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I
' ,S TANDING QEDERS FOR STAFF'

Pla::.tation coqporation of xeraiJ firtrd;,"ffi*T:;:

These standing orders fu\*r^3.p 1o.o. *om the d.ate in aceordance
X*$'rff f;;sorsec$aq\-'{F;.fi;"G;tr";.'ir6iX*,
pra::.tation .*,.^-:fll :l*:Ery* + "t#il#ers cmployed in the

\ *#fi: orders, u:rless tl"*'iu;-*oyurirg rcpugnant to the subject or

*';flir'#flifffiiffIrY; i"srs.the next higher a*rhority ro the
{c) 'APPoItg't-*c nuqt-6nlrr: neli" g. Managing Direcror or €u}y

#nf*on to whom *"ri fiq*crs have been 8"r.*;#' o, ffi *
(d)'coRpbneuott" dcans rhc'ijiiat tion corporatircn of I(craraLi.Bited., Kottayam, (pCK f,i."ir t
(c)'Drscrpt'lNA*y Auil'tto*r'rv:'iadane. the Managrng uirector or an_y

:omr."*on to *noo' "unb"*;o,tr* u;.,a*r"gared: by him fi1
l4tftAffbyER, *:ro: The 

'firot 
Uoo Corporation of KeralaLid., repre""+:1^*y it lt4aigi4g , oioito; ,lra includesGeaeral Managers. *a., g.+ol.-HJ"a - 

;i-*;.pa$meats,Ma:eagers, Assistant' rur"rqt* 
. ";-"", IL"Jbm"er appointcd/authorised hv- ll* *q4gag"njr.*tor; d;;iln responsibre fortJre Managerue't, *.rp"riii*i;rr"oa *,,t oi or'urJofiice,/ estate,

(d 'MANAGEMENT, 
fff:^g. ry.:91 wiflr whatever designation callertto whom rhe ultimate,goqt*r.of tue agai;Hrnl,*qporation iscntmstcd anrl inciua"* 

",,i ofr"r ofrccr 
"rrtuo-ri="d by such pcrsonto act rn his p*.g, or to whom a, 

"r.roy ;-il";"*"rs are deregated.
{h) 'MANAGING otttti't.<.rx, _ mcaas the pcrson appointcd ia tlreCorporatio" 

":1:. that -deffitio" "*a-ir.f.ri5; *oy personauthorised to act -* .uch &,oil-+;;-*#;;;. fl16 rirne being.
(i TUASCULINE, includes t]re feminine.

\a
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r (il'MUSTER

or records
or for the
prcpadng

i,

R O LL/ ATT BI.l DAN CE R EGI STER mea.ils a:rv R e gister
irraintained for tJre purpose of keepi,g the list of stafl

purpose of making attendance or for tJre pulpose of
salag,/rvagcs.

,{k) 'NOTI9E'nreens a notice io *ifi+g requirecl to be given or
pastccl on tfre notice board rbr th.g-purpose of thcsq stsrrdfl.g

(l) 'NorlcE BOARD':neans, the notice board mai,tained in a
cnnspicuous place at 01- near iJre rnain eutraLce to fhe
rvorks/ divisr<.rnl clepa-r turelts/ section/ Factc,r1,7 om.re7 rna us- tria-lestablishment {br tire purpose of d.ispla1.ing notices r.required to be
pa-sterl r:r affixed r-rnder the provi*sidns or iliese stanrting orrlers,

{m)'0FFICIU}lsrATE'- rnearrs al1 the estates, Factories, Hesri office,
Regional oflice, Qosl-iin Gtxlowr:., all.:ther piaces of activitv under theEmnlo.r'er and inclucles the whole of ihe *-.;;;;d.*'p;;t;1".
owncdl posscssc.rl b1, thc p. C.Ii.Ltd

(n) 'OFFICEI-('ruezuis arl)-i)ersoii err:plo1.ecf i11 pcli Li31:iterl in asllllcrv isorl', tccir:ricar, non-tcchi.i"rr, .*....ti.,e, uranageriar oradmiuistrafive capacitl to rvrrom a separate sef cf service rures areapplicable a:rd 'iaciuries €uly other e.rrjl-rloyee w-jro is cleclareci rrv tL"Itlanageurent to be an Officer. :

(o) EINGLUAR'includes tbe plural ,

{p} '.srAFF'mea''s any person emptgye.d in p,c.K, Ltcl on a monthlvs'dary basis. lor supclvisory, ,c&:rii'il, l.lcdical, ruotor v"rri"r""-La
we I fh re estah ri s h men 1^s in chr,l id g a"ppren rice/ tra i".. h,; ;;;;., i*,-,,i.clucle a da:I,rlrted. rrorker or fit om".. ".;;;.;;;;;;;;;;throrrgh a contractor or covered. by indivirluar contract.

l

(qJ \UAGES' ureans. wages as defr:eed in the paymerrt r.rf Wages
Act, 1936 as aruended frurn dp9 tq time,

(r) 'WORKER'means any penson employed in pCIi Limils4 sn a dnit],rated wage L:asrs for rnB:eual ta.u5ur-to wrrom a separate certrfiedstsncl.il.g ortlers arc spplicable.

S.cLAssIFIcarIgIE oF sEA,IrF:- staff shall be crassified as

//f
/
{

(a) Per:nanent
(b) Prol.ratioucr"
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(c) Tcmporary
; (d) Apprcntice/Traiuee
(", 

:J:;Huclr" 
rncrubcr oI. r-trc sraff mcens orrc rvho has bccn

{rr) (i) A "p'"br;"ul:1}'HH"rf,rT"J[rov+iou",y 
emproyecr to fiil al)crm€ulcor vacarrcy ura stasipp"ir,t*Lo1, [a *uo rras notbeer: colfinnecl in tJrat apfoiatment.(ii) 'enouanoN PERIoD'- The p"rioE orprobatio'of a starrsharl be{b'r*:er'r-'ruonrhs from ur. ,a3t .."f j;;;;'flre corporatiourrhic' ,rav be extencrc. ror a,,furtrr.. jr".io?'or periocrs at trrecriscretic'rr 

".r t" tvtanagemen! ,The period(s) of extensio, of1;rul;aliou shall uot c.iceecl 
-0. 

rrorrih, ;*; me€u1s that flrerolar lrerior-l .rf 
'rr:rhation 

strrr, not-"*"""i"a, months, .r.hepr:-rbatiorrery .oplroir.trrelt will ..o** *rJ'Jf.Lr.,nir1s s11 the lastrrrl'.f rrre 
-1,r'.ri,r.t 

or protration when ih;';;;ihas been i.firrmerrin rvriting of the ="ti*fo.to.y,completiou of the ptobation1;eric.,tl. Duri,g r.e perio..,of.p.tU"ii_, - 
Url.c"4roration urav

,",;:'tl| li|l,lilll []: :: j.". s"wi;. 
"r,:, " " 

r"i-iui tr,o,,t a*s s i g,, ;., j
;ui, Thc. pcriocl r;f probation u.illt,

rv r r ic i*ra' b J i, r r 

" 
;,;;,..;1i::tr T 

.jf 
Htri:l* *r:,*ffi 

"r,]i,*#,.ilty ": "!t; ,, r[p,".,, ,;.;;;;"rrvorkr,rricrr isiirr prc,bation 
erlv fault.1n tJre pi*l 

"ra" "t m---
s,alr is _ yii:T",l,ilff ,fffiTffiil 

; j:1,,][ffiffiit,, pc.ic'd ncrt cxcecairg iz T"qur" nt:* trr" j-r.r" .-,r30i1i.g insuctr higrrer.post. If tft o"*"*r* ;;;;;batiouer isn o r sa risfafiory rruring tuiu,:*rila ni";_;;J;; orobationurar l-rt: cxteuclcd [" "-furt'ii pcriot] or-pcriotls,f ura.,ciuruur'r s rnorrrlrs or Jre ,.,".y trar*verterr to his .rcl(c, A -icmJrciraq,, ,rcurt;er of tirc steff is-oue ;,*;;;d::i":1";:.il"..r..'hi-h is of an essenrialtv 
";;;; charclcr..(cl) nlr::;-i-lcri oR rRjis1,rdrr.";,;,*J',:.',"'ffifftl,f:ffi ff il:""lffi ,fr;fjIffi 

""
rcr i's antl r-'o,tririo,s of ser"vice JrL, rr" u;;,;;;;ler rry special
trI.X,T|,!f trv the pruvisions 

"itn. ^pi*"f..Xi ,ru, as the

4.AI\ITECEDE}$TS:

N.-.r l.'clson ryho has been dismissecl frorn theclorl>ornuo, or of a:""*';;;#Leut or srate Go, "e'vices of this
Gove rn t I t e n t LI n cl cr-talri, gs 

". ;;;;s been 
"o 

or i..,.J#";rf:.ff; *,
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court lbr an offence_ involving moml trrrpitude shall be appoiutecl as a

Note: (i) on t'Le qr.restion whether qtl ofleuce involves moral turpitude
or not, tire decision.of tJ1e Manageme't shal be final.

(ii) Iu t.l.e event of trlee Manageiuent corning to know subsequent
ta ttrc appointment of tueitetrurat he has antecedects
whicir irave macle hiur rneiigibte for employment as statecl
atrove, his senrices shaltI ti*ut* to bi te"r-mireated without
any rrotice at any time.

': 
I

(,} Al1 thc staff appoiniecl in a pe*na'ent post at the tfure of hisjoiling shall pro{uce'i- Merlical Certificate of fitness frrom a
lv{cclical Officcr not bclo.+r thc rank of an Assista:rt Sur,gconor a Meriical Officer- cmplovecl in thr service of ttreC,orporation r 

,

No staff shall at any tirne during the period of his service ryith thecorporation .efuse to sublect hinaseiflto mi<iicat s1a.r,inari6n b.y a rl*lyauflrorised tvledicai olficer of flre Corporation if tle Men-agement'is of theopinion that such medical examination is requirecl ancl if the sia-ffeonceruecl is f._.,urrcl u-nfrt for further emplo5,ruent] he witl be liable to beciischarged frorn the serrrice proyided th"t th" .tl-ff 
"orr*rned w.ill have

!h1 right to apireal to a Roaniattacherl to the rristriet Hospital or MeitiqalCoilcgc

6.RECORD OF AGEi , 
,,

{a} The Coq:oration sb.all recortl the ag.e of every staff. The follow-ing
doe-u'rnents shall l-re cleemetl to be saf,sfactor.r- iroof of age at thc tirneof entering tJre sendce.
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(i) Matriculation Certificate or equivalent in the case of candidates
who have passed Matriculatisn or equivalent or higher
exrlrninaticD.

iii) Scirool Leaving Certjficate (if the stalf h.as attended the School and
has not passed ttre Matriculation or equivalent examination)

{ii4 Bfu1h certificate issued }:y the competent Authority uarier the
Registration of Birlhs & Deaths Act, 1969.

(b)'fhe age of'tJle staffas recorried rxrith the Corporation at the time of his
employment shal-l not thereafter be sought to he allerrd hv the staff

7-ADI}EiESA OF' THE} ATAr'F'

{e) Every sta{f shall , at the Fme of entering t}re service in the
coipoi:ation ftir:iish his pcr:mapcat atLilrcss a;rrl posta! addrcss as
wel{ as telephone mrmher if "hy, frnv cheuge in tfiese a.dclrysses
shall be imnnediatelSi noffied,to :the Manag*m.rrt.

(b) Any con:munjc:rtion fcrrvruced by the Mctnagement by Registercd
PostAck. Due to the pennaneat and or postal address gitrritt, tu.
strtf shall be regarded as sufrcient eompliance for the'purpose of
p-ving nolice ever:. if ii is reru-no.ed uredelivered.

S.EERUTCE RECOFiDE:

Tlre lviaua.gcurcul shall urqi+ki+ servicc rcconls/per-s,r,i,rl Iitc for.
e-ven' steffin t}e forrn prescritled,hy the Marragernent.

(a) trvery stelf sh-all be prorricled w^ith o,., irlerrtit-v card bearjreg such
palticulars as ruay be prescriSecl by the Management for the
purpose of identification. r: :l

(b) trver1' stafisha-llshgrr'his icendty carc to t}rc serurity stafror
dutv at the gate when entering the officef estate pre-isss ..
lear.i::g ii. In ecklition, he shpJl, at erry +jme within. the
officeyesiate premises, produce the irientitv card on demand. by

securtty staff or otJrer.prqrsons amthorised. in ilris regard.

(ci 'ihe identitj card shali not b$.transferable.

(rt) If a st.afflost:s his iderrti$r "*i, lre shall irnmerliately reporl the
loss to the issi-ritg aulhority and a new carcl shal'l be isslecl to
hr'.rlr 6rrr pavruent of fee prescribed in ttris regarrl.

l}
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,r:--

All i;: rtr-uctioes issued .&um tiure to firrrs relating to attend.alf.ce,checiri'g .i' arrival *,,.i a.p**[ *" ;;"il;i oo*= of work for aiiclasses of s1. Ti* eacrr -hia;;]y betxea nour time to ti*e, shan beexuibireci L-',l i rc"r)oii(;e board, ;,.bd;t;;;;Jr#t enacl:reenrs.

p.orrialJ;t:k I enter and ieave-the r'vorks premises r,n11, hy irre garesi".o",,;;;" j;-''"='n'1,1x?tri'-xffi;H";:;"H3s:;,53
thc r'r'o.ks rr*miscs .r,,"u-=r.t-u;:*,;;;;;r.our*,.=. i:ercir,,ars,m;i,J,T,,iJffiiili--tATf g,or,reirG;.lar"t.-",-f..i#;;"..

{c,. On t}rc tcrr:rination of scruicc or on procccding on l,cavc

fi ::*:"^.r:_?.Xg:n:l:,:op:ui*;iG;;;.;-1i#ivork.the
m;-Tf.o 

sta{f shalt surrender his card to ur. i=in,,euthorih..
I.O,PUEti.

."3Jf 'tff,"il-:I3f_f ..'::*:,:::_*i".:orestablis.ris,entsandat a:rv, .ther tirn 
''!Lir."13 iircrruses or establisLigrents and

creteinecl uo* u,"*l.rh"f:lf^":.":'l::Si:"{k":* are iiarrie to beiffi:ltrI ;.:IH*1_i{_*.r, ;##t}" il triffiffir # ;:Mamage,re,t, r,.*..r" ii,"r,i.*?" J,,
f :?{;*;t,*'*ff ::ffi 

.jiifr*o,,.otXnoi,::*:*.#;;;;:.T;
l.S-:*-t1,^1_1""ri,;.#"'J.lX?"T;.""X;_";l_*-:r-,:rnrlep,.;;;;*",.ff sr:archeti.D

IITG:

,,"l. $,;,i[ll",l 
he at vrirrk ar the esinhlisr, \]r:r)t al .he ti,re fixerl anrl

(b)The stalf rrho are rctluirecl trr sign in an /i ,mark repuri,r5,, oii cluty ;id ;;r*g juty. :nda:rcc Registel will

""|?H: 
ilo-;.*i'" 

*" ;q;il;;; ;".-,i;e czud shari }),,,rsto rhe carcr in
,J*ffi.i#:i:":iH;.,fl rr"ipl$*ff _.r,T,*-T;f i*0,.p":u"+, ;;# lvagrls as provid*.to.t . p*ifu*L *, ive.ges ,Act 19s6.isror:,i'il-"l..i,#tffi;ilfff; f.1ffi i.11i,1"-',.,i_*Jo"*,",*e,worlcins hours' *jth"";;;;l;i"- siia, t" irar,rl ryJar gffi *pr opo rtio riate J t' r I t :rl *c tecl' -G';# r: * u,t, ;; f ,lrl,t#.. r*:;<iuring *r,.nki.og hours, without p"rmi**ior;;hrii be iianh ro be treated

as absent for trre *'rrore .,;, ;;JL**o".i #*T=" ilre resr urrerva_r



/

#;S.saict 
interv- 

::: :T:::."
liablc for disciPtu

{e)If a steJr is 

"H;' 
*"y 13""ii"iil'''t""'"::ii?tfi tffi:3

mark *tt"na*ncl;ii *-: PIT'ff1*"tXffi:I**,i;. r"t" uv 1?o
Irfr"A"t i" thc Prcscrihcd Prolorn

tr.".o 10 **.**J o* g tio"", l*""*,IJ ""yqr}"i;fi'J."1-":#rJ;
derjucted iro* ii*;;; *"::.yt asainst such *|1"'lffifr; .-_^-

ir^"r-*,96i*19**H.ffi *":mt
nLlnl"#i i''ai=pi"ved o* tlre notice board'

13.EEiIF'T w*H$'E3iG:

(a)l,Iore th'an oiae shifc ma'Y 
-be 

lrorked in any unit/department or

secdon .r * ..II,;,*.,,J ', tu",lr-'I=ii"* g' .1'i "#gemen! 
as and

',rhcn r-cqr:ircd' 
tff";;; 

showing ffiru#; J'u it^p*oA ou thc noticc

I

(-

boalr1,
ice to bc Paste-d "rr F:

(b) t'he *,o*e"111 **i"-lcJ.t*# i.' #"#T(i:)'l'he Management shall bc cntitled by notru-c' 
;;;-'od *",'uOff

nctice boarrr t" *?* ;:f:*fil*# #"yffi;:; .F =,1* *:"[tl}"o"'"t-io- 
atte. or varJ' P1;ft#.*f ;-;th"r. He shall oot

sb,ell be liable to be tt:luf:'T1-1,^,.* nermission nor snall U" t""Y: P*l
ooltt'c ,u*u '- - 

L* transferred. from orl€ ,,*'r '" 1.---. ot all be leave his
shell be liable to

be arorve.r to chans.. H"-:X:*Ht*:ffiffi ilHffill''illi *";;;;,'".r to.chana. Eu ..ryft f:*ffi*:#ff;;;;fuse or until trre

iio?i ii,. e;d ?r,i :"*5f^:*S.tt##h;:;J'" over rronr him'

stsff sha1l he g"Y*T"'] OY-:::
Lay off and .*Y:i.15'11":i Li,"'lboz irra Rules madet'H] 

; Industrial Disputes
provisions of tlre lnclustrr'ar

L ihereunrlcr'

16.P.AIG!ENT OF EALARY

(alsatarvcluetothestaffshallbepaidbetbre-P:"*pi'voft'beTmdayof
the iast d,ay of *u.*roo.s. rrerioc * #"?LI.ii"rn 1.1rr'" 

r"ue*" are 
-n3Vable

in accorrl*,,tt *iit' pilt*l'*= ""tit"il'ry"1 "l--*ages 
Act' 1936 on a

working day util"il^ ""til'tg 
nJ'*"iltified' undei steoding orders

No.l-5.
tb)Any Pa]' due to a lremb:I :f the staff' but not paid to him on the

usuat pay-day, ;.*;;.r-. of bis *H;;r-r.b""o"L'a"t work sirall be

paid to im oa ttre day he retura- ;?*;. 'Ho*to*t wbere such Pay 1s
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not givcn t<} }'''im olviIrg to ]ris abscncc fiom tlic officc/cstatc on lcavc, orfor so:ne cl]re; r'easo[s orLrc.cause ol-]eis cleatJr, rt shall be sent to hirn, ifhe sc di*:ts, by money orcler at liis Lrost, cr given oi- se't to hisreprcsentar ve .dulv appointed in writing or to l* legal . heir alter asubstantiai ,.laim has bien made in respect of it.

(c)where e:' plnSment of an], staff is terurinated tJre $.,ages earned hyhin-r anci otir' dues ifany except gratrrity bonus a:rd provicient fr,rci
"91x bc pairi 'eil:rr: ure expu3,i of *"..orr.1 *oo.kir.g clay fruur the date onwtrich his err; 'rovrnent is tei::rinatecl on p*arr"tion of creara-nce/ noliatrility certifi.'; e iss*e.d by the "o****,i ,i..i""**r,.
16.PUBLrs)aTrrr g@

Notices specil 'ing the d.a1'to be observea as- Horirrays and pay daysslial1 bc pasrcri oj-i , ,Lr lioticc Loarir.. iil*;t?"ir,rue"i.,s for a carcndar
,vear- shrarl be crisi:lavt' t{uring the n.lrtrr of Ja,,rrar.,,. every ,eiu-.

17. LIIAVE:

Everv staff shail be entitieu r i,eave as follolvs:-

taEeEgatjEarc:- A s1aff w'ili L, entitieri in each r.ear- to a nraxfunurn ofseverr days casual reave on furl i. Tr . Crasual lean e *ot taken rD any .1acalerrda' yea-r' wii-r not be ""ro; 
.rver to the reave accpuret of tie staffer:ncer-ned lbr rhe ncxt ),ea-r, Any r_sua_l d;;.;;;; #-;._I* o?.**r"o

;t#;r;i 
i'lr,y u,e cirlerrcr:,u' y.or *ir, i;c dcbiicri iu iris priviicge icavc

(hlme:w:ri-i-iE$,.E: 'r'iir;.: days Leav".:o j il pa.y shan l_ie a_[oivecl in eachcalendar vearr to a stafl'or. *J.orrt o{ relJg, ..i* L*iio*t in acr-.orclance with1-he .eligiolis per=tlatio;r of each emploi'e.l 'i \is leave shall be in arlclitionto an1- gcucr':ii lrtrlida.y rv-ith pay *lli.h *r3, lr.- gr*rrt*.i to E{l eruplotecs.

{c}rnnar;qcE_parrc: A slal}- shall be entitlec[ fu., pr: vii.t ge leave at tb,e rate ofc,e clay *'itrr firll i>a,. fc-r e.,/ely 11 rlays oti u* ii*". Accumuraticn ofprivilege leave \{.iiJ be aliowed opto ro.rrqil".^,ilrj*" priv-ilege ieave caa beencashed beJbre lepsing, efter'resr:ving a .ru.riili:,,m of lilteen 6a.,,s atcreclit fo.r avaijing iu emeigencies. 
q .*Ej

{cl)srcx IEA\tr, /, s'iajrtviro i"s 
""itia*a yl-at a,ry tiae w,hiie in the service oftJre Corpor:atjon shall be entifleJio sick leave *itn n ff ,,,1y for the periodof the rllness suhject !o a lrra:rirmul 

^Igut of eO Jays ini, ..r: calenrlaryc?u'' 'rhe g.arrr''r r;ut'ir icavc r,riirr fuli r-rr. lr*r*;.ir.,-a.c pi &.rr.pcriodsover one montlr in n carerrcrar 
'ear strail i,.. ,t. ih" discr.r:r;fion of theernl:,oyer. u,avairect por-r-ion of s"ickfea* op,o ;;r"t r",r of seven daysin a calendar'-1,s€u' wi]lbe 

"x;; ;. be ca#ecr r.^"r*r t,r rre availed b'
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,ir.ll)scqrtcrl.1 \.clel':r l itvrvitl<.rtl llri-lt suc'!r accurl:rrlal itllt rvill r tr;l l-ttr l]er luil tr(l

L.il

fxccf diilB sixn'rlars
l'lrtr lvitr.tir-:al' <lt:r-ii-l-icatc siiull be give'l

i')lil':'trl ilr st)lllr: otltct' iict'nst'd *redic:ri
lr-t' tbo' Llor?oratio.n's Mr:ttit-al

iila:titiorrcf rrl;1-)xlvecl i-r5' the

li-xi.i'ti oliinarl' lea've ort lt;ss r;l' ira'1' strall l'ie

i'1rllou-il rg gt'ounr1 s; -

irc graltterl itr
i95i.

L

t lcr11;r;ttrl.lOtr'

I e }gxiga-O-ep-:s-sgE t&i\YE-i :
er';:.ri',crj to tlte filnff{)ll t!lc

(i)Sit:}rlresl+:,I.lrisshlrlJbegrarrtedtr.lastcli-ibr.tirelltrio,;lt:l.ir"is
sl.lilless orr 1]r..-rrtu..iroil nf Merlicat c)et1-ifi,-.lr-r.r-. i]'l act'r-rrrl.iltl.{-'c 1';j111 lhc

r r1,i\,iaiirrri 1"r (r!i t'l' this (-t1-(1tl '

iii)sltiiijr, li-r,rvi:'. A sllijT 1r,;-1,1'l){: $Iantt'rl i3zrvc 1ri1}1 (i;. ri-itJr'>i-tt pitr: ii'ri

ii,i- r,llr'1lr.rsc r)[ iriglt''r :'tiirlrr:s" Titt'1';i. rli s.tr<'h.itlilvr: sh:]'ll-ll+ l{ tlrc

-:l;::i.rl.tc ,llro,.,.li i. "f 
itt cu'ti-'lovtr: ar"J srrliicr:t t{'r tllc (iovc'ilrncnt

,,,1r1r,'rs is:;rtrrl irl tiiis t'r:g;rld lirrru Lirnr: Ltr tirtrt:'

iiii)Lenrrr- li.,1 (:rrii)l()ilIt(rli)1 .,.!x.r*.1' A:;tialr ilrltt'l>e p;t.Jrtttr:rl k:avr'

u'ilLrrirlt l-r.tv ii-rr tltring t';lrrllio-\'rrrclr't' a-lrroari"t'lic y-ra-nt t-rf slt'-'h li:r*vt: shall

t.e at. the nl:r,cirrte rlisr-tr:tiott oJ,'tl]e 'irru'plt'}'e1 rtltrl strlt';ecl tt'\ tlle

..;1-y!rr!]rrrr*t rrr.tcrl isu.r...l i* tiri:r r*U-"1 ft'':'ri' tlt'e t"' tirr-tc' .'flre,si:ril'tirr
s.rt'!t leavr: s,lrrll ttt'il lrc riiqjlrii: f"'- t'lif $*!Yicr lrcrlrfits trrr'llre periotl ol

s r tcit ielll'e i r t i-'ltt ri ir Ii', Br'-tl uil -1''

{*'rr-are-aYITY-tDAvE;:"'fr*ttt""i'tl:' 
k'itvr to lbur'i-lr: :rtr-r-l{' -*ilall

:ri-(-r.,!1lftiicc rr-iili tii" 1"'*''t'isiolis 'll lt{atcr:-r,\' Re*efiis At:t'

(g}rsevsro-APFREn.TIcp-F:-Apprurr|icesslrarllLccrrLitlcdLrrlcavcrrsper.l"irc
Prtvisi,rrrr ol'llrr:r 4il,*,tliriFi Ar'1., it?t'r1, ss r'trletttlr:tl frrrttt lirrttl ltt iillle'

(:rj A stnlf rr.ilr., cl.t:sjt.(:S t,,] c,burir.r [r:i'rvc c,f irbsrnce slridl. c:xcr:pt irr cir:;r: t-'f

eirlei.gelj(-r..il1r1ll'.,irtleast24lrotrrsirtarl'varrr:eforlt:avt:ttptrrfivt
,t:.i\-,si,iiitlllir[i'ti'sDI;ttviilrt:t-:.irrc'titeru'1s(i1s'1'cthcilalllt;ftht:
i)tliceiesl'alftlr.esllrillis}rluerrtrr'hoslrnllissrre.,111g1Sl.,ll-}tlre
altplir--alx:,-, ,rrrl,rr', l.r rvc]ek r'rl rt.s slrhruissrrr: r'rt' tt{''O r'1ay:s plitlt' hl t'lre

(y]lIrillerrccil)ellt crf llre leave spplied. for $,hichever is eat'lier, 1-rrlvidetl

rirrrl iirlr. t"e,r'c' "i'iii.l'i 
fi'r'is to csmmeu<e rvithin 3 cirlvs Lirertof

1111 q11-!r-'1.urtr*Jl" iri'-,-iiu"rt ttn t5e sanuc da1'' Iillc 1caL'{: is r'"f'tsct[ ':r'

*st,otlcri, ;i," 't'"""' 
tlrerr'*f s6all6e rcr:*:r"4c6 i'r rvriLilrg b-v t6e

rr-ttt!l,rt'it]-f{l-qsillgtilror''ler'A(-:ollyofsuchrttrlershallb':givcttl'o
tlrr sttrij. if lrc "; llqiiilr-:s. A st'eli 

'o'h*; 
aflcr proc'ucciitrB <;r'r-lcirvc

rlr-sirr:s t. r:xlcrrrl lcnve,, s5:rll ,.oi.* nrr applicnti.tr i. r*riting l. the
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ii'#""i,,H, 'ff:'r:JffH*,', allowias sufficicnt timc to tJrc corporation
sartclii;nerl. - --r-'-r ^refbre the exPiry oI- the t"or," 

^ 

=r.-eacit.

If tj;e *.i;pli. ricu jbr e:rte:lsion of lea.re istiie st,,rff is arv,, n"* ui* 
. 
statir:n o.*d;i;]*X."lkffii[i.ffi,1,rvitb his rrpp.ricar:, ; *.41r;r*uil;?:* 

the h{edical onEcer ofrrrt: C.r;rr-':i{-1tion o,i ., ;;; gr1".1.J ,-*oi"":"ri Meriicai practitioner.a:rrr irltrruate_- rhe p:,. =tit prrtocr ar._"r,ili, Ihe exten*ior, ,-= L.luirecr.
f,r: r'er:ril;t oj-srir-ii .i'f 1-,r, 

".r,.,,r.a".;;r.;;-of 
i..*r., rh..: ivrar;rgenre&itti::, ir;inr"_,ri,,,,.1, ,ririi.,, , 

, rt,. _r"-d" ,,,,i;;ri,*, ,tr* rxte*.sr(:), ?,f l.or,";l ;:ff .,ry;;:, ili i,J:. ;*',, * #;.;:1",, *;u.G;;;-,;;. p.;.;
(l).) A sTalTrritro,has lteen. gtar:teci ;, vrr ol.. exte;l: .g:'r:iiilcl sh.={ irot }r,^ ,iil.^..:a ,., s*.*c .t,,t 

tio, oI' Ieave orr ueclica_l
''rcr-ii-fir''*tr; '1f f-r.e:1 t*;'L.. n+., -al *f{irr,_toi:.*.1r. p.oiuccs a

, . I$T,:,,::.:[:1,;'"*';oi-i"i,i"r, *i,n; 
'",,.;',T.'*-=;lJ 

,]T"',:.=,T*;1.f
O, 

ir';,,],,1:;ic",ir,r;r:s !r len'c sh.e,l hr sii.r:]]iirec j* 
_rlre prescriberlcr !oi11,s _,_,,,i'lllijl:,".1 li;;,11,*:::,:l*:,; ;i l,= ,,., 

"r** .,,,_"ii.},, *io,,iui-ini1 r.iic ica.rr, re;:-'r:n1 oi th. rrrlrl::rss ,:rtir- ,i_pri"oot{rt) it'a staft- rrrr

;*;rffii;H::,ffii:lli::,;:, ir''; rr,lffi ,*lJ;llci*,q: t;ngi*rri1, *,r..rriro' ..,r:;;*n-*s rtith.irr I r:r,

satisfnC1,iori.,f.il.^;;^.'].>LtUr}r{ILlCuliyt:.r,.l,ell,lfti:r,r.,,*-'.;.]..-'

. e:r:p i i_,. o r ii ;s *;:f U, l; _: :,T::i *,i;. i;# tl*i jili.* jj ,*;
''' frl]ti t.,ffi=iT':j,;:,:.l;;jx,,"il".;lr,,r 

r:rr {,,rh,, ,rim rrre
elig*,;c*s #*;ftt L.ffil 1J;JI.: #n":;i!:,,''t',*l:,-.=,- ,,;"titnt: rriihrtr rir.r .',,J.,,..rn Ii"-rllat 

the optio,. or.rn.l?;,r. ,,vrrileu ai any
I 9,4E.*P$ (}E 

-WTTH O Q T I:E,AYF:iii) A .!

,r.rr,,-'-'].--- -si'-+Ji 'not ebsent hio,s
,r,,.,orl-]]t-',1'tea's' 

iioo:l' staff remar.,, Ill^ - ":'lthorrt i;'icr'
;*. n,., r;,1,, ;;.,, ji,,';]fl 

= 
: ; "fl ffi ,i;3;it:{; 

',1,, 
il }T:jirrj Ai.r::r_,rr<,e rr,. !.._..-

l:L**H*i*Iiill j,E;:i.ra j,il:ffi.r,il,,,;?,r,rr
getfinil exnlanatioo , n"tt 

as 1:ei' fii-6'. a1 ari.v raie alterllec.s-sarv. url other procectrrrc if rleemecl
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noticc. 'I'hc narnc of such staffw=ill bc stmck offfrom thc rolls
of'lhc C,orporation,

rlrl DArn E Ar rrrattc.<\r.l ru1, l&VitUA!Lrr-

-., -..-rec, ,*xigencies of rvork, staIr shall &e gra:lte.cl horidays
witJe lvages on 4 Natiorral Ho'iir.iays arrd 9 other rlays of pul;ii<:
festiva-Is of general or local irnpcrlance, rnal.-ing a total of 13
paici holiriays rturing a celender.!rear. Such g festival holiclays
shal! tre decided b1' tJre eurpioyer in cousuLtation r*-ith t5e
concemeri trade unions of stefl 'l'tus slrall be in acc-orrlance
with the provisiolls of Kera-lrr Ind r,r-stnal Es1.a-h1isl-rmeuts
(I'lailouraLl and Fesilval Holidnysl Act,. 1g5B srnd colirectecl
rrrlr-'s.

(b) cc'm1;erisatcir-v holirlay s in lier-r oi Natirnal anl Festival
Ilolirlavs:-

Auv stafl-rr}:o can:not bc sparcd c)li an-iy of thc National or licsljva_l
Flolirlavs clLle to exigen,-:ies of work. sl'rall be grantcd. a cour.perrs;rtory
hoLidai' wittr rvages on eu:.otfier day withrn f"vo nionths. In case ttre stajf
is not granterl a compensafing holi{ay as above, he shall be paici l\,ages
1-(-)l' tlso Ca','s i:r lien therer:f, If any cf the Naticnitl Fl*licla;'s fsJls clr th.e
rveekly rest day with wages, and a stafl- is requirecl to work on such rest
de"', he shalJ. be a.llorved one d.ay's ccmpensatory holiclay rvith rrages plus
a ciay's wage.
21.OVEIITIIFIE:

Sr-rlriecl to the prcv-ision of the lanv frrr th,r tirrre t-eirrg ir Iorr:e,
all straff shai-l bc: liab]t 'r-o w'oris ovr:r'lirue, rvhcuever ,crluircil iry ihc
Ir4an:agernent..

Z2.s"oppaGs Aryp $HUT SO?II{ OF rVORr!;

/^\ml- -- -* ^-iaj i rle iiiariageiuelii la&-r. at a_liy titne in the event of fi-re,
cata-strr,rlrtrv. break-clolvn of machinel v ol' stoppage o{' supplv of
i.)o-!r'er, epiclemics, cir.d coilrmotion or arjr otlter .au". fieyoira
tirr:ir contrtl, stop or sln.lt clorvn a:ry vvork" ctjvision, ctepartment
or s.eetiou rvhclll' cr lrartially {br r:n3' per:iod, per-iocls rvithout
notir:r:. 'f'hc far:ts oI-stoppage or slr.rrt ciown sl-rall be not.ifieri by
1hc nolice pnster-1 cn t_he notice bcerd.

(b)h thc eveut of stoppage or shlrt ct,jrrvn for au1, of ilre caltsc:l
mentjoned in Clause (a) other than a iock-out or strike.

(iilf ocr-'urs tl.uiug woririrrg lr<rurs, lhc si^affaIlcslccl shajl L,e
notified hy nntice put up on the notice boarrl, as soon as

\.
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practica'lc, li'h.cn rvork r*-iu bc *s,mcd aarl whctlici. thc,- a,ctcr remnin or leave flreir place of rvork,/ 'lt$*i;l*"ry: ;,T,,.
cietei*ecr sli.erl *ot r:e i:airl fcr rrre periacl i,r a"t ro.*. If theperioci oidete,tion exieeds oue'J*r, ,rr" 

"r":r-o cietained*"halr rrc c*ti*err^t'; receive 1l**..- lbr tire whor.e ^f {_[6 tir.grirrri,g rvhir:'the'an: cleraineil .r" , ,;;,,i;;;-:Jopprg". I,ioother corrpe[_sati;_,n shall tr. n.trn **ihle rl *.=.-.f sr_rchstr-';ppirge' {'{/l1g;1q.:i;1:f i:rac'GJ...;r;-;;;=;;;ril ,rou.* siraj_i begiven fcr the resirrnptiori o{.norrnal rrrork.

{iiillf t'e nr:ut,gerne,t is una'le to pruviclc work for a::v of i}es tair afibc tcci, rhc in*-Dagc ilr".. i s, rr.,u bc cii *Jtlccr, rritJ: o u tnotice' to Llv offfitrm r*Lrx o. a.,t- alr or- a,y suc, stairastlir l,{:*t*gei:reirt ,uai, selccf-lirr. *rr:, i;eriocl or pe,ods.
("]TE F'4a-cagernent :na-l' in tl:e eve:rt of s&i!.e aiibcting ejfllerrviroil'l' or partiaily 

"or'-'"..aiii" ol' ciepart,:-*,' 
"r*tn ryork cloeeric*.,;:r eitfrrr r,,,hsll.,, c,r- i;ar_tiall3. uo"L ecciicrl a. de1:artme*t ..md anr,.o trrc, s ecr io' nr' .i.parim." t #rr."tJ b:; ;; r;;;fiIilio *."or.i*no".ivith thc provisions of rhe r"J"-t ix boprt 

= .tJ" L947. Trre staffc()r,.*rrr*d siraii aiso b" *;ii-ri;;i, *" c;;_; i,oii.. ,rior toresr-rurplion of ra,orl< a.s to whra ii. *.,rt will lre r*Sr_i,,lrd..

(diStatl in case
iiroviilcil i:r:,ilci
?g.EEEEEgi

of retlenchrnerl or la_r, ofl-w-ill lrr: qi1,sn berrclils asfuttlust-ria-i Dislrutes ri.t, f gaf. "

All skrff shall l-re L=,or:nd to observc the Safrqv- Rules asirrorlifieir frr:i, tiine to ,il- 
"rr1 ,ru* *dtr.i=;o-io*.il1 as ar.rd

;.!.,{m"fffi "#*;il;*'"fu,1u 
,.",;ol}.ld rry uie starr

&*.8tr98&QY;:

("j i'io siaii-""qi:y rvridng to a:ey ,)er=on (incluriing a colieague)or- b1. ,-:our*u,ica*-ri,, t" tfr*-p"f,I", pape's, jour-.als, bc,oks,pzunpiriets o. iea{iels or fy _o*Jrr,i. Oi""rJ*b"; an3, piacedisclr*rse or c.lllse t1 be Aiscfo".J a-t a:4. tirrr3 dpalllg flre service:',-u: *' c<;rpuratiur, ;;-ffiLati.r, rciatiup tucosr nf prrnl r r c tion, 
. 

of 
. 

r r1i "i ;^ ;i I; .,,i::Ttr r,I"t,.rn iillXfi,iuformation aborit pr.ilru."*ri- rnade or Lontr-acts entered
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i]3to by th.c Corpora.tian il} or out of court or a]ly othcr
i::J<rrmatioa or matters of 'tradc or business secrets'

it ) Nc, sta-ff sha]l, otherrarisc th.an i:r the nonnal coursc of hir*

lsqri-k en.gage hieself ia givrag information or adl'ice on matters
reiating to the activiiies of the Corporation.

{c) }.lo steff shall carry rvith h'irn outside the factaryri6Sce/estate
pr.emises any pape:.s. books, drawings, photoglaphs, instrumeng
appalatus,docurr1entsoran3'otherprroper$rbelongingtothe
Corporation. .

(d) 1r{6r st-aff strall take notes, dra:ring or sketches, hr his o',vn

use, of nrry pta&t, pr(Eess or work or keep copies of ofrce papels
with hirn.
{*i Any books, dririrheg, sketches, pirotographs and similar Papel-s
coataining papers or j::formation relating to the corporation's
busincss affairs. or opcrations, shall alwa,vs bc ticatcd as
Corporati:an's Droperf rvhethe; prepared by the wor-kma:r or
^r.1. ---i - -U|JLI Tt IJL.

Prrc.rided that these prrchibitions shall uot appl1'to thase sLaffrvho
are specially autir.orised bv the Management to take opt of flre
cflice/eshte preu:ises ilapels elid doeuments for purpo$e of strrdv, or for
other purposes ap1:roved by th: Management'

A breach oi this order shall co:estitute a ",isconduct under
standing orrfers,
z5.ACTE OF *IIS.COT€DUCT

Without pr=juclice to tt-e general mearring of the tei:n Tvliscon<Iucf
tJ:e follorving acts ipd 6missions ou the part of a stsff shall he treated as
.-,:^--^-1.-^+,rrl.l:'u(JLlu Ltu L

{iiWiiful insuborrlination or disohedience, w}rether alone or in
combination H/ith - oth.ers, of an5r l,awful and reasonabtre order of a
superior.

{iiiTheft, frauC or dishor:esly iu coanection u'ith t}.e Corporatioo's

{iii)Non oi:scrveilce of safety r}easl.rres or rules on the sirbject put
up on th.e notice board, or interferclr,ce with sa&ry devices o1 fure fighting
equipments.

{iv)Givrng false inf:r:uatior-t regarrlireg on.e's rrase, fathe.t's rlame,
age, qurnlificu.lttrus, address, crnplrryu.tcrrl or coucuuliuB auy facis aboul
any previorrs emplo]ryFe-nt or conviction in any cottrt of law for .an offenec
iuvolving mora-l turpitude, :
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{-'") i{abitr.a-l late afJenrLanc'c dnrl/or habif-al absenee fipm dutvrn'itlrotrt Je ave. ,.;. ,:;:: , i

ivi) ril* glec r or- negiigence of d.u$', malingEring, .ah secrrk r g, slawingdown of rvor.k or sieepirig Ln d iity: , ,,..- : ,, :

('.'riJTlan*j:: .f.ld*o!, cxtl|:1i1*dic*-1 c,s:d to trrrothel. p..erson orfrequent loss of Icientiiv C.arri
(viii)'l'aki,g r:r girri,.rg r-rri!*,e o.1 f;sal gr.ati-fi.cadr_1. Lr1. iridulgu:g i'con'upi pracrice, .j- j.

irx) A,ssa-iriting {-)r.' ir.rtimi.d1t1qg.1ln1, workmrm or,emprol,ee or ofrcer
*,*:,;":;i:::,::.,c'r 

-,a'ii'iii ihe preriiises .,r. i, the corpoiatio',s office,/

i,.i c,,,., i, ii,, ),,"I i.J;: ;::!, I ; 

i lilrrJl ::::*iJ ;",:: *:1. ", *u *.,,behaviorrl in Cr;t1ibrailcri,s pir=mises or a:rv aet subrrersive of clisc.iplirns,
{x i} Si: rok iji g iii i;.,oJ ri}.;iicil ***S eo"*.r.i5r: r*. I.,{inag1;i. _ *.
[-r:ii] 1**.,*s rsrrrk rritbr:ut pcriliSsion,
/i-;-: ;\ (r^'r-ix.irj::'ar:'rtngf oi'rrilifill rla:irage tr: oi 10ss of ,Jcrpcrafon.s goods orproprrq..
l.r*"1r'vi1)f,rl teihrre to irfcn:l''ihe i\{nncgenlr*r (,.1, ihe ru,,tetricalofficer r-,f a,:.l'(:.rirLas,iuri= or'rroriiirL,i";;J;;;'.jl.rr*t .i h..,, a saarror arlv

trffi#riiliug iritjr J:;::r as sclcni'es thc ;-;;:;;;;;.,"i.-,;;,."ft1
i:<'r')Accr1-rrir:,g ser,:ire i:r *.tf 'o*rer estabrishment, ftr,:to4,, r_.flice,worksl:.p erc. uritir.o*t iire r,-,ryiiten permissio, of the Marrageme,i.
{:rvf De lilr*:r'ritel--l s1:rea-r--1::rg t"f**ti"forrn"tion rrittr ,._, "Ii., ir_r l-rri'rri::g}aLu u I ri.isl'r-q-r liuu Lo Curl;,,,r;riiaris rroulal wcrr&.{nii)ri.lrrirs ,nee'fir,gs rvithin th;i,,r".r; prenrises or an}- of thepriearises Lril;'o.i3(l iri'tlii: c-o:,p*ratioii or- i, it"."*r_ irui,i.r_rg dus. t;*ewitho * t tf 

3 r, *"lori s rr: itteu 1,"r*i"=io1i gr ar.. 
-rrn*, 

agement,

ffitntt'*,,tio, 
of rhe. n*rvisions of q:e1 l,.i 

"; ;.;il.s navi.g fr:e f:x.cr of ,reriw, !:

lxixlAcce;:tjrir; rif gifts fiom 
:o-n_orlonen ol.erupjol,ccs or icuriing orbora*H il-rg *lr,ce, tc'a-rrJ *rru such.;*it il; *. i*pf,a=_=

1:r;<ir-'r:i.irirc' rrr. j'cl)ort {or rrork ;"r.*-..nJ"; m ao sc on a liairlh1'1ida1' {rr -a. 
r.a6"1.f, 11.r1: of ie si *;triiri u,1r: ,=r#.iri."**._,rr.

i,r:ri)(aiiinauthoriseci rlse (
quai-tci.'s, tsols. r::ar:[issi3r o. oru#p:oT:iHtJ()" 

of corporation's i..nd,
(h)[rn*,rr,r.risi:<i sub-retu:ag oi- 

-irr" 
q,arters/rai;or.rr linesbeiou grir g 1ri the rlarl-p6aaf;ic,s',

i,rxii)C<.iur,,irelj<r} '1-r. ,,ru), c;ilt':,.rf Lw i<-rr. .{ry c.ri.rrrjual t,ffcuccinvolving nrotal hrrnitrrrle. r'.t,1,- , i .!. ., : -

.",^O,tTi***rlac.h 
of anv taut,,oi,stanaing orde::s appiicable to *ie

{:miv)Refusa-l to lvork on a'gther maehi.e/section |unltrDivisionwhich does not require exha *ldlt. ,



/
I, t.7

,{'

:15:

{:ar)lnsolvcncy
{:cnri)Collection or canvasiing tbr the collction of a:ey money wi6inthe corporatioa's premisee urithout thc wriuen ,permi"*ioa ofManagernent or disfibuting or cxhibitiag i,, or arouncl td;;*i";" 

"o.ynslyspapers, pampblets, haad-bi11s, postcrs or the Iike rithout E'ewritten permission of the Managemenf
{-'oivi$unauilro.ised entry into a place belonging to theCrc'qporation.

{:rwiii}PermittJng or giving slrelter.,to uaauthorised persons in thecorporation's prernises or cotony or q,artcrs-;-r*;,r, lines.
(>orix)wilfulry rJ-oing anything wtirn i* ukeg'io enoangr' hirnserf orotlers.
ixxxlwilfirlly i,ferfering rritlr any apprianc€s se. up {br therplrrT}oseof securing tlre healilr,- safet_iand *"lf***if .*pf"y."*.
f>oocicanyiug ,veapons or tlreateni:rgG-di;aating or attempuogbodib" inj'rY to any ,oo.k*ro or officcr ori*nt"r=" of thc corporatiou

H*f*T.. 
which violates couuuon a"".o-.-u' o. rnoratity of the

L

{=ocii}Hefusal
Maaagement.

to accept arry letter/notice issueci by thc

b\

ilooriiilwriting of anonymous' or,psoudonlrrrous letrers criticisingsuperior:r in tle service of ttre Corportioa. -'t -

crrp"lffi;i."ffiu.;unauthoriseci,p*".,,g.rs' without aurhoriry ia

*i*.rlffi.]Abetment or attempt'to commit a,,y of trre acrs of

j-r- ixxxvi)Iubulio'afly givurg FL",,,,rr.,ir1rrrafie11 prujurlicial k; *rc
tioo'viilc.rnq'issioa of any 'act subversive of discipline or. good

ET::H;,,lt 
*t** in *u)' ;;"oer prejurticial, ro the inbrest of tlre

{>oocviiilBringrng. or attgmpting g b1rrrg anl. outsid.e influence tobear upon anli sup.rior auteortry io further- ui*'interest in respect ofnatters pertaining to his-senrice ia the C_rpor.tiJ.r,
{:ocri--}rvrarking faJse attendSac;/#;il;;s to mar.k another

;f:rl"-n;:, 
atrendance ,n tire Lri o. ,esr*r., provided for, recorrtiug

(>ooo<)Doing private or persopql lvork or engagiug in:.any othertrade or busrness within th. "E;;EaI;-*};":: or its preciucrs withor wifieout toois or q.ateriars berongrng d t[;;;pora.tion w.it]rout theprevious pennission of the malageaeat,
(xxxxi) i,cr'*,T3*_:]. l":r:6qL;;.y wirl,i,, l.Irc oIEcc/cskrt-e amtl

ll j
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(:ooariilC-ollecting signature or canying on signahrre sempaign

du'ing thc worki:ig hou:'s a.ad \Fitlain. woi'ks prcmiscs or thc prccincts
tleereot lbr any unlawhrl purpose,

{:n:xiii}Faih:-re to come oq,duty in uniform, if provided by the
Lorporation. or its misuse.

any ef,Ecienc.3'bar shall nct

- 
(miv)Collecdoa of fuaas io:the Ccrporation's offi.ce/estate except

U:eiron's subscription/contributioa with.out the express per:mission of the
rnqrtooement

(yxxr1)f*-oi.^starting urcrk by, the notifi.ed .time of duty.hours, or
leaving work before working hourp'are over or withoul harlrring over
charge to the incoming staf of the 61br*,ing sirifts wherever 

"p"rifi.i.l,- HuocriiSexual harrasment of women at the work pla-ce or premises
tiieruof bi' *c't= ol worrls or by visfule represe.utatn:r, w-hich L.-t,ra.u
nltl'scial contact atrrl advances or a rlemanrl .r ,*.1,r.*t for serual favorrrs
or sexTal\' colQured remarks or'showing pornogi-aphy oi- afly otLer
tlrervelcome physcial, verl:al or non-rier-bal cinrto*t "?*i"lr.t naturl.

as.pn*Eer,rrpe F.on rfl ls-coBrbt. .pT:
:

'l tre tbllowing penalties 'may- for goocl anct su-flEcient reasons, be
impcsed fcr mis-ccad.uctl g:oss mie:conduc*
,{ 1 }The foiiorvfuag tlhtell' contrtitu te' rfutor per:.alti es :

(a)Ceusure
(i:iFir-re (as per the provision; of pa,ment of wages Acq i9G6 as*nrgBd6d iorn time to tilae) :' :: 1 : :

{cisusiren:;ion without wages for a period noi. exceeding 4 <iays.
;,

(2)Tirc ioiiuwi:rg sire, l? cr.xrstilutc rir4", pcunllics:
!a] 

sr.,pp, g* of incrrernel r with' ",:r;;;;t cumula rjve effect.
fb]lVitirhot*irrg of promoticrr.
(ciReduction ti a io*.r grad.e'or post or rank or lower stage in a

time scale
(dlDischarge from servicc.
(e)Drsmissal &um scr-vice.

Explantetlon: Stoppage of i:icrepent at
constitute a penaity,,,

{i} Proceriure for imposing oI' rrr in or penaltie s :

WlrcrE a slaf iS cualqcci with am <rIlcucc rvhich ura.v, Ieari [o L6cimposition of a minor penalty,'he,.shall he informeA in *rfi* 
"? 

,r,.*allegations nrarle agiririsl tlim ag'd 
"+"ll be'giver., arr opportuaity tJ make

.,4

I
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Lthi', z d*v*ilJ;e .ni T:*":"i:*1J ffJ;i* o"'

e+'-asiderea uer"re'tro*Ts a e*f El;ff;;on*uti" eaquiry is not

;ffiie-tr for imPosi:ag such Penalres

(ii)Freced'ure lcr u"pl*ti"o Lf mqjor penalties:

(a}Wilereastaffischargcdwitlrarroffeacerph.ichnna3,leadtot]re
i,=re*igi'f ffi|ffi"ffiffiH t!.r':frftffi i;."1*:eJle B atiol:-' : iTiil;Tl,* r-io,i or o"t t * ** 

"t:,* 
. 
10 

.d'rcpres*t-rtatiooT,, 
rn-herr. *.,e a1i-.ilti""* are denierl hy him, an enqlrlry

*iiffi* explanation t'tlt5T' r'ne ariH:l-=-'-.,,.;r,ated bv tlie tvlanagement.
sjr*ii l:e heL1 oyl'*I:*mttt "t gfr"ers noini-z-ratecl

.such enquir,v *'11;; ;J;-*d'bi6lil; o*r*' than ttre officer rvbo has

raadc tlic a.iJtcga;#. ;ilC.,irvni;itait".. i'-ui*' At thc caquiry'

.hc starf .**.""IiJu"-=i;.Il b" 
i'' r.ff rd*d reaso'able opportunit"v of

eeplai:ring rra-i-L*aUg his "r"*iiUt 
it " 

u."*i*tar]ce of a iolleaguelan

aiEce be.anrcr "r?;ti"*rci-lol*,* 
or-*rti"a hc is a J*o't:"t' wherr such

ei:.quiri' relates ;'d;;;Jf i'i!li"-o** oi *"""*'t staff' t]}e enquiry

*Jr-t; treid ior nfl tit* stafseparateiy'

foiWi:^ere a clisciplinary prcceedin9--1g1r.:: u* is contemplated

or is penrl** o'1ni'J['"-*ioir proeeeclieg: ry**:t him in respect of any

offeace ,o, o.r.i.r.-ior*"tig*tioo d;-;'id;; 6t iutn'*g*ment is satisfied

tlurJ it is :recessa:;1- or desirhle'io*frJLi*'aff ruiler suspensioo' it

uray, try r.xrlcr. i, *rlri*g *,rop*rr*tffi wifir c'tfect f'ruur such dal';e as uray

he specifierl in fl* ;;;j- -e_*q[ri..,t 
setting oilt in detail tlrc reasons

for such "..*p"rr#n 
shall fr*'lobpfi.J * t. JtaJf vzittiili trvo weeks from

'the <late of suspensi<in' Du4qJ'l#;;; "i suspension' a stalf shall

aat efite:: ihe work p'=ruislJ ;;d;t !1trt ' 
tnl 1:ercissi<rn of tJre

Manager:rent ;";";"-"ii h9-,;a;e 1ii -li"aquartirs 
witbout the

pei'missico or tl"-""tuoriti' wtii suspeaded him;

(c.)lf during t1e er'quiri" the'sta{ is fbuad guilt}' of misconduct

otbertharr.thatstatedi,,'.*"..,aa'cfsuspensionanrtfort]techarge
sbeer, tt. *t i"*[Iiu"]ri*tr",;-;;"bh*.o1for s*ch ei*ceduct' but

i:eiore all)- ;;J;;'*;;t t; " iq0d& on hiru I he shaii be afirrrled

reasouabr" onffiffili&ffi;; *d a.r*oaiog hi* ""ry 
iu-reslxct of

' such misconduct' ,'

(.liA staIl who is.r!3c*, **",:::l-:"-Y:- u:xl'er Clauseipi abovc'

.ehali rl1rring ihe pericxl. tfi' .dil 
. .*.,*p.',l1c,n be paid slrshsiste;ne.e

allovra11cc in accordance *itr' tr.. p't"-*:**s of llee payment of

subsistes." Ar;;'#;;*;t,'-it i"r*"ot shall be effected 1n 
the pav

day' 
:

Y

\
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I{e}If ou the coaclusior ;18;

ffifu*";#::' ff:":-:!1.":"frH',r, : the c as e -".: b 
:, 

or rhe
of e,,qqirrlLa rn. puaisirme:H:, *i=;;;;JlTd suiltv "- tt : .a*e;
to axJ_ lEru
aliorva:rce il:1dt; tut";iliT iu 

"'o*ti""al'rur 
Drousht cut i" rre ilHi

dischar-*e ,I:30' u;; ;;Yi'1"'iq;A;;i#'"*shar not be eatitled

decic,c ;,,j,Tp;: iJ-"; ,,tll: u,li #,::ffi ffit=,:Ji:::'t;X,oi" ""i **Iffi +*+r*ig*proceedinrs.

.ffi,ffi*:*il:.,]l*' :ftTiiin 
"-T."'ffi 

{ S=,#,:;,1##
,hc ;.*? :; :H:*:J.#il1*:.XJ.;J:TJ[ ffi :trfi&tr $:

b e,.i;:;' .i.ffitlt*ffi 
*+*mtr#

sltsi:ensjc,,: arand tlre sub
TECO\.,CI{:(I,

(j)Tlrc pa5,uel : "

sha[ rr. *ubl"ll 1,f l,uUsistence 
, ..

p.*"a;-;':i...-'i#,:il-#4{:-pl+.:,,H1'"S",il;ff -ff 
#H:(siNo rrrrrer- for *^* 't- " 

r ' i i

rux,;d#;'*rt**#i45g#l,f11"*;:i,rl:gra-,tq., 
""a 

#T,::t"'L tire Mane
exteuuarin;- #'::"acluct, the pi
sucr':o'eo€d:"ffi T;'f,ffitffi :frT}t.i.$:rfi"trn';,,T
(h)Jf a stnff. r 

uc suPplied to the *eE

m*#**,
(il Aal' rlisciphaairl

o p senrice, ;l,Pfj$diugs rniti

=**iflHi'sH*Irtr**ETffi :T



peaclenc], ., 
t_.,,*T1rii3, pnrceedings shall deem tocorrtinue * =.:::" Uj, o p"j*. rssuerl fcr the lirnjtudpurpose of continutng,tueai*jpUrr_ *;;ils, unril thee*rgu_ir1,i:rr: the *.di,f "f 

;;;;;J,;;;:;"hil 
"

<:o*rpleteci a:id a fi,ai"rU*, tn.i.on is passecl, rr..I#:ro.,te-n-r,- euU!f :_:l-lflrt for a-ny: aJ;;. c,ther: relnuneratiop or;::"-r:T 1 
.urn I = ".rr-i;#fi;"r*r.nce in seryicer* lEl--i'ement'i-rerrcf,t of such starr memr:_, _[* br paiclsr.ibjec t ru ilie ouicorie of t]re Ai".ipUo*v]r-r**iO*** 

ancl itryi, rrc sc1*erl .lryi ;;;";;r#.,r, -.,r,--iri.- 
nr."iprinaryirlr,ii-Fr'.,iirigs aiici a fitial ord.i,iirj.=o., is i:assed.

If -lioivc'cr thc cm;ric1,'cc is c:(oncratcd-of tbc chargcs hc sha,

ft 
= 

f,:ji #i,;: r",: "*k:*"i: 
H H:;::T "f; ;; ;.";'6Anr. ti:re wldch,"*.,ta ffi tl,THfr:X,ti:tH,H,nf m: Hrl:staff men:ber rr:tiris fr.r*;;#cJo:fo* the r.co.rJrv can beffi*Hff t:tq_lT."i r; *,ilseri. afe; 

"*"r."*ri*ment,
1-eri:ernear*-;".'.:#'H.",Hf "=-:!ffi:-*i:1*.:Li'io'2* of the *t*r'ai,,gt"*;;,'Th; 

-sharl rre in addition tothe rccovei-y ot..Tr= .;T+r#* ro** eaused ro theCorp<;rzrliou orl .rc.cyrurt.of l-t , ,.,iS"rr.raucl pruvecl to Ltave
:JI;;.,J;lx' ilHT.. :LH: ;T*ffiJJr' ;;:':fi r iry so

I'l'lieie a. sla,fl'lias ,>e*r co'rictccl 
fr,a criminal oftnce in a court of

Iarv and *,he* r.rre.Ma,.ag.;r?i.,satisfierl-;;;;;*.rrs 
to be *ecorderl in:H"-J#,:;; ;;"^::.".,f 

.e;;';'' ;1" asain;; d;' ;;..s t or secu,rt,, cr the

fr .;il*tr*im+#it*"; '*Tffi ,,r;,:ffi ah*m
Proyicled wh.ere the remowil._-:,:_Ur:*s,sal r:f a staff is due toconrrictio.n b3, a cr-haal eil,t* 

"t r*IH"ol.**=rrtrd on * niglr.,c.r.ur-t ir:rail1, **,1..itliogl""r.;r}",i"u _;;;._.._ .,,,r*."r.r. 
.,rr 1...t,fi:T:lT::L?J: *n*iri 

""iil". e,rrs;t r.,iio"r..ooges ror rhe periori he

l,ii)

(iiij
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A stett'on \.'''hom arly ot'th.e pe'alties is irnposed shar have ileeright cf appea-l .i F: autacrity ,,otia*a r" ar-l*..r,, Trie appeal sharr 
,

be sr:+mitiec{ *tthi:r sil days, of th".o""ipt of the o.der of the piraishingauthc i{v ar: d t}e appellaie au&ent,, 
--o;;';;;;i 

**;;;#,.'_il*6O days of nre receipr of rire appeai.:

'The eurplc,"1,:ne*t af a-r:.y cri,tractual staff rla], be ter.urt'ated by"o,rins sG ciavs' irotice by tlr; *rporatior, ;;;; pay;nent of sc days,wages in lie, of rqtice, u., rrccr_,rd;1ca ,*n_ UJ term,.-r r-rf i4r114i1:tinent,eui:ject to 
',re 

piovisiarrs of tlrei;;,il.iotI*F;,i"= Acr i947 &S ;:i*.iq:n1rg(lfi'om fime tc f irne, hut' the "*J*.,o n-r a pcl.narient stai:- sharl nct heteirninatccl as ;-iuirisirir--!cri .,rl**:-l: rrro" ir"..'ii"_:.er.r +pporftinif ofexprainine *-ie charqes of misc,r:ncluct {.s"d *g*il;t hi* in the uranner'prcsciil;cd:.ii Srar.r,liig oxi., nol:. S;ilrJ#.i= aot rcqui:.cd ia flrccase of a probatior., oi. a:r apr:renlice or a lrainee .3?"RESIGH.qTI*H -- 
Er'/rL'^I

eo. &PTFAL

( f"1f1:

**":I,L"#;:; 'l#,;:.?-: iiY ,h?, e,secureci s bcnrl
-T,T:ff&?i,:;,:-f ::11..1_-,-.;h;;.;;;;;;J'ffi d;*:ffi .*:.;ilL:Jf:;;;;.1:,::**i;ih;1J="T.fi:.'*.":ffi :;*:;give dreru rarcie' Sl"rrAiog aUE 

'ilil: Coryc::aticc is

*T:.;3y::r serviccs;l ;;il; sc,vjccsss.pux Lr carf old "t **.*i" ;;E#;::

Ev*ry reti:enr:herl staffor a. starruaficr sr-ir_rp,:.nsiorr r_rr a staff leavingfire scrwit'cs oi i3r* c-,r1r,ril;; "fi;;r., i..i.'ri* ijre scrvise ,f *rccnrpor^ation' ret:rr:r an'y ri6.'rproperttrv .rr'.t.rrrt* belo.nging to the:cor-;:<;ration iss;ued r,r- rent * ur, t ,or*rJ"trol, i"i o l,,is emplo3,u:.ent i:r'flr'e Lro*oratio'. 'r'he cost oi*..h prCIperry o, tooi* not so r.returned sharll;--,Y"' to tr* rlecluctecl r"t -ilil 
.pay/,1vag6s or othei:.arnounts due to

Tl:e Jbllcri:rg'selr.,ices shci be co*si*.erecl as esse*fi.rd srr'ices:( II Frizurrre narrcc o| eiccrrjc;;";.";nrjces.
('lj i\4 ainte:reu ce or. rra{ #'""o;"s ser-r.icrs(3)Warcir alri n *rru

(5)Teiep)rone o Derarion a:ed rnaintenrurce
{6}M*t icaj r_,rd' *arJtar;;;ffiJ.''

subject ro rrf ,egal righo 
i:_.-ortr srrall purrlisrr .r r:ansecl to bepublisirc*, ;.* a:-rir:r" -,--ictt"ri;; 
"* 

o,. any *ltt , w_hatsoevei- i,. :,;rv



L

zZLt

d]+arofoverseasr}ewspaPel.,jour'nalofot]rerpublication,witleout
writrea permission of tUe-ff anagemeni proviaea-tnaf such permission

sb'allgotbenecessarSrfort]reprblicati,onofartictreswb.i,chhavereo
;;og;o the affairs of the Corporation'

35.TF=A!g8E'ER

Statrareliabletobctransfemed'&r:monesectionorjobtoa]].y
other om""T"tttTJiii'lt-tl*"iVsectioa/job' provid'ed that' the pay'

grade, cortinuity-and. conCi[oas.of serviJJ are no1 adversely effected by

sucb transfers a:ed provided drat.'ihijoi:s p-rovided' on transfer are of

sisil.ar nature aad ;..* cepable or rci"b performed rrithout any special

strofls or previnus e,.i-r:erience, es-ilr *I p"*1ible lhe 
transferb shail be

d'oaein.accord.a:ocerpithtrrepleqc+pedtransferrulesoftheCorporation
*itfr it* modifica'tion from time to time'

:

37.IHCREEISHT:

mPletion ':fevery Year
The staff shall be eligible for iocrem'ent oa cn

of service as admissfule i]} accordascr *r9-p"y scale attached to the post

hcld b.v- tr;.,", pi,widcd ttrat in tlec'Cisc of tiosc a'-ailing E'O'I. and thosc

ruraut]rcrriserllvabserlth}gflomdu'tv.theincremeutshallbedelayedby
the perecd or =*IU-p,di/**,tt5"rised"abseace' 

lf a staff is on sick

leave. on the d*t"-;;nicL ni* itt"o*"rt falls due, tlre monetary beaelit

of the incr.*resl **"tioo*rl shall $e piyabt :"ry frcm the rlate on

which, he reioin"s for dut't'' rne !a4"u?t** oj the increment shall be

subject to tlre eetisfactory ,*p9s orr the perfornance of an employee

d.uring tl" ir1"r**.rrt*i p.ri"a: tyotjre superior ofliceis corrcerned'

SE"PRASSOT[08[ 
r ,

Th.e eriteria for pr"rrrnoticrn of;slaff shall tre. seaiority, suitahility and

clficirucy. Tirc pruuroiiuu". *1*!} be-d911c iu a<x;urlamce w'iifu ilrc

prcscritrr:rl "t-,"r",rri 
of promotirrns ahrl shall be sn'bjrnt' to the pmmotion

r-i:1es of the c";;;"ti"; with'ifs:rhodifications from frme to time' If the

name of any senior is not consnerea for promoticrn we ruay 'be given

detailed report*nr]* ,,"*" is aotconsidered fo1?romotiolaad..h *,y
be askecl to ontr riis explanatioo. ,ooty after getting his elrplEt4ation and
'consiilerii1g the sarne, the rna::agemett ca:r deny plro:notiou chance to a

seruor,
o

A stnff seeki:rg emploSmaent outside tle ccrporatiou shali submit

his application thr";gffi6; channel aurt thg number of tisre he can

apply for emp1o5,**oi"oi"ia* the corporation shall be litnited to three

in a calendar )€ar, if ti.e Marragement wiitlhoids forwardiog- ol Tu
applicatiorr't]eelEa.sollfcrrnot'",*'*4irr$t}reapplicationshallbe
irrtjt t*t"d tr-r iir'g staff' '

\

\
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responsihle Officer
pi-oper arlcl fajthrtl

a_service certilicate at thc timeof hjs .sei-rice, resigiiaiiorrll

Even.
of liis disrai.
r"etiie::rent on

tall' sha_Il ]:e firrr:isherl wit]r
;:ri/ cLiscirar.ge / tei:uuradon
rs recluest.

4T. "i*'GE CIF. RE i.SEt.EivIE}iT:

Tire age i,-reiilerrrelt sjraii be Sg year-s.

42.!,I&BItITYJ:

The Manapitrs- I-)i,
iiri-rr 5fus;1 l;e iiejcl.
these Sta:rciing Oir;

)i{}l' r)1. anv olter
rsi;otsil;le fbr- tlie
-.

norninste-ri hv
obsei:.ialce of

4.3.EXI{TBITI(}N 
GS' FA}fDIHC O5{DER'S;

J

. A r:o1>.1- of tirc ; -tin* {)rrIe1 in tjuqfist. 
:guli bc pasteci on t-he

rl{r-1-r} cctice bearcl a.rlC :_; i;}, i..pt1G#r: ;ilitica.

", .r.j,.r*-,* 
elsc l:e supi:lir ' t+ a steff cn Fe-_,,xtrert cf Rs. 5,/_ per ccpy

44.FsiniER GF piF..FEREffT A;J .t":$IIiEE

. 
A1l 1:orver.s c.u-Gu-c.cl ou a.,,

;3J:';':-;.?:';:H,:*L:1il",rj"'}=;',iiH*;x:::',#;+,:;

EEER+- Iftliereisanffi 
=u,tt?j*$r1*i?#l.H*T#.XTffi ;m3ffi;rJ,:,_"T':trx


