to which she may be entitled, and where no other leave is due, to special leave for a period of one month at the rate of salary payable during Maternity leave.

b) Unless requested by her, no pregnant employee/workman shall be required by the employer, during the period of one month, immediately preceding the period of six weeks before the date of her expected delivery and any period during the said period of six weeks for which she does not avail Maternity Leave, to perform any work which is of a physically arduous nature or which involves long hours of standing or which is likely to cause a miscarriage or interference with the normal development of the fetus.

88.
Special Disability Leave:

An employee/workman disabled by injury inflicted or illness caused due to any occupational disease within the meaning as provided in the Workman’s Compensation Act, 1923 in or in consequence of due performance of his official duties or injury sustained in consequence of his official position in the Undertaking may be granted Special Disability Leave on the following conditions:


i) Such leave shall not be granted unless the disability manifests itself within three months of the occurrence to which it is attributed and the person disabled acted with due promptitude in bringing it to the notice of the competent authority. The authority competent to sanction leave, if it is satisfied as to the cause of the disability, may permit leave to be granted in cases where the disability manifested within three months of the occurrence of its cause.

    ii) The period of leave granted shall be such as certified by the authorized medical officer, but not more than twelve months of such leave shall be granted in consequence of any one disability.

   iii) Such leave may be combined with leave of any other kind.

    iv) Such leave may be granted more than once if the disability is aggravated or reproduced in similar circumstances at a later date.

89. Casual Leave: 


1) All employee/workman excluding those covered under the Factories Act, are entitled to Casual Leave. Not withstanding any specific orders for grant of Special Casual Leave to employees/workman on account of election, meeting of Unions/Associations, participation in Seminars, Vasectomy/Tubectomy, Casual Leave is admissible to an employee/workman up to ten days in a calendar year. In special circumstances, Special Casual Leave to the extent of five days a year may be granted in addition to the normal Casual Leave of ten days.


2) Persons entering into service in the middle or later part of a year or whose term of appointment does not extend to a full calendar year may be granted Casual Leave up to the number of days proportionate to the period of employment during the calendar year. The sanctioning authority may, at his discretion allow a part or the full amount of Casual Leave and Special Casual Leave to an employee/workman even in the earlier part of his appointment, if the fulfils other conditions required for grant of such leave.


3) Casual Leave is not intended ordinarily for rest or change, as for those purposes other kinds of leave should be taken, but is meant to meet emergencies. Instances of such emergencies are temporary indisposition, illness or death of near relatives, performance of religious rites, obtaining of medical advice or assistance, meeting, escorting or seeing off wife or children at a port or distant Railway Station, adjustment of the urgent family or business affair and the like.


4) Technically, an employee/workman on Casual Leave is not treated as absent from duty, and his pay is not intermitted.


5) The grant of Casual Leave including Special Casual Leave is subject to the following conditions: 


a) Casual Leave cannot be claimed as of right. The authority competent to sanction Casual Leave may not grant it when it is not actually necessary or when its grant would be opposed to the interest of the Corporation. Casual Leave should not be granted in cases in which some other form of leave is appropriate. It should not be granted as to cause an evasion of the rules regarding: - 



i)   the date of reckoning pay and allowance



ii)  change of office

iii) commencement and end of leave and return to duty or so as to extend the terms of leave beyond the time admissible under the Rules. 


b) Casual Leave or Casual Leave combined with Special Casual leave and/or Public Holidays and/or weekly off days shall not exceed 10 days at a time.


c) Sunday or other authorized holidays when so combined with Casual Leave or Special Casual Leave shall not be counted for the purpose of reckoning the total amount of Casual Leave including Special Casual Leave granted.


d) Casual Leave shall not be granted on vague and general grounds as for “urgent affairs” or for “Certain Ceremony’. The specific purpose for which leave is required must be stated definitely. 


e) No employees/workman may be allowed to proceed on Casual Leave at short intervals. 


f) All applications for Casual Leave on account of anticipated, cases shall under ordinary circumstances, be made at least three days prior to the date from which Casual Leave is required.


Absence in anticipation of sanction shall not be condoned, unless the necessity for the leave could not have been foreseen. In such cases the nature of sudden emergency must be definitely stated.


g) Mass Casual Leave or Special Casual Leave applied for by the employees/workman in a group in a concerted manner shall be rejected and the employees/workman shall render them selves liable for disciplinary action for making such application. Absence from work on the pretext of having applied for such leave shall amount to strike within the meaning of the Industrial Disputes Act or any other law applicable to the Corporation.

90. Quarantine Leave:

a) Quarantine Leave is leave of absence from duty necessitated by orders not to attend office in consequence of the presence of infectious disease in the family or household of an employee.


b) Such leave may be granted by the sanctioning authority on the certificate of a Medical or Public Health Officer for a period not exceeding 21 days, or in exceptional circumstances 30 days. Any leave necessary for quarantine purpose in excess of this period, shall be treated as ordinary leave, where admissible.


c) Quarantine Leave may also be granted when necessary in continuation of other leave not for quarantine purpose, subject to the above maximum.


d) An employee/workman on Quarantine Leave, is not treated as absent from duty and his pay is not intermitted.

NOTE: 1 : The term Medical or Public Health Officer’ occurring in this rule includes Medical officer in charge of any Government (Civil or Military) or Municipal Hospital or Dispensary or any other Medical institution recognized by Government at the place of duty or residence or sojourn of an employee/workman, and in the case of an employee/workman at whose place of duty or residence or sojourn there is no Government or Municipal Dispensary or other Medical Institution  recognized by Government, it includes the Medical  Officer in charge of a Government or Municipal Hospital or Dispensary or other Medical institution recognized by Government situated nearest to his place of duty or residence or sojourn as the case may be.

NOTE: 2 : Cholera, Small pox, Plague, Diphtheria, Typhus  fever and Cerbre-Spinal meningitis may be   considered as infectious diseases for the purpose of this Rule. In case of chicken Pox Quarantine Leave should not be sanctioned unless the Medical or Public Health Officer responsible considers that because or doubt as to the true nature of the disease (for example, small-pox) there is reason for the grant of such leave.

NOTE: 3:  Quarantine Leave may be granted subject to the report of the Medical or Health Officer, only when the patient suffering from an infectious disease lives with the employee/workman at the latter’s place of duty. An employee/workman going to see a sick relative who is suffering from an infectious disease at another station will not be entitled to Quarantine Leave. In such cases, the employee/workman may be granted ordinary leave as may be due to him.

91. Leave Salary:
1) Casual Leave, Special Leave, Quarantine Leave or any other leave specified to be of that nature shall be considered as period spent on duty and any employee/workman availing such leave will be entitled to pay and emoluments as admissible to him on duty.

2) An employee/workman availing any leave other than the leave specified in Sub-rule 91(1) will be entitled to leave salary hereinafter specified together with D.A. and A.D.A. as decided by the Corporation from time to time:


Provided that Compensatory allowance, House rent allowance and such other allowance attached to the posts will be admissible, in addition to the leave salary in accordance with the relevant rules regarding the grant of such allowance.

3) Earned Leave :

An employee/workman who proceeds on Earned Leave is entitled to leave salary equal to the pay drawn immediately before proceeding on leave.

4) Half Pay Leave:


   An employee/workman on Half Pay Leave is entitled to leave salary equal to half the amount specified in Sub- rule 91(3).

5) Commuted Leave:


   An employee/workman on commuted leave is entitled to the Leave Salary equal to the amount as is admissible under Sub-rule 91(3).

6) Extraordinary Leave:


   An employee/workman on Extraordinary Leave is entitled to no Leave Salary.

7) Maternity Leave:


   A female employee/workman on Maternity Leave is entitled to Leave Salary equal to the amount admissible under Sub- rule 91(3).

8) Special Disability Leave:


   An employee/workman availing special Disability leave shall be entitled to Leave Salary for the first four months of such leave at the rate specified in Sub-rule 91(3) and for the remaining period of such leave at half of such leave salary:



Provided that an employee/workman to whom the Workman’s Compensation Act, 1923 applies, the amount of Leave Salary payable under this Rule shall be reduced by the amount of compensation payable under Section 4(1) (d) of the said Act.

9) Study Leave:


   Unless otherwise provided in the terms and conditions of such leave, the leave salary will be admissible to an employee/workman proceeding on such leave at half the leave salary specified under Sub-rule 91(3).


   When leave of any other kind is combined with a special type of leave, namely, special Disability Leave, Study Leave, Maternity Leave and Quarantine Leave, the leave salary shall be admissible for such other type of leave as specified in this Rule.

10) In case an employee/workman retires or is dismissed or removed or dies while in service or resigns from service and the leave already availed of is more than that admissible to him, necessary adjustment/recovery shall be made in respect of the Leave Salary, if any, overdrawn.

92. Leave Account:


1) A Leave Account shall be maintained for 3every        employee/workman of the Corporation in form in Schedule        V. Annexed with these Rules, and shall form part of the Service Record. The Leave Account of every         employee/workman shall be posted up to date and verified        at the end of every half-year.



a) Earned Leave:



   The leave shall be debited to Leave Account against the credit of Earned Leave.



b) Half Pay Leave:


   Half Pay Leave shall be debited to the Leave Account as such against the credit of Half Pay Leave.



c) Commuted Leave:


   Twice the amount of Commuted Leave shall be debited to the Half Pay Leave Account.

d) Special types of leave including Extraordinary leave Special types of leave such as ‘Special Disability Leave, Study Leave, Maternity Leave, Quarantine Leave, and Casual Leave shall not be debited to the Leave Account unless the orders of the authority sanctioning such leave specify otherwise. Extraordinary Leave shall not be debited to the Leave Account.

93. Surrender of Leave:
a) Subject to the orders and circulars issued from time to time by the Corporation on the subject, every        employee/workman while in service of the Corporation may surrender Earned Leave at his credit up to a maximum of 30 days during a block period of 24 months commencing from first April, 1973 in lieu of leave salary and such other allowance admissible to him at the time of such surrender: 



Provided that an employee/workman in order to be eligible to avail this benefit shall have at the time of such surrender of leave for encashment at least 120 days of Earned Leave at his credit.

b) The leave salary and allowances admissible for the leave surrendered shall be equivalent to that which the employee would have received had he actually availed of the leave surrendered.

c) The Leave Salary and allowance admissible for the leave surrendered shall not be liable to any deduction on account of Provident Fund subscription, Insurance Premia, house rent, repayment of advance etc. but shall be liable to deduction of Income Tax, if the income of the employee is assessable to Tax. 

94.
If any employee/workman retires from service on superannuation or otherwise he may after his retirement, encase the Earned Leave due at his credit on the date of his retirement but not exceeding 180 days, for the leave Salary at the rate specified in Sub-rule 91(2) subject to the condition that no Special Pay and/or allowances other than Dearness and Additional Dearness Allowances shall be      admissible to him.

95. Power to Sanction Surrender Leave: 

Authority empowered to sanction Earned Leave will be     competent to allow the surrender of leave.

Chapter
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CONDUCT RULES

96.
General:


Every Corporation employee/workman shall at all times maintain absolute integrity, decorum of conduct and devotion to duty and shall conduct himself in a manner which shall enhance the reputation of the Corporation. 

97.
Obedience to superiors:


Every employee/workman shall, at all times, carry out the orders and act according to the instructions of the superior authorities so far as his Official duties are concerned.

98.
Action in respect of a Relation:


a)  
No employee/workman shall use his position or influence directly or indirectly to secure employment for any member of his family in any firm with which he has official dealings in connection with the business of the Corporation
or with any other firm having business relation with the Corporation.

b)
Where an employee/workman submits any proposal or opinion or takes any other action, whether for or against any individual related to him either directly or indirectly he shall with every such proposal, opinion or action, disclose the nature of such relationship.


c)
When an employee/workman has, by any law, rule or
orders in force finally decide any proposal, give
any pinion or take any other action and that proposal, opinion or action is in respect of an individual related to him either directly or indirectly whether such proposals, opinion or action affects that individual favourably or unfavourably, he shall submit the case to his superior authority for a decision explaining the nature of his relationship for which the case cannot be decided by him.

99
Taking part in politics:


a)
No employee/workman shall be a member or be otherwise associated with any political or
communal party or any organization, which takes part in, subscribes in, aids or assists in any other manner, any political or communal movement or activity.


b)
No employee/workman shall canvas or otherwise interfere or use his influence in connection with
or take part in an election to any legislature or local authority provided that:


i)
An employee/workman qualified to vote at an election may exercise his right to vote without giving any indication of the manner in which he proposes to vote or has voted.


ii)
The employee/workman shall not be deemed to contravene the provisions of this Rule if he assists in the conduct of an election in due performances of a duty imposed on him by or under any law, instructions in force.

100.
Demonstration and strikes:


No employee/workman shall with a view to ventilating his grievances, whether such grievances are individual or general in character or for any other reason resort to any strike (including hunger strike) or demonstration or participate in any procession connected with such strike or demonstration in contravention of the provisions of any law or rule for the time being in force.


NOTE: Mere passing of a resolution of a strike in properly constituted Union shall not amount to a breach of the Rule.

101.
Connection with Press or Radio:


a)
No employee/workman except with the previous permission of the Management of the Corporation shall own wholly or in part or conduct or participate in editing or managing any newspaper or other periodicals.



Note: Any publication made by an employee/workman on behalf 
of a recognized service association/union with a view to ventilating their problems and the problems of the Corporation shall not amount to an unauthorized publication.


b)
No workman/employee shall except with the previous sanction of the Corporation, or any other authority empowered by it in this behalf, participate in a radio broadcast, or contribute any article or write any letter either anonymously or in his own name, or in the name of any other person to any newspaper or periodical on a subject which may have a bearing on the affairs of the Corporation.

Provided that no such sanction shall be required if such participation in the radio broadcast or contribution to any newspaper or periodical is purely of a literary, artistic or scientific character and of an occasional nature. 

c) No workman/employee while in service or after his retirement, retrenchment or resignation or discharge
shall make public or publish any document, papers or
information hich might have come into his possession
in his official capacity, without the prior sanction of the Corporation.

102.
Evidence before a Committee or any other authority

i)
Save as provided in Sub-rule 102(iii) below, no employee / workman shall, except with the previous
sanction of the Corporation, give evidence in
connection with any enquiry conducted by any person, committee or authority.

ii)
Where any sanction has been accorded under Sub-rule 102(i) no workman/employee giving such evidence shall
criticize the policy or any action of the Corporation,
the Central Government or of State Government.

iii)
Nothing in this Rule shall apply to:

a)
Evidence given at an enquiry before an authority
appointed by the Corporation, the Government,

        Parliament or by the State Legislator, or



b)
evidence given at any Judicial enquiry, or

c)    evidence given at any departmental enquiry ordered 

        by the Corporation or authorities subordinate to
the 

        Corporation.

103.
Unauthorized communication of information:


No workman/employee shall, except in accordance with any general or special order of the Corporation or in the performance in good faith of the duties assigned to him, communicate, directly or indirectly, any official document or information to any workman/employee or any other person to whom he is not authorized to communicate such documents or information.

104.
Subscription


No workman/employee shall, except with the previous sanction of the Corporation, or of such authority as may be empowered by it in this behalf, ask for or accept, contributions or otherwise associate himself with the raising of, any fund in pursuance of any subject whatsoever, except as sanctioned by any law of the land or rule or order of the Corporation for the time being in force.

105.
Gifts:

1.
No workman/employee shall, without the previous sanction of the Corporation, solicit or accept directly or indirectly or permit any member of his family to accept any gift, gratuity, reward or any such offer
from any person or firm having dealings with the
Corporation or from any subordinate workman/employee.
E x p l a n a t i o n:


The expression ‘gift’ shall include free transport, boarding, lodging or other service or any other pecuniary advantage when provided by any person other than a near relative or personal friend having no official dealing with the workman/employee.

NOTE:
i)   A casual meal, lift or other social hospitality shall not be deemed to be a gift.

ii) An employee/workman shall avoid accepting lavish hospitality or frequent hospitality from any individual having official dealings with him or from industrial or commercial firms, organizations etc. having business dealings with the Corporation.

2.
On occasions, such as weddings, anniversaries, funerals or religious functions, when the making of a gift is in 
conformity with the prevailing religious or social practice, 
a workman/ employee may accept gifts from his near relatives 
but he shall make a report to be prescribed authority if the value of such gift exceeds:

i)
Rs.2,000/- in case of an employee/workman holding an executive post or supervisory post whose pay is more than Rs.850/- p.m.


ii)
Rs.1,000/- in case of employee/workman holding a 

post where pay is more than Rs.500/-.

iii) Rs.500/- in case of an employee/workman holding a 
post other than those mentioned in (i) and (ii)
above.

3.

On such occasion as are specified in sub-rule(2) an  employee/workman may accept gifts from his personal friends having no official dealings with him, but he shall make a report to the prescribed authority if the value of any such gift exceeds:

i)
Rs.2,000/- in case of an employee/workman holding 
an executive post or supervisory post whose pay is 
more than Rs.850/- p.m.


ii)
Rs.1,000/- in case of employee/workman holding a 
post 

         where pay is more than Rs.500/- p.m.

iii)     Rs.500/- in case of an employee/workman holding a 
post other than those mentioned in (i) and (ii) above.

4.
In any other case except as provided in Sub-rule 105(1) a 
workman/employee shall not accept any gift without the 
sanction of the Corporation if the value thereof exceeds:

i)
Rs.100/- in case of a workman holding an executive post
or supervisory post whose pay is more than Rs.500/-p.m.




ii)
Rs.75/- in case of others.

106.
Public Demonstration in honour of a Corporation employee/
workman:


No workman/employee shall, except with the previous sanction of the Corporation receive any complimentary or valedictory address or accept any testimonial, or attend any meeting or entertainment held in his honour or in the honour of any other employees/workmen:


Provided that nothing in this Rule shall apply to:


i)
A farewell entertainment of a substantially private and informal character held in honour of a workman/employee on the occasion of his retirement or transfer.


ii)
The acceptance of simple and inexpensive entertainments arranged by public bodies of institutions.

107.
Private trade or employment:


No workman/employee shall, except with the previous sanction of the Corporation, engage him self directly or indirectly in any trade or business or undertake any employment:


Provided that a workman/employee may, without such sanction, undertake honorary work of a social or charitable nature occasional work of a literary, artistic or scientific character subject to the conditions that he shall report within one month of his undertaking, any such work to the Corporation giving full details and that his legitimate duties in the Corporation do not thereby suffer and that he shall discontinue such work if so directed by the Corporation.

E x p l a n a t i o n:


i)
Canvassing by an employee/workman in support of the business of an insurance agency, a commission agency, etc. owned or managed by his wife or any other member of his family, shall be deemed to be a breach of this
Sub-rule.


ii)
No workman/employee shall, except with the previous sanction of the Corporation take part in the registration, promotion or management of any Bank or other Company registered under the Indian Company Act,
1956 (1 of 1956) or under any other law for the time being in force:


Provided that any workman/employee may take part in the registration, promotion or management of any Co-operative Society substantially for the benefit of the workman/employee registered under the relevant law enforce or of a literary, scientific, or charitable society registered under the Societies Registration
Act, 1860(XXI 1860) or any corresponding law in force.


iii)
Every workman/employee shall report to the Corporation if any member of his family is engaged in a trade or 
business or owns or manages an insurance agency or a commission agency within a month of the incident.


108.
Investments, lending and borrowing:

No workman/employee shall speculate in any investment.

E x p l a n a t i o n:


i)
Frequent purchase or sale or both of shares, securities of other investments shall be deemed to be speculation within the meaning of this Sub-rule.


ii)
No workman/employee shall make or permit any member of
his family or anybody on his behalf to make any investment, which is likely to embarrass or influence him in the discharge of his official duties.


iii)
If any question arises whether a security or investment is of the nature referred to in Sub-rule 108(i) the
decision of the Managing Director of the Corporation thereon shall be final.


iv)
No employee/workman shall, except with the previous 
sanction of the Head of his Office, or the Managing 
Director where the Head of the Office himself is concerned, lend money to any person possessing land or valuable property within the local limits of his
authority or on interest to any person:



Provided that an employee/workman may make an advance or pay to a private servant, or give a loan of small amount, free of interest to a personal friend or relative.


v)
No employee/workman shall, save in the ordinary course of business with a Bank or a firm of standing duly authorized to conduct that business, borrow money from the otherwise place himself under pecuniary obligation to any person within the local limits of his authority or any other person with whom he is likely to have official dealings, nor shall he permit any member of
his family to enter into any such transaction except
with the previous sanction of the Managing Director of the Corporation or Head of the Office in which he is working as the case may be:



Provided that an employee/workman may accept a purely temporary loan of small amount free of interest, from a personal friend or relative or operate a credit account with a confide tradesman.

vi)
When an employee/w2orkman is appointed or transferred to a post of such nature as to involve him in the breach of any of the provisions of Sub-rule 108(iv) or 108(v)he shall forthwith report the circumstances to the Corporation and shall thereafter act in accordance with such orders as may be passed by the Corporation.

109.
Insolvency & habitual indebtedness:


An employee/workman shall so manage his private affairs as to avoid habitual indebtedness or insolvency. An employee/workman who becomes subject of any legal proceedings for insolvency shall forthwith report the full facts to the Corporation.

110.
Movable immovable,& valuable property:


No employee/workman shall, except with the previous knowledge of the prescribed authority of the Corporation acquire or dispose of any immovable property by lease, mortgage, purchase, sale, gift or otherwise either in his own name or in the name of any member of his family:


Provided that any such transaction conducted otherwise than through a regular or reputed dealer shall require the previous sanction of the prescribed authority of the Corporation.
E x p l a n a t i o n:-


1.
The prescribed authority for the purpose of this rule shall be the Chairman for all Class-I employees/ workman, the Managing Director for all Class-II employees/ workmen, the General Managers for all Class-III employees/ workmen within their jurisdiction/
the Administrative Officer for all Class-III employees/ workmen in the Head office/ the concerned Head of Office for all Class-IV employees/workmen and the Personnel
Officer for the Class-IV employees/workmen in the Head Office of the Corporation. 


2.
Any employee/workman acquiring any movable property either by way of purchase or otherwise shall forthwith
report such transaction to the prescribed authority
through the proper channel where the monetary value of such transaction exceeds one thousand rupees in case of an executive or supervisory post and five hundred in case of others:



Provided that any such transaction conducted otherwise than through a regular or reputed dealer or agent of standing shall require the previous sanction of the prescribed authority.


3.
For the purpose of this Rule, the expression “Movable property” includes, inter alia, the following property:-

1) 
Jewellery, insurance policies, shares, securities and debentures

2)
Loans advanced by such employees/workman: whether secured or not.

3)
Motor Cars, motor cycles, or any other means of conveyances.

4)
Refrigerators, televisions, radios, radiograms and the like.

111.
Every employee/ workman shall, on first appointment in the Corporation, and thereafter at intervals of every twelve months, submit a property return in such form as the Corporation may prescribe in this behalf (vide Schedule VII) giving the particulars regarding:-

1) The immovable property inherited by him, or owned or acquired by him, or held by him on lease or mortgage   either in his own name or in the name of any member of his family or in the name of any other person;

2)
Shares, debentures, and cash including bank deposits inherited by him or similarly owned, acquired, or held by him.

3)
Other movable property inherited by him or similarly owned, acquired or held by him.

4)
Debts and other liabilities incurred by him directly or indirectly.

NOTE: i) In all returns, the values of items of movable property
worth less than Rs.1000/-may be added and shown as a 
lump sum. The value of articles of daily use such as
clothes, utensils, crockery, books, etc. need not be included in such return.

    ii) Every employee/workman in service on the date of the 
commencement of these Rules shall submit a return under this Rule on or before such date as may be specified by  the  Corporation after such commencement.

    iii) The Corporation, or any authority empowered by it in
this behalf may, at any time by general or special order, require an employee/workman to submit, within a period

 


Specified in the order a full and complete statement of such movable and immovable property held or acquired by him or by any member of his family as may be specified in the order. Such statement shall, if so required by the Corporation or any authority so empowered includes details of the means by which, or the source from which, such property was acquired.

112. Drinking:


Subject to the provision of any law relating to intoxication, drink or drug, no employee/workman shall while on duty be under the influence of such drinks or drugs, or appear in a public place in a state of intoxication.

113. Proper use of amenities:


No employee/workman shall misuse or carelessly use amenities provided for by the Corporation to facilitate the discharge of his duties.

114. Use of Conveyance belonging to others:


No employee/workman shall use the conveyance belonging to a private person not related to him except when such conveyance has been paid for its use/or use a conveyance belonging to an employee/workman, who is subordinate to him, unless he travels with the subordinates on duty.

115. Vindication of acts and character of workmen/employees:


No employee/workman shall, except with the previous sanction of the Corporation, take recourse to any court or to the press for the vindication of any official act which has been the subject matter of adverse criticism or an attack of defamatory character.

E x p l a n a t I o n:


Nothing in this Rule shall be deemed to prohibit a workman/employee from vindicating his private character or any act done by him in his private capacity.

116. Canvassing:


No employee/workman shall bring or attempt to bring any political or other outside influence to bear upon any superior authority to further his interests in respect of matters pertaining to his service under the Corporation.

117. Bigamous marriage:


a) No employee/workman who has a wife living shall contract another marriage without first obtaining the permission of the Managing Director of the Corporation notwithstanding that such subsequent marriage is permissible under the personal law for the time being applicable to him.


b) No female employee/ workman shall marry any person who has a wife living without first obtaining the permission of the Managing Director of the Corporation.

118. Interpretation: 


If any question arises relating to interpretation of any of these Rules it shall be referred to the Chairman of the Corporation whose decision thereon shall be final.

119. Misconduct


Contravention or violation of the conduct rules or any instructions issued there under will be treated as misconduct on the part of an employee/workman liable for disciplinary action.

Chapter- VIII
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DISCIPLINARY RULES

120. Suspension:


1. The appointing authority or any other authority to which it is subordinate or the disciplinary authority or any other authority empowered in that behalf by the Corporation, by general or special order, may place an employee/workman under suspension:


a) Where a disciplinary proceedings against him is contemplated or is pending, or


b) Where in the opinion of the authority aforesaid, he has engaged himself in activities prejudicial to the interest of the Corporation, or


c) Where a case against him in respect of any criminal offence is under investigation, inquiry or trial:


Provided that where the order of the suspension is made by an authority (duly empowered) lower than the appointing authority, such authority shall forthwith report to the appointing authority the circumstances in which the order was made.


2. An employee/workman shall be deemed to have been placed under suspension by an order of appointing authority-


a) With effect from the date of his detention, if he is detained in custody, whether on a criminal charge or otherwise, for a period exceeding 48 hours.


b) With effect from the date of his conviction, if in the event of a conviction for offence, he is sentenced to a term of imprisonment exceeding 48 hours and is not forthwith dismissed or removed or compulsorily retired consequent to such conviction.

E x p l a n a t i o n :


The period of 48 hours referred to in clause (b) of this Sub-rule shall be computed from the commencement of the imprisonment after the conviction and for this purpose, intermittent periods of imprisonment, if any, shall be taken into account.


3. Where a penalty of dismissal, removal or compulsory retirement from service imposed upon an employee/workman under suspension is set aside in appeal or on review under these Rules and the case is remitted for further enquiry or action or with any other direction, the order of his suspension shall be deemed to have continued in force on and from the date of the original order of dismissal, removal of compulsory retirement and shall remain in force under further orders.


4. Where the penalty of dismissal, removal or compulsory retirement from services imposed upon an employee/workman is set aside or declared or rendered void in consequence or by a decision of a court of law and the disciplinary authority, on consideration of the circumstances of the case decide to hold a further enquiry against him on the allegation on which the penalty of dismissal, removal or compulsory retirement was originally imposed, the employee/workman shall be deemed to have been placed under suspension by the appointing authority from the date of the original order of dismissal, removal or compulsory retirement and shall continue to remain under suspension until further orders.


5.a) an order of suspension made or deemed to have been made in this Rule shall continue to remain in force until it is modified or revoked by the authority competent to do so.


  b) where an employee /workman is suspended or is deemed to have been suspended (whether in connection with any disciplinary proceedings or otherwise) and any other disciplinary proceedings commenced against him during   the Continuance of suspension, the authority competent to place him under suspension may for reasons to be recorded in writing, direct that the employee/workman shall continue to be under suspension until the termination of all or any of such proceedings.


c) an order of suspension made or deemed to have been made under this Rule may at any time be modified or revoked by the authority which made or deemed to have made the order or by any authority to which that authority is subordinate.


d) the disciplinary authority while passing the final order of punishment or otherwise in the disciplinary proceedings against the employee/workman shall give direction about the treatment of period of suspension, if such suspension is not wholly or a part of the substantive punishment.

121. Penalties:


The following penalties may, for good and sufficient reasons and as hereinafter provided be imposed on an employee/workman, namely:

Minor penalties:

i)  Fine,

ii) Censure,

iii) Withholding of promotion,

iv) Recovery from pay of the whole or part of any pecuniary loss caused by him to the Corporation by negligence or breach of orders or misappropriation or any other reasons,

v) Withholding/stoppage of increments of pay,

vi) Suspension,


    Provided that the penalty of find shall be nominal and imposed only on class-IV employees/workmen for specific dereliction of duties.

Major penalties:

vii) Reduction to lower stage in the time scale of pay for a specified period with further directions as to whether or not the employee/workman will earn increments of pay       during the period of such reduction and whether on the expiry of such period, the reduction will our will not have the effect of postponing future increments of his pay.

viii) Reduction to a lower time scale of pay, grade, post of service which shall ordinarily be a bar to the promotion of the employee/workman to the time scale of pay, grade, post or service from which he was reduced, with or without further directions regarding condition of restoration to the grade, post or service from which the employee/workman was reduced and his seniority and pay on such restoration to that grade, post or service;

ix) Compulsory retirement amounting to premature retirement.

x) Dismissal from Corporation service, which shall ordinarily be a disqualification for future employment and re-employment.

E x p l a n a t I o n:


The following shall not amount to a penalty within the meaning of this Rule, namely:


1.Withholding of increments of pay of an employee/workman for his failure to pass any examination in accordance with the rules or orders governing the service to which he belongs or post which he holds or the terms of his appointment;


2. Stoppage of the EB in the time scale of pay on the ground of his unfitness to cross the bar;


3. Non-promotion of an employee/workman, whether in a substantive or officiating capacity after consideration of his case, to a service, grade or post for promotion to which he is eligible to be considered.


4. Reversion of an employee/workman officiating in higher service, grade or post to a lower service, grade or post on the ground that he is considered to be unsuitable for such higher service, grade or post or on any administrative ground unconnected with his conduct;


5. Reversion of an employee/workman, appointed on probation to any other higher services, grade or post to his permanent service, grade or post during or at the end of the period of probation in accordance with the terms of his appointment or the rules and orders governing such probation;


6. Termination of the services:

a) of an employee/workman appointed on probation, 
       during or at the end of his probation in

b) accordance 
with the terms of his appointment 
 or the rules and orders governing such


 probation; or

c)  of a temporary workman/employee in accordance 

    with the terms and conditions of his appointment or as per 

    rules or orders prescribing the  conditions of such 

    temporary appointment; or

c) of an employee/workman under an agreement in 


  
  accordance with terms of such agreement.


7. Compulsory retirement of an employee/workman in accordance with the provisions relating to his superannuation or retirement.

122. Disciplinary authorities:


1. Chairman/Managing Director may impose any of the penalties specified in Rule-121 on any employee/workman.


2. Without prejudice to the provision of Sub-rule 3 below, any of the penalties specified in Rule-121 may be imposed on an employee/workman after observing the procedure laid down in these Rules by the appointing authority or the authority specified in the Schedule in this behalf or by any other authority empowered in this behalf by general or special order of the Chairman/Managing director.

3. Notwithstanding anything contained in this Rule-

   a) no major penalty specified in clauses VII to X of Rule-121 shall be imposed by any authority lower than the appointing authority or any other authority so delegated by the appointing authority.

123. Authority to institute proceedings:


1. The Chairman/Managing Director or any other authority duly empowered by general or special order may:


a) Institute disciplinary proceedings against any employee/workman for specific lapses, dereliction of duties, misconduct etc.


b) Direct the disciplinary authority to institute disciplinary proceedings against any employee/workman on whom that disciplinary authority is competent to impose any of the penalties under these Rules.


2. The disciplinary authority competent under these Rules to impose any of the minor penalties specified under Clauses (1) to (vi) of Rule-121 may initiate disciplinary proceedings against the employee/workman for the imposition of any of the major penalties specified in Clauses (VII to X) of Rule-121 notwithstanding that such disciplinary authority is not competent under these Rules to impose any of the major penalties.

124. Procedure for imposing major penalties:


1. No order imposing any major penalties specified in Clauses (VII) to (X) of Rule-121 shall be made except after inquiry held as far as may be, in the manner hereinafter provided.


2. The disciplinary authority shall frame definite charges on the basis of allegations on which inquiry is to be held.


Such charges, together with statement of the allegations on which they are based, and a list of documents and witnesses by which such articles of charges are proposed to be sustained or substantiated shall be communicated in writing to the charged employee/workman. Explanation of the delinquent shall be called for on the basis of charges. The explanations should be received within 30 days. The disciplinary authority may extend the time for submitting the explanation for good and sufficient reasons to be recorded in writing.


NOTE 1: The charged employee/workman shall for the    purpose of preparing his defense, be allowed to inspect and take extracts from the relevant records as he may specify at his own cost, provided that such permission may be refused if for reasons to be recorded in writing, in the opinion of disciplinary authority such records are not relevant for purpose or it is against the Corporation’s interest to allow him access thereto.


     2:a) On receipt of the written statement of defense, the disciplinary authority, may itself enquire into such of the articles of 
charge as are not admitted, or if he considers it necessary to do so, appoint an enquiring authority for the purpose and where all the articles of charges have been admitted by the    employee/workman in his written statement of    defense, the disciplinary authority shall record its findings on each charge after taking such evidence as it may deem fit.


      b) If no written statement of defense is   submitted by the charged employee/workman, the disciplinary authority may itself enquire into the articles of charge, or may if he considers it necessary to do so, appoint an enquiring authority for the purpose.


       c) The disciplinary authority may nominate any person, called as the Presenting Officer or the Marshalling Officer, to present the case in support of the charges before the authority enquiring into the charges.

The charged employee/workman shall have the right to take assistance of any other employee/workman of the Corporation, as his Assisting Officer provided that the Assisting Officer shall not take up more than two such cases at nay point of time.


3. The charged employee/workman shall appear in person before the enquiring authority called as the Enquiring Officer, on such day and at such time within one month from the date of appointment of the said authority, as may in writing be specified by him or in his behalf or within such further time not exceeding fifteen days as the enquiring authority may allow.


4. If the charged employee/workman does not admit any of the articles of charge in his written statement of defense or has not submitted any written statement of defense, and appears before the enquiring authority, such authority shall ask whether he is guilty or has any defense to make and if he pleads guilty to any of the articles of charges, the enquiring authority shall record the plea, sign the record and obtain the signature of the charged employee/workman thereon.


5. The enquiring authority shall return a finding of guilty in respect of those articles of charge to which the charged employee/workman pleads guilty. If the charged employee/workman to whom a copy of the articles of the charge has been delivered, does not submit written statement of defense on or before the date specified for the purpose, or does not appear in person before the enquiring authority, or otherwise fails or refuses to comply with the provisions of this Rule, the enquiring authority may proceed to record his findings exporter on merits. However, the charged employee/workman may participate at any stage of the proceedings. But the proceedings shall not be re-opened and the witnesses already examined shall not be recalled for cross-examination.


6. On the date fixed for enquiry, the oral and documentary evidence by which the articles of the charge are proposed to be proved shall be produced by or on behalf of the disciplinary authority. The witnesses shall be examined by the Presenting Officer and may be cross-examined by or on behalf of the employee/workman. The Presenting Officer shall be entitled to re-examine the witnesses on any point on which they have been cross examined but not on any new matter, without the leave of the enquiring authority. The enquiring authority may also put such questions to the witnesses as he thinks fit. Before the date fixed for Enquiry, the Presenting Officer shall make a written request to the enquiring authority to summon such witnesses, who cannot be otherwise produced by the Presenting Officer to prove the articles of charges. 

7. When the case of the Management is closed, the employee/workman shall be required to state whether he wants to examine any witness in defense and shall be required to submit list of defense witnesses indicating which witnesses cannot be produced by him and are required to be summoned by the enquiring authority. The enquiring authority on receipt of such written list of witnesses shall proceed to summon such witnesses who cannot be otherwise produced by the charged employees/workman:


   Provided that the enquiring authority may refuse to summon   such witnesses whose evidence in his opinion would not be relevant or material to the articles of charge and/or whose presence cannot be easily and timely secured.

8. The evidence on behalf of the charged employees/workman shall then be produced. The charged employee/workman may examine himself on his own behalf, if he so prefers and in that case he is liable for cross-examination. The witnesses produced by the charged employee/workman or summoned shall then be examined and shall be liable to cross examination, re-examination and examination by the enquiring authority.

9. The enquiring authority may after the completion of the production of evidence, hear the presenting officer and the charged employee/workman or permit them to file written briefs of their respective case, if they so desire:

10. Where a disciplinary authority competent to impose any of the minor penalties specified in Clauses (i) to (vi of Rule 121 but not competent to impose any of the major penalties specified in Clauses (vii) to (x)of Rule 121, has itself enquired into caused to be enquired into the articles of any charge and that authority, having regard of its own findings or having regard to is decision on any of the findings of any enquiring authority appointed by it, is of the opinion that the penalties specified in Clauses(vii) to (x)of Rule-121 should be imposed on the delinquent employee/workman, that authority shall forward the record of the enquiry to such disciplinary authority as is competent to impose the major penalties.

11.
   The Disciplinary authority to which the records are so forwarded may act on the evidence of records or may, if it is of the opinion that further examination of witnesses is necessary in the interest of justice, recall the witnesses and examine and re-examine them and may impose on the delinquent employees/workman such penalty as may deem fit in accordance with these Rules and after affording an opportunity to the delinquent employee/workman to defend himself.

12.  Whatever any enquiring authority, after having heard and recorded the whole or any part of the evidence in an inquiry ceases to exercise jurisdiction therein and is succeeded by another enquiring authority which the has and which exercises, such jurisdiction, the enquiring authority so succeeding, may act on the evidence so recorded by its predecessor or partly recorded by itself.

        Provided that if the succeeding enquiring authority is of the opinion that further examination of any of the witnesses whose evidence has already been recorded is necessary in the interest of justice, if may re-call, examine, cross examine any such witness as herein before provided.
Enquiry Report:

13.    After the conclusion of the inquiry, a report shall be prepared and it shall contain:

a)    the articles of charge and the statement of the  imputations of the misconduct and misbehavior :

b) the defense of the employee/workman in respect of each articles of charge :

c) an assessment of the evidence adduced in respect of each article of charge :

d) the findings on each article of charge and the reasons therefore. He should state whether the charges have been proved or not and recommend punishment in respect of charge(s) proved.

E x p l a n a t I o n:

1) If in the opinion of the enquiring authority, the proceedings of the enquiry establish any articles of charge different from the original articles of charge. It may records its findings on such articles of charge:

            Provided that the findings on such articles of charge shall not

    be recorded unless the employee/workman has either

            admitted the facts on which such article of charge is based or

            has had a reasonable opportunity of defending himself against

            such article of charge.

Case Record of Enquiry:

14.    The enquiring authority, where it is not itself the disciplinary authority, shall forward to the appropriate disciplinary authority the records of enquiry which shall include:

a) The charges framed against the delinquent and the statement of allegations furnished to him.

b) The report prepared by it under Clause( 13),

c) The written statement of defense, if any, submitted by the employee/workman.

d) The oral and documentary evidence produced in course of the enquiry and the list of witnesses examined.

e) Written briefs, if any, filed by the Presenting Officer or the employee/workman or both during the course of enquiry, and

f) The orders, made by the enquiring authority in regard to the enquiry from time to time.

15.a) The authority competent to impose major penalties under Clauses) vii) to (x) of Rule 121 if he himself is the enquiring authority, record after conclusion of the enquiry, the punishment awarded to the employee/workman in respect of the articles of charges proved and communicate the same to the delinquent along with a copy of the enquiry report.

15.b) On receipt of the enquiry report under Clause (14) from the enquiring authority, who is not himself the disciplinary authority empowered to award major punishments under Clauses (vii) to (x) of Rule 121 the competent disciplinary authority shall decide the penalty to be awarded and communicate the same to the delinquent along with a copy of the enquiry report.

125. Procedure for imposing minor penalty:    

1. No order imposing any of the minor penalties specified in Clauses (i) to (v) of Rule 121 shall be imposed except alter.

a) The employee/workman is informed in writing of the proposal to take action against him and of the allegation on which it is proposed to be taken and given an opportunity to make any representation he may wish to make within a time limit as may be specified:

(b) Such representation, if any, is taken into consideration by the disciplinary authority.

2. The record of proceedings in such cases shall include:

(i)a copy of intimation to the employee/workman of the proposal 

   to take against him:

(ii)a copy of the statement of allegation communicated to him ;

(iii)his representation, if any, and

(iv)the orders on the case together with the reasons thereof.

NOTE.1:  No oral enquiry is necessary where the punishment proposed is a minor one.

      2. Where two or more employees/workman are concerned in any case, the authority empowered to impose the penalty on all such employees/workman may make an order directing that the disciplinary action against all of them may be taken in any common proceeding.

126. An enquiry into the disciplinary proceedings, under these Rules as far as possible should be completed and submitted within ninety days from the date of appointment of the Enquiring Officer.

127.     Special procedure in certain cases:

A.   Notwithstanding anything contained in Rule 124 & 125.

   a) Where a penalty is imposed on an employee/workman on the ground of conduct which has led to his conviction on criminal charge; or

   b) Where the disciplinary authority is satisfied for reasons to be recorded in writing by that authority that it is not reasonably practicable to follow the procedure prescribed in the said Rules, or

   c) Where the Chairman/Managing Director is satisfied that in the interest of the security of the business and property of the Corporation it is not expedient to follow such procedure,


      The disciplinary authority may consider circumstances of the case and pass such orders thereon as it deems fit.

B. In case of misappropriation, defalcation, embezzlement, criminal breach of trust, conspiracy to defraud the Corporation unauthorized and unwarranted removal or sale of Corporation property, disclosing or disseminating such facts and information which are likely to bring down in public eye the image of the Corporation, which warrant major punishment, summary procedure prescribed by the Board of Directors in Item No.11 of their 117th meeting held on the 25th October 1984 shall be followed.

128. Disciplinary action in cases in connection of which Industrial disputes are pending.

1. No punishment can be imposed on any employee/workman on a subject matter lying under adjudication in any recognized forum of the labour law administration, viz-Conciliation Officer, Labour Court/Tribunal and the like except with the prior permission from such forum.

Provided that nothing g the Management or the authority duly nominated by it in this behalf to remove or dismiss any employee/workman duly charge sheeted and found guilty, if the misconduct so punishable is not the subject matter of Industrial Dispute subject to the condition that :

a) One month’s wage is given to such employee/workman along with the orders of removal or dismissal and 

b) An application is made simultaneously on the same day to the appropriate Labour Court or authority, with whom the dispute regarding such employee/workman is pending, though the exact misconduct so punished is not the subject matter of the labour dispute.

129. No punishment can be imposed on the protected employee/workman, as described under Section-33(A)of the Industrial Dispute Act and the Rule-88 of the Orissa Industrial Disputer Rule,1959 except with prior permission from the appropriate authority where the dispute concerning ,in any manner whether direct or otherwise against such employee/workman is pending for adjudication:

Provided that if any dispute arises as to whether a particular employee/workman is a protected employee/workman a reference shall be made to the Labour Commissioner whose decision shall be final and binding.

A p p e a l s:


Orders passed by the Board of Directors not appealable.


Notwithstanding anything contained in these Rules, no appeal shall lie against any order made by the Board of Directors.

130. Appeal against orders imposing penalties:

          An employee/workman may appeal against an order imposing upon him any of the penalties specified in Rule 121 to the authority specially empowered by an order made by the Board of Directors/Chairman in that behalf or in absence of any such order to the authority specified in the schedule or where no such authority is specified to the authority to which the authority imposing the penalty is immediately subordinate.

131. Appeal against other orders: 

1. An employee/workman may appeal against an order:

a) Which denies or varies to his disadvantage his pay, allowance, or other conditions of service as regulated by any rules or by agreement: or

b) Which interprets to his disadvantage the provision of any such rules, or agreement, to the Chairman/Managing Director, if the order is passed by the authority which made the rules/agreement, as the case may be, or by authority to which such authority is subordinate, and to the authority which made the rules or agreement, if the order is passed by any other authority.

2. An appeal against an order:

a) stopping an employee/workman at the Efficiency Bar in the time-scale on the ground of his unfitness to cross the bar.

b) reverting to a lower service, grade or post an employee/workman officiating in  higher service, grade or post, otherwise than as a penalty.

c) Determining the pay and allowance for then period of suspension to be paid to an employee/workman on his reinstatement or determining whether or not such period shall be treated as period on duty, shall lie-

i) In case of an order made in respect of an employee/workman on whom the penalty of dismissal from service can be imposed only by the Chairman, to the Chairman,

ii) in the case of an order made in respect of any other employee/workman to the authority to whom an appeal against an order imposing upon him the penalty of dismissal from service would lie.

      In this Rule the expression employee/workman also includes a person is an ex-employee or ex-workman of the Corporation.
132. Period of Laminations for appeals:

          No appeal under these Rules shall be entertained unless it is submitted within a period of 30 days from the date on which the appellant receives a copy of the order appealed against:

          Provided that the Appellate authority may entertain the appeal after expiry of the said period if it is satisfied that the appellant had sufficient cause for not submitting the appeal in time.

133. Form and contents of appeal:

1. Every person preferring an appeal shall do so separately and in his own name.

2. The appeal shall be presented to the authority to whom the appeal lies, a copy of it being forwarded by the appellant to the authority which passed the order appealed against. It shall contain all material statements and argument on which the appellant relies, shall not contain any disrespectful or improper language, and shall be complete in it self.

3. The authority which made the order appealed against shall on receipt of a copy of the appeal forward the same with its comments thereon together with the relevant records to the appellate authority without any avoidable delay, and without waiting to any direction from the appellate authority.


NOTE :
The authority which made the order appealed against   should not make any extraneous comments which would tend to influence the mind of the appellate authority.

134. Consideration of appeal:

1. In case of an appeal against an order imposing any of the penalty specified in Rule-121 ore enhancing any penalty imposed under the said Rule, the appellate authority shall consider: -

a) Whether the procedure laid down in these Rules has been complied with, and if not, whether such non-compliance has resulted in failure of justice:

b) Whether the findings of the disciplinary authority are warranted by the evidence on record, and

c) Whether the penalty or the enhanced penalty imposed is excessive, adequate, or inadequate:

and pass orders :-

i) confirming, enhancing, reducing or setting aside the penalty; or

ii) remanding the case to the authority which imposed or enhanced the penalty or to any other authority with such direction as it may deem fit in the circumstances of the case;

Provided that:

i) the appellate authority shall not impose any enhanced penalty which neither such authority nor the authority which made the order appealed against, is competent in the case to impose;

ii) no order imposing an enhanced penalty shall be passed unless the appellant is given an opportunity of making any representation which he may wish to make against such enhanced penalty; and

iii) if the enhanced penalty which the appellate authority proposes to impose is one of the major penalties specified in Clauses.(vi)to (x)of Rule-121 and an inquiry under Rule-126 has not already been held, in that case the appellate authority shall, subject to the provision of Rule-126, itself hold such inquiry or direct that such inquiry be held, and thereafter, on consideration of the proceeding of such inquiry and after giving the appellant an opportunity of making any representation which he may wish to make against such penalty, pass such orders as it may deem fit.



2.
In case of an appeal against any order specified in Rule-131, the appellate authority shall consider all the circumstances of the case and pass such orders, as it deems just and equitable.



3.   Copies of orders passed by the appellate authority shall be supplied to the appellant free of cost.

135. Redress through Industrial Disputes Act:

     The employee/workman may, where available, seek redress of his grievances through the machinery contemplated in the Industrial Disputes Act, 1947 only after the disposal of his appeal petition or only when no decision is communicated within a reasonable time.

136. Review:

1. Notwithstanding anything contained in these Rules :

i) the Board of Directors, or

ii) the Chairman, or

iii) the appellate authority, or

iv) any other authority specified in this behalf by 

     the Board by a general or special order.

may within 60 days of passing of the order sought to be impugned, either on his own motion or otherwise, call for the records of any in query or proceedings and review any order passed, from which an appeal is allowed but has not been preferred or from which no appeal is allowed, and may:

a) confirm, modify or aside the orders, or

b) confirm, reduce, enhance or set aside the penalty imposed by the order, or impose penalty where no penalty has been imposed, or

c) remand the case to the authority which made the order or to any other authority to make such further inquiry as it may consider proper in the circumstances of the case; or

d) pass such other orders as it may deem fit :

        Provided that no order imposing or enhancing such penalty shall be made by any reviewing authority unless the employee/workman concerned has been given a reasonable against the penalty proposed


And where it is proposed to impose any major penalties specified in Clause (vii) to (x) of Rule-121 or to enhance the penalty imposed by the order sought to be reviewed to any of the penalty specified in these clauses, no such penalty shall be imposed except after an enquiry in the manner as laid down in Rule-124.

2. No proceeding for review shall be commenced until after:

i) the expiry of the period of limitation for an appeal, or

ii) the disposal of the appeal, where any such appeal has been preferred.

iii) An application for review shall be dealt with in the  same manner as if it were an appeal under these Rules.

137. Removal of doubts:

     If any doubt arises as to the interpretation of any of the provisions of these Rules, the matter shall be referred to the Board of Directors or such other authority as may be specified by the Board of Directors by a general or special order, and the Board of Directors or such other authority shall decide the same, and its decision shall be final.

Chapter-IX

RECORD OF SERVICE 

138. A record of service/service book shall be kept and maintained in a form prescribed by the Corporation in respect of every employee/workman. For the seasonal, casual and daily rated employee/workman a Service Roll shall be maintained in a Form to be prescribed by the Management.

139. The Service Books as required under Rule-138, shall be maintained in duplicate by the Head Office in respect of every such employee/workman appointed to the Corporation service and working or likely to work for a period exceeding one year and that such books shall be kept by the Head of the Office under whom the employee/workman serves and shall be transferred with such employee/workman from office to office.

140. When the Head Office of an Office in respect of an employee/workman, the following particulars, opens a service book interalia, shall be recorded and authenticated under the signature and seal of that Head of Office. 

a) Date of his first appointment/enrolment.

b) Name of post and rank to which appointment is made.

c) His name, father’s name, Caste, Tribe, Village, age, educational qualification, marks of identification, permanent address, present postal address, Employment Exchange Number, if any, etc.

d) The signature/thumb impression and finger prints of the employee/workman concerned.

e) A Passport size photograph duly attested.

141. Every step in the service life of the employee/workman including promotion/punishment etc. shall be recorded in the Service Book and be attested by the Head of the Office and if the employee/workman is himself the Head of the Office by his immediate superior. The concerned officer must see that all entries are duly made and attested in both the copies of the Service Book, that no erasing or overwriting are made and all corrections are made neatly and properly attested.

142. Every period of suspension from employment and every other interruption in service shall be noted in the Service Book with Order Number and date and shall be attested by the Head of the Office.

                         NOTE: A Head of an Office may authorize any subordinate Officer of his Office on his behalf.

143. The date of birth of every employee /workman should be properly recorded in figures as well as in words by the Head of the Office on due verification as provided under these Rules separately.

144. Annual Verification:
The Service Book in each office shall be taken up for verification in July, every year, by the Head of the Office, who after satisfying himself that the services of the employee/workman concerned during the preceding year are correctly recorded in his service book, shall record a certificate therein in the following forms:

“Service verified from . . . . to . . . with reference to (pay bill) acquaintance rolls and similar records (to be specified)and found correct”.

                                                        Signature of the Head of Office

                                                                     (Office Seal)

145.   After all the service books are verified in the manner laid down in Rule-144, the duplicate copy shall be sent to the employee/workman immediately, after verification for being retained by him. Provided that the Head of the Office shall take steps to rectify any errors, if any, pointed out by the concerned employee/workman or otherwise.


146.   The duplicate Service Book shall be handed over to the concerned employee/workman on his termination of service either on retirement or otherwise, after full verification by the Head of Office, the date of such termination and closing entries having been recorded on that behalf.

NOTE (1): The Original Service Books shall thereupon be consigned to the record room for safe custody or sent to the Head Office as may be directed.

NOTE (2):  The service book/Record of Service in respect of deputed employee/workman shall be returned to the Head Office of the Corporation on their revision for forwarding it to the lending Authority to which he reverts.

NOTE(3) : A Register of Service book shall be maintained by every Head of Office in the FORM prescribed in Schedule IX and every case of transfer or removal of a Service Book shall be indicated against the relevant column in the register with the particulars of such transfer or removal.

SCHEDULE – I

(Rule 8.2, 8.5, 8.13, 8.14 etc)

	Sl

No.
	Description

of post
	Authority competent

to make appointment
	Authority competent to impose punishment
	Appellate Authority 

	
	
	
	Minor
	Major
	

	1.       
	All Grade-I Officers
	Chairman
	M.D
	Chairman
	Board of Directors

	2.       
	All Grade-II Officers               
	M.D.  
	Branch Officers/GMs
	M.D
	Chairman

	3
	All Grade-III Officers               
	M.D/GM  
	Branch Officers / DMs/Head of Office
	M.D/GM  
	Chairman/MD

	4
	All Grade-IV Officers               
	DMs/Head of Office
	DMs/Head of Office
	DMs/Head of Office
	MD


NOTE-I: The Branch Officers are essentially the Officers of the Head Office. They are:-

1. F.A & C.A.O [Now Director-Finance]
2. Secretary

3. Administrative Officer [Now General Manager-A&P]
4. Personnel Officer

5. Legal Adviser

6. Chief Audit Officer
7. Accounts Officer

8. Cost Accounts Officer

9. Marketing Managers/Industries Officer

The list of Branch Officers may be amended/ modified at any time under the orders of the Chairman.

NOTE:-II- Head of Officers shall mean the Heads of Accounting Units, e.g. Head Office, of the Chief Executive, Divisional Manager’s Offices, R.M.E, Calcutta/Madras, Manager, Delhi Depot, Managing Director may declare, other wise, any Officer as the Head of Office for the purpose of the Schedule.

SCHEDULE-II

(Rule-9.1)

Grade-I:

1. Divisional Manager(Selection Grade)

2. Divisional Manager

3. Accounts Officer

4. Cost Accounts Officer

5. Internal Audit Officer

Grade-II:

1. Dy. Divisional Manager

2. Assistant Cost Controller-Cum-Audit & Accounts Officer.

3. Assistant Accounts Officer

4. Assistant Audit Officer

5. Assistant Personnel Officer

6. Liaison Officer

7. Junior Administrative Officer

8. Private Secretary

Grade-III:

1. Sub-Divisional Manager

2. Dy. Sub-Divisional Manager

3. Sectional Supervisor 

4. Assistant Supervisor 

5. Mate

6. Personnel Assistant

7. Office Superintendent

8. Section Officer

9. Head Assistant/Senior Grade Assistant

10. Assistant Accountant 

11. Senior Auditor 

12. Head Typist

13. Senior Stenographer

14. Junior Stenographer

15. U.D.Assistant

16. Account Assistant

17. Auditor

18. Senior Typist

19. L.D.Assistant/L.D-Cum-Typist/Legal Assistant/Record Keeper(H.O.)/L.D.-Cum-PABX Operator/Diarist/Dispatcher(Head Office)

20. Junior Typist

21. Head Driver

22. Driver (Light and Heavy Vehicle)

23. Operator (Saw Mill)

24. Cutter, Sawyer and Mistry (Saw Mill)

25. Electrician Grade ’B’

26. Electrician Grade ‘C’

Grade-IV:

1. Record Supplier(H.O)

2. Duplicating Operator(H.O)

3. Bank Sarkar/Treasury Sarkar

4. Jamadar/Daftary

5. Peon/Watcher/Mali/Sweeper/Male and Female Mazdoor (Saw Mill)/Truck helper and similar Categories of posts.

 SCHEDULE-III

(Rule-9.2)
General Cadre:
Office Superintendent


Section Officer-General


Senior Grade Asst/Head Assistant


Upper Division Assistant


Lower Division Assistant


Diarist


Despatcher


Record Keeper

Accounts Cadre:
Section Officer-Accounts


Assistant Accountant 


Accounts Assistant

Audit Cadre:
Section Officer-Audit


Senior Auditor


Auditor

Stenographers:
Private Secretary


Personal Assistant


Senior Stenographer


Junior Stenographer

Typists:
Head Typist


Senior Typist


Junior Typist

Drivers:
Head Driver/


Driver-Heavy Vehicles


Driver-Light vehicles.

Technical Cadre:
Sub-Divisional Manager


Dy.Sub-Divisional Manager


Quality Inspector


Sectional Supervisor


Assistant Supervisor


Kendu leaf supervisor

Class IV Cadre


   Jamadar

(Non-Technical):

            Daftary






   Record Supplier






   Bank Sarkar

Class IV Cadre 


Watcher/Choukidar

(Non-Technical Contd.):
Sweeper






Mali





       
Orderly Peon






Office Peon






Dak Runner

Class IV Cadre


Mate

(Technical):

N.B.:-  
The post of Checkers, Recorders, Electrician,  Cutters etc. not included in the above shall be deemed as Ex-Cadre post unless otherwise declared by the competent authority.

SCHEDULE-IV

(Rule-81 [xx])

FORM OF APPLICATION FOR LEAVE

1. Name of the applicant 

: 

2. Leave rules applicable 

: 

3. Post held 



: 

4. Department of Office 

: 

5. Pay 





: 

6. Nature and period of leave

   applied for and date from

   which required 



:

7. Ground on which leave is

   Applied for 



:

8. Date of return from last

   Leave, and the nature and

   Period of that leave 


: 

9. Address during the

   Period of leave



: 







Signature of the applicant 







Designation:

Date:





Place :

10. Remarks and/or recommendation

    of the Controlling Officer/

    Branch Officer


                               Signature of the Officer   

SCHEDULE-V 

(See Rule-92 [I])

FROM OF LEAVE ACCOUNT

Name of the employee/Workman 
:

Date of birth 



:



Date of Retirement/Resignation:






   

Date of commencement of continuous service
:

Earned Leave

	Duty
	Leave earned

[in days]
	Leave at credit [in days] column subject to the

appropriate limit.
	Leave taken
	Balance on 

return from leave [columns 5-8]

	From
	To
	No. of days
	
	
	From
	To
	No of days
	

	1
	2
	3
	4
	5
	6
	7
	8
	9


Half pay Leave on Private affair

	Length of Service
	Credit of Leave
	Leave Taken

	From
	To
	No. of Completed year of 

Service
	Leave earned

[in days]
	Leave at credit [Columns 

26-13]
	Leave on private affairs or on medical certificate
	Commuted Leave on M.C. on full pay [limited to 240 days in entire service]

	
	
	
	
	
	From
	To
	No. of days
	From
	To
	No. of days

	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20


And on Medical Certificates

	Commuted leave converted into half pay leave [twice of col.20]
	Leave not due on M.C. [limited to 360 days in entire service on medical certificate & 180 days on other grounds] 
	Total half pay

leave Taken  [Cols.17+21+24]
	Balance on return from leave

[Clos.14-25]
	Remarks

	
	From
	To
	No. of days
	
	
	

	21
	22
	23
	24
	25
	26
	27


NOTE 1 :-Period extraordinary leave taken, should be noted in red in Column 27 for remarks.

NOTE 2 :-The entries in Columns 10 and 11 should indicate only beginning and end of completed years of service  at the time half-pay leave commences. In cases where an employee completes another year of service while on half-pay leave, the extra credit should be shown in Cols.10 to 14 by making suitable additional entries and this should be taken into account when completing Cloumn.26.

NOTE 3 :-Whenever the rate of earning leave changes, the fraction of the earned leave accumulated at the earlier rate should be rounded off to the nearest day. i.e fraction below half should be ignored and those of half or more should be reckoned as a day.

SCHEDULE-VI

(Rule-15)

FROM OF APPOINTMENT TO TEMPORARY/TENURE POSTS

Sri………………………………………………….S/O…………………………………………………………………

Village…………………………………….. P.O……………………………….P.S……………………………………….

Dist………………………. is allowed to work from…………………………to…………………….

As ……………………..for a period of………………………..Months as daily rate

Basis i.e Rs………………… per day/consolidated wage of Rs…………………

Per month/in the scale of pay of Rs………To……… with usual D.A.

As admissible from time to time.



   The engagement is purely temporary or seasonal character and the contract or service may be extended and/or terminated even before completion of the aforesaid contractual period depending on the availability of work and satisfactory performance. In absence of extension, his service will automatically stand terminated on the date stipulated above, and no notice or any compensation will be paid in lieu of notice.



   He should furnish an undertaking to the effect that he shall abide by all the rules, regulations, instructions, circulars issued by the Management from time to time.






Signature of the appointing authority









[By Designation]


Memo No._____________ Dt.



   Copy Forwarded to Sri …………………………………………………………………………


Village…………………………………….. P.O………………………………. Dist…………..……………….


For information and necessary action.






Signature of the appointing authority









[By Designation]
SCHEDULE-VII

(Rule-111)

FROM OF RETURN OF MOVABLE/IMMOVABLE PROPERTY

A. Immovable Property.

1. Land

	Sl.

No.
	Precise

location
	Area
	Nature of land 
	Extent of interest 
	Value
	In whose name. self, wife, child dependant, other relation or benamidar, the assets is or was.
	Date and manner of acquisition or disposal
	Remarks

	1
	2
	3
	4
	5
	6
	7
	8
	9


2. Houses

	Sl.

No.
	Precise

location
	Extent of interest 
	Value
	In whose name. self, wife, child dependant, other relation or benamidar, the assets is or was.
	Date and 

manner 

Of and 

acquisition 

or disposal
	Remarks

	1
	2
	3
	4
	5


	6
	7


Immovable proportions of other description [including mortgage and such other rights]

	Sl.

No.
	Brief description
	Extent of interest 
	In whose name. self, wife, child dependant, other relation or benamidar, the assets is or was.
	Date and manner of and acquisition or disposal
	Remarks

	1
	2
	3
	4
	5
	6


B. Movable Property


[1] Cash, Bank, Balance, Credit, Insurance Policies, Shares, Debentures etc.

	Sl.

No.
	Description

Of items
	Value 
	In whose name. self, wife, child dependant, other relation or benamidar, the assets is or was.
	Date and manner of and acquisition or disposal
	Loans that may have given to others
	Remarks

	1
	2
	3
	4


	5
	6
	7


[2] Other movable [including jewellery, other valuable, motor vehicle, refrigerators and articles or materials value of Rs.500 and over for each item in respect of employers drawing.

	Sl.

No.
	Description

Of items
	Value 
	In whose name. self, wife, child dependant, other relation or benamidar, the assets is or was.
	Date and manner of and acquisition or disposal
	Remarks

	1
	2
	3
	4
	5
	6



I have declared that the declaration made above is complete, true and correct to the best of my knowledge and belief.

Date:-






     
Signature

SCHEDULE-VIII

(Rule-140)

FORM OF SERVICE BOOK

1. Name in Black capitals 

:



S.C. OR S.T


:

2. Residence/Address 


:

3. Date of birth by Christian

   era as  nearly an can be

   ascertained       


:

4. Educational Qualification  
:

5. Exact height by measurement  
:

6. Personal mark for identification:

7. Father’s name and residence 
:

8. Left hand thumbs and finger

   Impression of employee   

:

Little Finger





Ring Finger

Middle Finger




Fore Finger

9. Signature of employees:

10.Signature and designation

   Of the Head of the Officer

   or other Attesting Officer

:

NOTE:   The entries in this page should be renewed or re attested at least every five years, and the signature in lines 9 and 10 should be dated. 


Fingerprint need not be taken afresh every five years under this rule.

SCHEDULE-IX

(Rule-146)

REGISTER OF SERVICE BOOKS

Name of the Officer/Unit/Branch/Division:-

	Sl

No.
	Name of the workman/ employee with designation.
	Date of 1st entry into Corporation Service. 
	Date of regularization.
	Signature of workman/ employee in token of receipt of duplicate Service Book  along with date 
	Both copies have been made up-to-

date
	Remarks

	1
	2
	3
	4
	5
	6
	7

	
	[To be left blank to watch the final disposal of both the copies i.e. transfer, quintal of Service or retirement.]
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