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THE MADHYA PRADESH INDUSTRIAL EMPLOYMENT (STANDNG ORDERS) RULES, 1963
[Published by Labour Department Notifimtjon No. 9556-9727-XVI, dafgd rhe 26th December; 1962, vide
M.P. Gazette: dated 1st February 1953. (Part W-G), page 561 And as unended subsequently by the
following notifications :- S.No. Notification Published in MP Rajpatre 2, 3. 4. 5. 6. 8. No. 369-88350M
968-9050-XVI 5782-96760M 1004-1034-XVI 5167-3541'-XVI 757-273.XV1.A 932-83.XV1-A Dated
22.1.1965 27.02.1971 19.10.1973 14.02.1975 07.08.1981 0203.1987 10.3.1987 10.01.1992 Pt. 4(ga) 4Ca)
EXT. Dated 2805.65 26.0311 02.11.73 21.02." 21.08.81 2703.87 23.01.92 520 138 770 74 270 « 45 51 71
NOTE : In the footnotes appearing hereinafter, reerepce to amending Notifietions is made by Serial No. u
given to them above

1. Short title.- nesc rules may be called the Madhya Prade.sh Industrial Employment (Standing Orders)
Rules, 1963

2. Definitions.— In these rules the conten otherwise requires,— (i) "Act" means the Madhya Pradesh
Industrial Employment (Standing Orders) Act, 1961 (No. 26 of 1961); (ii) "Annexure" means an mrexure
appended to these rules; (iii) "Form'.' means a appended to these Nles; and (iv) "Section" means a section
of the Act, RELEVANT NOTES Indon Developmen: Authority Vs. Indon Development Authortty Dally
Wages Sube iigineers Vnton, 2000 (2) n.' 190. Bhopalkar Vs. State ofMaOtya Pradesh, 2001 (4) 238.
PHED vs. BudhaRaoUagaHe, 2001 (2) 399, State 0fM.R vs. 2008 (3) u 41

3. Procedure for :ubmigsion of amendment.—- (1) An application for submission of amendment under
subesection (1) of section 7 shall be in Form A. (2) lie particulate of the employees br the purpose of
subsecion (2) of secdon 7 shall, in addition to those mutioned in Fom A, u follows : (a) number of
employees anployed; (b) number of anpl0ye€J anployed through coaeacton); (e) of the trade union or
trade unions, if any, to which the employee' belong; and (d) ifthe application i' by z trade the I-teat
memberahip. (3) A gmup ofanployees or representatives cfcmployees in the game indusuy deairoue of
submitting "joint draft ofamendment8 referred to in suboection (3) of section 7 sbdl apply in Form A
through a person authorised in this behalf by such group or rcpresentatives, as the case may be, and sha.ll
in addition to the pa.rticulars in sub-scc60n (2), fumish the following particulars along with the draft: (a)
list of employees or represaitatives of employees, as the case may be, constituting the group with names
and addresses in full of each undeliiki.ng; and (b) by a decla.ration-.sigxed jointly by employers or the
rcpresentatives of the employees in the group to the effect that the undertaking constituting it or that the
avloyees of the undertaking, 88 the case may be, shall abide by ihe conditions laid down in the joint draft
of amendment

4. Certification of amendmenti.— As soon as may bet on receipt of an application under rule 3, the
Certi9ing Offcer. shall forward a copy thereof to (a) the employers when the applicant is the representative
of employees, or (b). the repmsentativ.eg of employees ewhen the applican is the employé! ofthé
undertaki.ng together with a notice in Form B. S. Methods of sending Standing'Orders.— St4nding orders
certified in pursuance of sub-section (3) of section' 8 shall be sent by registered post to the employer and
the representative of the anployees, as the ease tuy be

6. Register of Stauding Orders;—The register required to be mainta.ined under section 12 shall be in
Forrn.C and shall be ploperly bound. Certifring Offcer shill ffmish a copy of standing orders to any
applying therefr on payment of a fee of rupees five per OPY. i[6-A. Addilional matter included in the
Schedule.— In the Schedule to the Act after item XN,' the following itemeshall be added nan-tely : "XV-
Age of Retirement']

7. Framing Standing Orders.— '[Subject to the. provisiogs of 'ection 6 of the the StandardStanding
Orders for all undertakings to wh.iGe the Act applies Shail be those set out in the Annexure). FORM A
[See rule 31 Application for amendment of Standipg Orders Datedthe To The Certi$ang Offcer,
...................... (Place). Sir, 1. I hereby apply for the a.m.21dmen.t ofthe standing orders applicable in the
following undertakings)- 2
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2. Address to which raply has to.besent ........... prvenreennens 3. (a) The reference of the studing orders to
which amendment is sought- Insanedby3 [2-11-1913]. Substituted by No. 2[26-3-711, (b) Number of
standing order to which amendment is sought 4. (Ndt applicable when the application is on
behaifofemployccs) I un entitled to make this applietion being an employer of the undertaking concemed
OR I am entitled to make this application on behalf of tbe group of employers" representative of
employees vide notc of authority atta€hed. Please-fill the blank 5. As an Offcer or a
representative/approved/registered trade union of the employeescancerned I an entitled to make this
application under rule 3, [Strike of what is not applicable.] 6. Five copies of the dran amendnient
typewritten on one side of the paper only indicating amendments are enclosed. The justification for the
proposed amadments is mentioned each, 7; The particulars required by sub-rules (2) and (3) of rule 3 are
enclosed. Statton Ygnatum Nanto of the undertaking in case of an employer and of-the trade union in the
case of-employees. FORM B [See rule 4] In the matter of certification *ofan.xcndmeii to tbe standing
orders for (nan-tc and address of the undertak.ing) ,, To The Employer (Name and address) OR The
prescribed representatives of employees (state- whether rpresentative union, approved union, registered
....... submitted by
is Ziclosd Please take notice tha.t objections, ifany. which you.may desire to make to the draft
amendments should be submitted to the undersigned within fiRecn days from die receipt of the copy of.
draft along with this A qopy of the orders to which amendments are proposed is. also enclosed. 1. Certifing
ODicer Madh)-ue Pradesh. Strike off that portion which is not applicable.
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FORM C [See rule 6] REGISTER Part I- Undertaking s. No. Date of the despatch of the copy of stapding

orders authzxticated under section Amendment made on on appeal, (5) 8 for the first time (2) date of the

despatch of the copy of standing orders as settled on appeal (6) Part u Date of filing appeal if any (3) any

notice sub- sequently given or received of any amendment. (7) Date and nature of decision (4) Result (8)

(Should contain the uthgnticated copy of the standing orders) ANNEXURE Standard Standing Orders tor
all the Undertakngs in the State 1. Definitions.— In these rules, the context otherwise tequireg,— (a)

"Manager" means, ifthe Undem.king is a mctory, a person norninated under the Factories Act, 1948, or a
person whom an undertaking 8hall nominate u Manager for the puxp08Q of these standing orders and

includes a person authorised by him. (b) "Season" meus the period or periods of each year during whish

the principal operations of 8 seasonal undertaking is carried on

2. Clauificadon of Employees.— Employees 'hall bo clusified u—(i) permment, (ii) permanent ssasonal,
(iii) probationers, (iv) Badlies, (v) apprentices, (vi) tempora.ty, I [and (vii) axed term employment's
employee (i) A 'permanent' employee is one who hu completed Bix months' gati8agtory service in a cleat
vacance in one or moro posts whether a probationer or otherwise, or ¢ penon whose name has been entered
in the muster roll and who iB given a ticket of permanent . 11-3-2005. PubU8hed{nM.P. (Asadharan)
Dated at 112. A 'permanent seasonal eniployee' is an who has completed senice for a period equal to 213
ofthe dura.tian or a sason or three mombhs is less in a clear vacuicy and shall be deemed to be a permanem
employee for the purposes of these orders); (iii) A 'probationer' means an employee who is provisionally
employed to fill a clear vacancy, and who has not completed six months' satismctory service in the
agyvwte; (iv) A 'badli' employee means an anployee who is employed on the post of a permanent
employee, or a probationcr or a permanent seasonal enployee who is ternporarily absute, (v) An.
'apprentice' means a leamer; provided that no employee shall be classified as an apprentice if he has had
training for an aggr—te period of one year; provided further that a longer period of apprenticeship shall be
requited ifprescribed by a law or an award, or by agreement with the representative of employees; (vi)
'tanporary employee' means an employee who has been employed for work which is essentially ofa
tanporary character, or who is temporarily cmployed as an additional anployee in connection with the
temporary increase in the work of a permanent nature; provided that in case such employee is required to
work continuously for more than six months he shall bc demed to be a pennanent anployee, within the
meaning of clause (i) above. ¢ fied term employment's employee" an anployee who has been engaged on
the basis of contract of employment for a fixed period. However, his working hours, wages, allowances
olhcr benefits shall not be less th.an that of a permanent employee. He shall also be eligible for all
statutory benefits available to a permanent employee proportionately accordi.ng to the period of service
rendered by him even though his period ofernploymznt does not extend to the qualifi.ng period of
employnent required in the statute. "] 3. Ticket etc..— (1) ne manager shall @use to be entered the name of
all anployees in the muster roll indiuting the classification. (2) The manager shall arrange to provide every
employee except those belonging to the clerical, supervisory or technical pesonnel with a ticket bearing,—
(i) the name of the deparanent in which he is working; (ii) date of enuey of his service; (iii) his number,
and 1. 2. 2. '[(iii-a) the record of daily attendance]; (iv) such other pariculan the mazuger may think fit.
Substituted by No. 1 [28-5-1965]. Added by Nofr. No. (E) 2-2004-A-XVI, 17-3-2005. Inerted by No. 2
[26-3+71 1. If so r@uired by the manager the emp!oyee shall deliver pp. his ticket bemrc starting work for
the day provided that ticket shall be retumed to the employee before the cl16se of the shift. If so required
by a pekon authorised by the manager the unployee Shall show it or produce it entries' being *tiade
therein. FO! supervisory personnel and clerks a service book *may' be provided instead of h (i) Every badli
employa SIBII be with a 'badli cud'; on which shall be entered, the days on which he has worked in the
underuking and which shall be surrendered if he obtains permanent employmeht. (ii) Every temporal)'
enployee shall be provided with a 'tenvorary card' on which shall be entered the days on which he has
worked in thc undertaking and wYch he shall sunender on his discharge or being taken on the badli or -
perrnanent register. i (iii) Every casual worker shall be provided with a 'Casual Card' on which shal.l be
entered the days on which he worked in the undertaking. (iv) Every apprentice shall be provided with ¢in
on which shall be entered the days on which he has WOrked in the undertaking and which shall be
surrendered if he obtains permanent anploymun. (v) The cards referred to in this sub-clause shall also bear
specified in sub-clause (2) above.] 4. Recruitment.— The manager may aner consulting the Employment
Exchange laydown: the procedurefor recruimem of —oyws and ooti$' it on the notice board on which
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standing orders are exhibited. 214-4. Letter of appointment.— Every anployee shall be given a ler of
appoinunent, in Whigh among other thi.. his name, age, qualification, designation, allowance, nature of
job, name of department etc., shall be indicat.ed.] Manner pf intimating go employees periods and hours bf
pork, holidays, p.y days and wage rate.— (a) Notices showing the periods and bours of work for every
class and of eniployes for each shiR in the undertd.ki.ng shall be displayed on notice board maintained for
the purpose in the deparbnént concerned, at the time keeper'* offcee u'.d at or near the main of the
underu.ki.ng. (b) Notices spécifring the dates on wMch wages are to be paid,' shall be displaye# on the
notice boards at the timekeeper's Offce and at or near the main enb-anee Of the undertakng- (c) Notices
speci$'ind the wage *at" showing separately the allowances, if any. payable to each of time-rated
employees and the basis of calculation of wage rates,in re;pect of piece- rated employees shall be
displayed at conspicuous  places inside the departments in which the employees concerned are actually
workng:e (d) Oue- day in each week shall be notified in the manner provided in clause (a) as tho day for
the of wages due any employee but not paid on the usual pay day on account of ureir being *unclaimed. 1.
2126-3-7111. 2. [nS.byNo. 7 (e) Ibe unclaimed-wages due to an employee shall b; paid by tugager on the
days under this standing order the datg on, Whigh a substantiated claim is presented by the amployee.ore
on his behalf by his legal repBsentative. within three years from the date on-which the wages become due
to the employee. (f) In the case ofii.i nunufaduring undetiiing thc nana-ger shall also display noice of the
hours wha laves and' tobacco shall be distributed and manufactured bidis shall be received by him, and the
man.ager shall maintain a receerd showing mr each warker the quantity of and tobacco givea to him, the
bidis of different id.nd3 manuéctured delivered to the manager by hith and the ntnnber of bidis rejected as
of bad quality

6. ShiR Working.— (a) ShiR working shall be regulated in accordance with the Factories Act, 1948 (No.
68 of 1948), wherever applicable and subject as aforesaid in with any agreerrn.ts, settlements or awards.
(b) Subject as amresaid more than one shift may be worked in the whole undertaking or in one or more
sections ar deparanents. (c) Whenever an additional shift sta.rtcd or whenever working hours of the shift
are changed, notice of seven days shall be given. (d) a shift is discontinued notice of one month shall be
given, provided. that wherever any permanem anployee is likely to be discharged. notice of months: sh.al.l
be given befor discontinuing that shift. (¢) Change over of any employee or employees from one shift or
another shall be regulated by agreanent, settlemen or award and in their absence by custom or usage. The
manager may, in the discretiori, transfer an employee from one shift to another if sucb transer is in the
interest -of GE undertaking. (t) Reuenchment of employees as resuh of discominuance of a shift or shifts
shall be t%ulated in accordance with the provisions of the Industrial Disputes Act, 1947, provided that in
case of retrenchment of permanent employee notice of thi* monthsas provided in standi.ng orders 6 (d)
shall be given before reti€nchment, (g) If an undertaking proposes to unploy additional unployees whether
on restarii.nge a shiR or otherwise the manager shall give the shiN first opportunity of- employment to
retrached anployees. If an additional shift is started not less th.an one week's ADEce shall be put up on the
notice board uzd shill be published in a Hindi newspaper with wide local circulation

7. Attendance and late.com.ing.— (a) All anpldyees shall be at work in the undertaki.ng at the times
fix.ed and notified. Employee attending late may be shut out and treated a.s -absen provided tha.t no
employee who attends Within 5 minutes of the starting ume sh.a.ll be shut out. Employee coming' late
shall hot be treated as without leave but may be given whatever leave may be due to than. (b) An atployee
who is found absat from his proper place ofswork during working hours, without pemission or without any
sufficient ruson, shall be liablc to be treated absent the period of his absence, and his waga for the period
of absence shall be.liable to be deducted subject to the provisions of section' 9 of the Payment of Wages
Act. 8. Condition and procedur in applying for, and authority which may grant leave and holidays.— (a)
Hofidays and Icave with or without pay or leave of any othere kind shall be regulated by the provisions -of
the law applicable to the undenaking and subject to gle m.i.nimum prescrided under it by custom, usage,
agreemint, settlement or award. (b) An employee who desires to obtain leave of absence shall apply to the
manager or the offcer authorised by him. It shall the duty of the manager or the omcér to pass Olders
thereon two days in a week fixed the purpose, provided that, if the leave asked for is of u.rgent nature; i.i.
commences on the date of the application or within three days thereof, orders for the want or reffsa.l *of
leave shan be conununicated without delay. (¢) 'Ihe yant of leave or in case it is refrsed such rcfiesal with
reasons therefor shall be recorded. on the employee's ticket or serviée book. (d) If an employee a.fter
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proceed.ing on leave desires an extension of the lave granted, he shall make an application in writing for
the sane to the rnanager or the omcer audloriscd by him. A witten reply either f thc grant or refusal of such
shall be sent to the employee at the addresé given by him in the application extension. (¢) 'An employee
remaining absent beyond the period of leave originally yanted or subsequently shall be liable to lose his
lieu on. his post and shall be deaned to have lea the service fmm the ute of his umuthorised absence unless
he remms days of the expiry ofthe *nctioaed leave and/or explains to the *tishction of the manager or the
offcar authorised by him, his inability to resume immediately on the noiry of his leave. An *nptoyee who
so looses his but reports for duty within 30 days of of his leave shall be kept as a badli if he so desires and
h.is name shall be atered in t.h3 badli register. t [8-A. ,Holidays.— The anployees sh.all be entitled to three
days national holidays, namely. Republic Day, Independence Dai and Gandhi Jayan6 and five days feS$ival
holiday with wages every year, ,The holidays shall be determined by the employer in consultation with thb
representatives of employees and a notice indicating the days fixed shall be past* on the Notice Board:
Provided that only those unployefl who .wi!l actually work either on the preceding day, or the case may be,
on the succeed.ing day of such holiday shall be cnit.lcd to avail .of such holiday: *provided fu.rther that
noth.ing in this order shall adversely thc operation ofthe term of any contract, agreemat, settlement or
award which is more beneficial t? employees on ethis subject.] '[8-B.-.(I) If an employee is required to
work on any hobday or. Estival holiday with wages on account of proess, essendaZk serviaes or under
prevailing practices, then he shall be paid for die work done on each National 1. Ins. 4[21.2.751. 2. Se&nd
proyiso insertedby No 4, Subs. by No, S [21.8.1981]. 3, IrwbyNo..SP*.8.1981]. holiday or holiday
'Mth.wues, Wages for holiday, wage for work aid additional wages. fdrOtE day. (2} respect of
employees. gating' wa.iés: the' basi* of Ca.lada.reinopdi, if. "the Nation'al .bOliday or fesiiVal holiday ii
substitute&.in acéord*nce thé proviioxis of Section 52 of the FactoériU Aci, 1948 Of ['948) oresuch paid
holiday. ocanrs on a -wakky rest of the anployee then such shall be paid additional *wages for such a
holiday at his ordina.ry--rata of wages.. Casual SubjecttQ the provisions of the "ttlernent dt 9ward,®
which,are mori benéficial to thé the subject:- (I) the permanent employees be allowd seven days usual
leayc wth . *wages in a eulaud.ar year, and (2)' the tgnporary "ld badli ernploye—, .Whq have pui in 240
uys WQtk ii the pS$eiious- shall bé allowed eseven days casud lave 'With wage. in .calead% yer.
Explandiéne.— 'The computation of 240 days skii.ll 'be in accordanee with of.the Factories Act, 1948: (3)
Ordinarily casual levewill notWadmissibie for more than two days a time. wheh it iossible to obtii previous
permiS2ion,'wii.a.r leave availed f with the permission of the Manager. Where' it iS not possiblecoob e
reGous penni.asion,' the cmployee shall inimaie . .in.writiniethe absence and its period at his arli$teto 5.
Rééduirement to' enter Pieilies by cértkin gaies aod (a) shall eenter oreleive the df the unkertaking the
doanxiat by-the gates "pointed for the pii.rpose: (b) All the employee including.female anployees shall
Surrender aficles or -things in etheir 'possession, for aamin.atfcm by die watch and wart 'taff of"the
uridenaki.ng 0! any other persan appoih.ted for eshan be liable to be detained and serchedby the watch
and"wa.rd staff or the epesm .sp aipoi.&d for the pgmose in tb of tb0 wimesses prqvidéde that the
emalezmpl6i'té * s.ha)l 'bc <carcied b} female searcher, and in presence offrnuleswiiizesses. 0. Closures,
and layoff, etc.— Mthe Went ofihe ¢ bra.k-down efmach.inéry; stop>age of power ply. fire; epidani$, civil
+in.motion.. * apy ot.bér cause the co I he may, at * dme, without.noice, stpp.*WtOlly or. partiallyTor-
yca.sdiable period the wbolelOf part ohheundertaking, any dcpaltman or any rnuhine digect19:or indirectly
by thae cataiiophe- or the : (b) In any: event of stoppage. working holiG+th9 , employees affected shall, as
soon as practicable, bi infrrmed byputti.ng up aotiz. .04 the notiée in .the depariifiknt and at the tild"epeft
Qffce as to whin work will be resumed and whether dtey iie to stay or leave théprernises of the
uridertaking. Thé peridd of détention in. the undertakiig shall not ordinarily exceed two hours aner the
scornzcement of .the employees.so . detained shh.ll be entitléd to receive wages (ineluding -eall
allowances), in <the proportion of a quarter day. for every Mo 'bouis or leis. that the wage* that he
receives plus the detaxfiou wage shall not exceed his normal day's the w.se of piecc-rate employees. the
average daily amines in the ptévieus wage period dhall be taka tb be theuily. wage. (c) practicable*
rea.sorzble notice shall be 6ven of the resurqpdon of the normal work. . (d) Envioyees may be laid off gy
the underuki.ng oxi acgount of shortage of coal, power or water; or raw hiaterials or matuials oi
accumulation of stocks, tempprarj curtai.lcnent of producEon or similar rzsons by e*ibiting as far. as
possiblé, one Week's noiice for ate infirmatin. of the Anployees cogcemed. (e) The eniployer *may close
down depa.mneq.t or seetion of a depargenem or the whole u.ndertaki.ng aner giving two mon.th's to the
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einployees and in case Gfseasanhl employees 15 day's notice. the department, section or the undertaking,
as the case may-be, at last seven days' notice shall be $ven to the ernployees., (t) On Che re-opening of tie
depaxment, section of d$ariinent or the whole- of the udertaking, as may be, the inanagcr shall give
rea.sonable notice to. the eretrénched emplbyees who offer themselves for re-employment and those
retrenched employaes who offer *thQdselves Sr re-znployment Within a firmight Shal( be iiveo preference
owr ether persoas to the elength af service. ¢ ll(g) Copies oftbe under Standing Otdei.sfiall be irirnediately
sent to the Government'>bour Offeer of theeare concemed by the employer]. 11; Termingtion of
employment end the' ooiice tberéQf to be giyei by apployer and employee.— (a) When the anployrnélt of
a pemianént employee' is * to etertni.nate4 he shall be manth'g potice oi stun be paid wages for anp month
in lieu of nqtice. No unployee other th.an pennp.nait enplOyéeutall be atitled any such notiz or in' lieu
thereof.%r terminafioh of his service. (b) reson the terrni.nd.t.ion of service sba.u be recorded in »roiing
and shall be communicated to employee -euilless suul communication. may in the opinion ofthe
manager.directly or indirectly lay the company or the manage! or the pstsag signing th?
conununication.open to' ciyil or criminal tproceédings at thc instange of the ergployee. (c) Any vermanent
ggtployee leaving the employment shall give, one rrnnth'se to his dna.rasnqn.l cficereqatihg the reason for
which he .is. leavi.ng if he so hé may bé relieved earlier than the date oneuhidth; period of notice expires. -
(d) notice sh.all,be necessasyfor Che diseontinuance Of the unployment of a Seasonal employee gri
season, but he shall hdie a lien an hig post at the of the next season. subjec! to sthe provisionS of the
[lldu*ria.l Dignutes Act, 1547 (14 of .1947), amployce, whahir h-;onthly rated or *Weekly ratcd. Of piecee
1.' * AdedbyNo.e 1 [28-5451

2. AddédbyNotfi.No. F4.(E) 17-3-2005. rated, and nq probationer Or badli or fixed i.gnn employmeqt's
employee, as a result of of contract of empldyment or on its be entided to any notice or pay in lieu UlereoC
if Services a.re terminated, bit tile Services of a. temporary employee SIBII not terminated as a
pu.nishment unless he has been gival an Opportugity of explaining the chaiges alleged against h.im. 'O « :
RELEVANTNOTES Mahe" pal Sing Vs. &whntendbig EnEineer Lower Chambal CiWe, 200 (4) NORT
214." 12: Disciplinary acdon for misconduct” {I) ne 6110wing acts or omissions on the pa.rt of an
employee shall amount to a major miscdnduct: (a) *conviction by a court of-taw an offence involving
moral tupitude;. (b) . theft, .fraud or dishO1Bty in connectionivith the business or property of the
undertaking; .taldng .or or a8y 'illegal gr?tification; (c) (d) * wilful disobedience of any lawfiil or remnabte
ordcr of superior ihvolving saet»; of any persotx or property or other matter' having an advése effect’ upon
the work or Wag* .of other employees, , mrn>ling wili the premifes.of the undertaking;'. . (e)
drunkenness; riotpus or disorderly behaviour, during working 'hours at the undertakklgor conduci
endangering the lie oi*éa.fety of any pexsqn, intimidatiog, physical duress, or any act subversiye of (g)
collecdgns- of any moneys within .premises of the undertaking for , purposeS and by pesoninoteauthorised
by law or if no su¢h authority is required by law Without the sane-ion of the manger; in trade, or business
within ghe premises gf the undertaking (h) including collection of pay-ti¢kets given to 'thé anployees 0!
the sale ot canva.ssing of coupons or othér tokeM Qf any' commodity' pr article, without the previouses Of
the nya.iage". * ganvassing for trade union rgembership and collection of uniba's .dues within the ptenOses
cQcept as permissible under law; (j') holding greetings insidé the premiiess Of Uue Undertaking without
the previous pennissian of the mula.ger or exept a' permitted by law; commencing,, going or joining the
sstiike in contravpntion .of the (k) proviions .of law for the frne being in mrce; . inciting, instigating ouGrs
to take pan or otherwise acting infilterance oP in contraventioi-ofethe *provisiona of any law for the Hine.
being ii force; Wilfi*] slowing doyn iri perfomance ofwork, or dbatemem instigation (m) thereof; (n)
wilful damage *to work ip process or to any ouwr property .of the undertaking; . (o) disclosing to any
unauthorised any e information in regard to the Processes ofthe undertak.ng which may come inio his
pessession in ihc course of hiy work; (p). unauthorised absence from duty for mot' th.an consecutivc days;
- Obiai.h\ng financial assistancesfrom-tbe *Employees. State Gsurance Corporation on the basis of tax on
forged -doéumats.] * of whicha worknan is found habitually guilty, i. a, for. not tess than three occasions
within a space Of (2) Any oftl*.Sllowing acts or omissions shall améunt to a minor misconduct; (e) (b) (e)
(f) C) (h) tate aiendance; abseaee from duty without or without. suffcicnt Cause. which .is ¢ not major
miscondécte» ¢ * reffsa.l *to work z job of a suniLar nature without.giving adequate tea.gogs for the same;
» . sleeping during working hdufe, Ailure to observe safety instructions. or yuauthorised iéinévar in *utce
td machinery,*s guard, 'Facing or otbér safetj; device. installed. the bf the establishnient; * any act or
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amigfBion far whi¢h.deductions from the wqes of an emiloyeée posoi are utltorised by under:the Paiinent.of
Wag" ACC : phtering or. leaving the ireni.ies oflthe undertaldn.ge except by We gr utes br Che purpose; .
mmm.itting nuisance in premises Oithé iudiscipling, bread Otany +£nd.ings order Or insiiuctians faf the
maintenaoee aud any deparunent.and maintaiging iS gleanliness. . (a) *me punishmGit fir a minor
rnisconduct (i) casure, or (ii) fine. (b) * The maior misconduct may (i) eensurg or (ii) fi, or .(iii)
suspension a peri* not oceeding fouredayS on any one occasion, ¢ * or (ij widholAing of increment Br.a of
one year, or (i) derhodgn; or (c) awarding the punishmiit .ths nianager accouN the gavity of the ttiieondua,'
ptuioiis récod if any, ether extenuating or cira.unstance. (4) NO punishmétit.sball be imposed on ui
gnploy.ee unlesg proved guilty of miscondug in an mquiry conducted in the folhwing manner: (a) 'The him
in diis *behalf shall give to employee a charge sheet clearly 'Ctt.ing forth the &ged and theegircumstances
appearing against him and requiring explanation; Ins. (b) The .qnpIOye¢ shall be given for submitting his
.explanation a period of. least 24 houis ifheis.chéried with & tniiG misconduA aid at hours if he is charged
with major misconduct; (c) An-employe shall' be allqwed to defatd by hinsel.fear the represaltatwe of
employea, if he So dcsircs; (d) Except in cases *where hé Ats the. charge 'levellede.agaizst b.i.methete °
anployee shall be permitted to prodiice witneés: in his defence and cross- examine in wh'"eevidengp the
Charge fests; (e) ne substance of the evidence *Shall iedd over; ¢ (f) An orda.ofpl.ui&nent.Shall be.*ii
shall be isued wer the sigutum mahagére or dt.hereoficer aiithorised under standi.ng order . (I) (a). A copy
of the oider Fassed awarding the pup.ishment shall' be. given to the employe; (g) In case of an employee
other -tbaq the ohe belongini ihe clerical, technical or supervisory staff the. nun*r can su»énd him pending
enquiry 'into in dleged major mjScohdgct fbre period not mur The mauger mayiuspend a clerical, technicar
Or Sypervisory employee br a* period of-sthredmonthi pending enqiii$' major misconduct alleged against
him aid pay io suéb employee at the rite of half 'of.the average waie; (i). The Order of suspension shali. be
'in writing taka effect immediately on. comnp.nication thereof to the .empbyee. If no action is *G.keii
.within a peciod of six moiths then the ainount Of Wage.} the period of syspension 'hall be payable in (5)
Ton enquiry, the order is. cotifimted or:ue periodof euspeniiop redpced the employee shall be deemed to
be absent. fram dity for ate *period of suspension ¢ .arid El not bé entided toeuy for sich ieriod. If, the order
.is ettvloyee shall be deemed to be on.eauty during the full -period of. suspéhsiooe* and shall be eolitled to
theiame w. as he would have receiyed if he had not been suspendvd: Providd that if the enquiry is.
completed with.id four days from -the date of submission of ihe employee completion of the from the date
of Of his explanation. . * -employér 'hall aot be competent to ixiiti?te progeedings auaingt an einplayee-:—
(a) for major misconduct after one yer of its commission, and .(b). fir a.minor. misconduct after six.months
of its. commissian.l 13. Means of ndreis for egeployee againsteunfair treitme.nt *pngful ezaction by the
employer.. agent Qr servant— (1) '(a).An aggrieved *employee may first present hW grievance to his
immediate superior iri person who .therebn shal.l givz a reply within 48 hours of theepreseulation Qf the
complaint; 1. . AddedbyNo. 2 (27.11987). (b) Ifthe employee is not witb the rtply of his. imnied.iaté
supcicior he pr the quthoi representetive on his *behalf rray forward the coilplaint to the * manager or an
offcer appoihted,by him foi this purpose; (c) The manager such offcer shall personally investigate the
complaint at such dmc and p.lace as may fix and the cunplainant employee. or fre.uthor{sed repreSentative
shall have riéht to be presentat sueh investigations: Prdvided that the decision of the Investigation Offcer
the adion, if any, taken by him Shall be communicated to ihe complainant ordinarily within a weeék of the
presentation of-the complé.int, (2) Grievapces of ernproyees relating to--— (&) assault or 3buse by any
parson holding supervisorytposidon or (b) refrsal of an applicationfor urgent leave; (c) ub&ir labour
pZetices, such as,-(i) interference with the rl¢hts of employees to enroll or continge as an union member;
(i1) discrimination, rciiain.Or coercion against :any employee or' restraint of recognised activities of trade
(16) victimization pf an employee. ot abuse of authority in any form; shill be enquire into by the n-wzgér
and he shall « diéciplimry ac@on sud who are ieponsible that- The complainant Will be supplied a Copy of
the order Or action .taken by the .manager in thig behalf.e 14. An employee against whom any order is
passed by the managersmay if so ¢ . desires submit hi.s representation to the' Managiag Agents *pr the
Managi.ng Diiector or the Proprietor or any persdn Who has' the ultimatc *cOntml over the nunagement. of
the uhdertakind who shall communicate hiS decision the. employ* .within a period of 15 days. 1114-A.
.Reti.rement.— (1) A/ ernployee-.¢hall retire from the "Nice o! the on the date he the age of 58 years. He
may, however, be retdined in service by the employer aner the date of attaining age of 58 years if his
services are in the intéfést 9ft>e iindertaJdng but he shall notebe retained in service aft?? the age 060 years
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P.rovided that hothing in this clause shall adwrsely the operation éftive tenns Of any contract, agreement,’
sett.lement, or 'iward on this sUbJect, if the agé of is not 'Iéss th*n 5B yean: Previd?d furthcq that befQre
retiring ane employee from tbe sérvice in accordance with the provisions caitaihd in this clause, the
eqS$loyer shall give to : the siid employee at 'le4St one month's intinuiob in wrEng ofesucb refiremmt.
However, failure' to give sugh intiniation Wi! not entitle the empioyee to goriitae in service afterattaining
the age of retirement. On the failure. to. givee such intimation, Be shall bé Table pay to the employee
concemed oge month's wages. '[(.1-a) anythigg contained in sub:clause the age of retiremedt for woiking
joumalists as defined in 'Section of.the Working '1. Subs byNo. 5 [21.8.19811

2. Ins.by No. 8[23.1.19921 Journalists hd other Newspaper Employees (Conditions pf and Miscellaneous
Provisionk Act. 1955 (Na 45. Of 1955). shall be' 60 years.] For the piirpose clause the age shail.be reckoiie
by any of dexe followihg methods order of priority— (i) date of birth as given by tbesemployee at the ime
of biS employment aid accepted by the Manager; (i) The date of biriil as given in theHigher Secondéry
School Certificate or : equivalent .pa.minatipn Certificate; (iii) The certificaté issued"by the Local
Authority of the place where the employe born pn the basis of the records maintained by sue)' authority or
certified copy of the ehgy in the Birth and Death Reéister in which date of birth is menyoned; (iv) The date
as declare by the employee in his éclaration cata for purpose of membership of t.hé Employees Provident
Fund. (3).Notwithstandi.ng anything contained iu th? f&vgoing clause, if any dispute arises icwdi.ng the
date of birth intinutcd at the time Wf employment Ordeclared ih the didaration cad' for the purpose of
membershii-of the &nployees Providen Fund, the case nu.bé, then the dite ofbirth shall be detirmined on
the basise of . Séhool Leaving. CartiGeate and in its abseice, the date of birth .detetmined by a Regif3tered
Medicar Practitioner, not below the srank Of Ciéil Surgeon, shall bé consideied as final, but any such shall
not be enteftdjned within the period six months beforé the date if ketiremat. 'IS, An employee *who leaves
Servie or retires or is discharged shall withdut avoidable delay bixt not later than dirty aner he leaves
serice or retires or as. the case may be is disaaiged, shall'be given by the employer a service CECtiEcate
indicating »acb i.nfon:nation aid particulars as nuy notified:] 2. 3. 4. 6. *SERVrCE CERTIFICATE Rule
15) Name and &ddrss ofthe Institution : * | . « Name and address ofi.heempioyeeBvorker Wages tate
............... Rupees per month ¢ Rea.sons discharge Retirement/DischargeJRe.sigMti01V' Othef ..... ..
Signature gf einploygr 16. or the Manager.'! MNIager of the undertaking or in case if. theeee no rnanager,
the Managi.pg Agults, the Man.agng Director the Proprietor. or any person who Izs the ultimate control
over the management of theeun.deztaking shall be' héld tesponsi#le for the proper and Hithfu.l observance
of these standi.ng orders. 17. (a) Notice to be exhibited or given derthese standiné orders shall be a
l.anguage uhderstood by majority Of empl ees. (b) .notice. order, cbarge-sheet, cpnununication or
intimation Whigh is meut 6r *individual envloyecu)d is in gtders shall' be in a. languagc understdod'by. of
employees. .18. Copies eof these standing orders shili be postedin the iimekeeper's offce and in eall
depatiieneics ank shall te kept in Jegible condtion.
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