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THE MADHYA PRADESH INDUSTRIAL EMPLOYMENT (STANDNG ORDERS) RULES, 1963
[Published by Labour Department Notifimtion No. 9556-9727-WI, dated the 26th December; 1962, vide
M.P. Gazette; dated 1st February 1963, (Part IV-G), page 561 And as amended subsequently by the
following notifications :- S.NO. Notification Published in Rajpatra 1. 2, 3. 4. 5. 6. 8. No. 369-8835-xvr
968-9050-WI 5782-96760M 1004-1034-XVI 5167-3541'-XV1 757-273.XV1-A 932-83-XVI-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) 4(ga)
46a) 4(ga) 4(ga) EXT. Dated 28.05.65 26.03.71 21.02.75 21.08.81 27.0387 23.01.92 520 138 770 74 270
45 51 71 NOTE : In the footnotes appearing hereinafter, reerence to amending Notifications is by Serial
No. gven to them above

1. Short title— 'These rules may be called the Madhya Pradesh Industrial Employment (Standing Orders)
Rules, 1963

2. Definitions.— In these rules the context otherwise requires,— (i) "Act" means the Madhya Pradesh
Industrial Employment (Standing Order,) Act, 1961 (No. 26 of 1961); (ii) "Annexure" means an uutexure
appended to these rules; (iii) "Form'.' mea.ns a form appended to these rules; and (iv) "Section" means a
section of the Act. RELEVANT NOTES Indore Development Authorlty Vs. Indoz Development
Authority Dally Wages Sube mneers Union, 2000 (2) LJ 190. Chhca Bhoparkar Vs. State ofMaaya
Pradesh, 2001 ¢ (4) wmerr 238. Engineer-in-chief, PHED vs. BudhaRaoUagarde, 2001 (2) 399, State
O0fM.R vs. Hariram, 2008 (3) JLJ 41

3. Procedure for submission of amendment.— (1) An application for submission of amendment uder
sub-section (1) of section 7 shall be in Form A. (2) The particulars of the employees for the purpose of
subsection (2) of secdon 7 shall, in addidon to those mentioned in Form A, be u 6110ws : (a) nunber of
employees cmployed; (b) number of employees anployed through contractors); (¢) name of the trade union
or trade uxions, ifany, to which the employees belong; and (d) iftte application i' by a trade union, the
latest figure ofits memberahip, (3) A group ofemployees or representatives ofcmployeea in the same
indusily desiroue of submitting a joint draft ofamendment8 refgrNd to in sub-section (3) of section 7 sbdl
apply in Form A through a person authorised in this behalf by such group or representatives, as the case
may be, and shall in addition to the paniculars mentioned in sub-section (2), fumish the following
particulars along with the draft: (a) list of employees or reprsentatives of employees, as the case may be,
constituting the group with names and addresses in full of each undenaki.ng; and (b) by a
declaratione.sigwd jointly by employers or the representatives of the ernployees in the group to the effect
that the undertaking constituting it or that the employees of the undertaking, as the case may be, shall
abide by the conditions laid down in the joint draft of amendment

4. Certification of amendmenti.— As soon as may be, on receipt of an application under rule 3, the
Certi&ings Offcer, shall forward a copy thereof to (a) the employers when the applicant is the
representative of empldyees, or (b) thé representativ.eg of employees *when the applicat is the employé(
ofthé undertaki.ng together with a notice in Fom B. S. Methods of sending StandiniOrders.— Standing
orders certified in pursuance of sub-section (3) of section' 8 shall be sent by registered post to the employer
and the representative ofthe employees, as the case inay be

6. Register of Standing Orders;—The register required to be mainta.ined under section .12 shall be in
Form.C and shall be bound. The Cenifring Offcer shhll furnish a copy of standing orders io any person
applying therer on payment of a fee of rupees five per copy. i(6-A. Additional matter included in the
Schedule.— In the Schedule to the Act after item XIV,e the following item- shall be added namely : "XV-
Age of 7. Framing Standing Orders.— '[Subject to the provisiogs of ection 6 of the Act, the.
StandardStanding Orders for all undertaki.ngs to whié¢h the Act applies shall be those set out in the
Annexure]. FORM A [See rule 3] Application -for amendment of Standipg Orders Dated the
.......................... 19 ..... .. To The Certi$éng Offcer, ......................(Place). Sir, 1. T hereby apply for the
amendment ofthe orders applicable in the following undertakings)- .................. prrerrpeena 1.2
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2. Address to wh.iue reply has to.besent .....,....ppeeveerenenns 3. (a) The reference of the standing orders to
which amendment is sought- Inserted by 3 [2-11-1973]. Substituted by No. 2[26-3-71). (b) Number of
standing order to which amendment is sought 4. (N6t applicable when the application is on
behalfofemployees) I am entitled to make dis application being an employer of the undertaking concemed.
OR I am entitled to make this application on behalf of the group of employers/l representative of
employees vide note of authority attaphed. Please fill the blank 5. As an Offcer or a
represenutive/approved/registeced trade union of the employees concemed I am entitled to make
application under rule 3, [Strike off what is not applicable.] 6. Five copies of the dram unendnient
Whpewritten 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. Station Slgnanuv .............c......... Desip:adon........... yeveenees Name of the underta.king in case of an
employer and orthe trade union in the case of employees. FORM B [See rule 4] In the manere of
certification of unendments to the standing orders for (name and address of the undertaking) .. To The
Employer (Name and address) OR The prescribed rpresentatives of employees (state. whether
representative union, approved union, registered trade union, Labour Offcer) ..... ...... *A .copy of.the draft
amendrnents to the standing orders of....... submitted by ............. is senclosed. Please Ake notice that
objections, if-any, which you.may desire to make to the draft amudments should be submitted to the
undersigned within fifteen days from the receipt ofthe copy of.draR. une+ents alohg with this notice A
papy of standing orders to which amendments are proposed is. also enclosed. 1. Certifing oncer 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. (1) Date of ete despatch of the copy of
stapding orders authenticated under section Amendment made on on appeal, (5) 8 for the first tinte (2) date
of the despatch of the copy of standing orders as settled on appeal (6) Part Date of filing appeal if any (3)
any notice sub- sequently given or received of any unendment. (7) Date and nature of decision (4) Result
(8) (Should contain the authenticated copy of the standing ordcrs) ANNEXURE Standard Standing Orders
for an the Undertakings in the State 1. Definitions,— In these rules, unless the context othuwise
requires,— (a) "Manager" means, ifthe Underuking is a iictory, a person nominated as under the Fa#ries
Act, 1948, or a person whom an undertald.ng 8hall nominate as Manager for the putp08Q Ofthese standing
orders and includes a person authorised by (b) "Season" means the period or periods of each year during
""Mgh the principal operations of a seasonal undenaldng is ca.rried on

2. Clastification of Employees.— Employees <hall bo clauified u—(i) permanent, (ii) permanent
seasonal, (iii) probationer, (iv) Badlies, (v) apprentices, (Yi) temporaw, I [and (vii) dxed tenn
employment's employee (i) A 'permanent' employee is one who hu completed Bix months' sati8actory
service in a clear vacance in one or more posts whether as a probationer or otherwise, or a penon whose
name has been entered the muster roll and who iB given a ticket of pemanent employee; Amended by
Notfn. No. B4 (E) 2-2004.A.XV1, Dated 17-3-2005. Published in M.P. (Asadharan) Dated 17-3-2005 at
112. A 'pemanent seasonal employee' is an who has completed service for a period equal to 213 ofthe
duration or a season or three momhs whichever is less in a clear vacancy and shall be deemed to be a
pemanem employee far 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' satisfactory service
in the aggregate; (iv) A 'badli' employee means an employee who is employed on the post of a pesnnanent
employee, or a probationer or a permanent seasonal employee who is ternporarily absent; (v) An.
'appremice' means a leamer; provided that no employee shall be cla.ssified as an apprentice if he has had
training for an aggregate period ofone year; provided further that a longer period of apprenticeship shall be
required if prescribed by a law or an award, or by agreement with the of employees; (vi) 'tempora.ry
employee' means an employee who has been employed for work which is essentially ofa tanporary
character, or who is temporarily employed as an additional employee in connection with the temporary
increase in the work of a pennanent nature; provided that in case such employee is required to work
continuously for more than six months he shall be deaned to be a pemanent employee, within the meaning
of clause (i) above. 'fred term employment's employee" means an employee who has been engaged on tie
basis of contract of employment for a fixed period. However, his working hours, wages, allowances olhcr
benefits shall not be less than that ofa permanent employee. He shall also be eligible for all statutory
benefits available to a permanent employee proportionately according to the period of serGee rendered by
him even though his period ofemployment does not extend to the quali$ring period of employmen required
in the statute."] 3. Ticket etc..— (1) ne man.ager shall cause to be entered the name of all employees in the
muster roll indicating the classification. (2) The manager shall arrange to provide every employee except
those belonging to the clerical, supervisory or technical personnel with a ticket bea.ring,— (i) the natne of
the department in which he is Working; (ii) date of entry of his service; (iii) his number, and 1. 2. 2. the
record of daily attendance]; (iv) such other particulars as the manager may think fit. Substituted by No. 1
[28-5-1965]. Added by Noffn. No. F-4 (E) 2-2004-A-XVI, 17-3-2005. Inserted by No. 2 [26-3-71 1. If so
r@uired by the manager the employee shall deliver uphis ticket befre starting work for the day provided
that ticket shall be retumed to the employee before the close of the shift. If so required by a pekon
authorised by the manager the employee Shall show it or produce it for entries' being made therein. FO!
supervisory personnel and clerks a serGce book beprovided ihstead ofh tiiiet. (i) Every badli employee
SIELI be with a 'badli card’; on which shall be entered, the days on whia he has worked in the undertaking
and which shall be surrendered if he obtains permanent employment. (ii) Every temporary employee shall
be provided with a 'temporary card' on which shall be entered the days on which he has worked in the
undertaking and which he shall surrender on his discha.rge or being taken on the badli or permanent
register. (iii) Every casual worker shall be provided with a 'Casual *Card' on which shall be entered the
days on which he hai worked in the undertaldng. (iv) Every apprentice shall beprovided with ¢in
'AppreMiceCérd.' on which shall be entered the days on which he has worked in the undertaking and
which Ghall be surrendered if he obtains permanent employment. (v) The cards referred to in this sub-
clause shall also bear the infonnation specified in sub-clause (2) above.] 4; Recruitment.— The manager
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may aner consulting the Employment Exchange lay down: the procedu.refor recruitnem of employas and
noti& it on the notice board on which standing orders are exhibited. '[4-4. Letter of appointment.— Every
unployee shall be given a letter of appointment, in which among other things, his name, age, qualification,
designation, classifiéation7pay-scale, allowance, nature of job, name of deparunent etc., shall be
indicated.] 5,. Manner of intimadng to employees periods and hours Ofwork, holidays, pay days and wage
rates.— (a) Notices showing the periods and hours. of work for every class and groyp of employees. for
each shiR in the undertd.king shall be displayed on notice *board Ina.intained for the purpose in the
department concerned, at the time keqer'# offces and at or near the main of the undertaking. (b) Notices
spécifring the dates on wffch wages are to be paid,' shall be on the notice boards at the ime-keeper's 6ffce
and at or near the main entranée Of the undertaking.. (c). Notices speci.frind the wage iates showing
separately the allowances, if any, payable to each of time-rated employees and the basis of calculation of
wage rates.in respect of piece- rated employees shall be displayed at conspicuous - places inside the
departments in which the ertiployees concerned are actually (d) One- day in each week shall be notified in
the manner provided in clause (a) as tho day for the payment of wages due to. any employee but not paid
on the usual pay day on account of their being unclaimed

1. Ins.byNo. 2[26-3-711]. 2. [nS. byNo. 7 127.3.1987] (e) The unclaimed *wages due to an etnployee shall
b9 paid by the manager on the days notified under this order and following the datp on, Whigh a
substantiated claim is presented by the amployee.oreon his behalf by his legal representative. within three
years fiorn the date on which ere wages become due to the employee. (0 In the case *manufa«uring
underiing the nunager shall also d.isplay notice of the hours wha leaves and tobacco 'hall be distributed
and, manumctured bidis shall be received by him, and the rnanager shall rnaintain a erecord showing mr
each werker the quantity of leaves and tobacco to him, the bidis of different Ends manuhctured ad
delivered to the manager by hirh ud the nun-Iber of bidis rejected as of bad quality. G. 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 agreements, settlements or awards. (b) Subject as amresaid
more than one shift may be worked in the whole undertaking or in one or more sections or depariinents. (c)
Whenever an additional shift surtcd or whenever worki.ng hours of the shift are changed, notice of seven
days shall be given. (d) Whenever a shift is discontinued notice of one month shall be given, provided. that
wherever any permanent anployee is likely to be discha.rged, notice of three months: shall be given before
discontinuing.that shift. (¢) Change over of any employee or employees from one shift or another shall be
regulated by a.greement, settlement or award and in their absence by custom or usage. The manager may,
in the discretion, transfer *an employee from one shift to another if such transer is in the interest .ofthe
undertakng. (t) Retrenchment of employees as result of discontinuance of a shift or shifts shall be regulated
in accordance with the provisions ofthe Industrial Disputes Act, 1947, provided that in case of
retrenchment of permanent employee notice of three months a.s provided in standing orders. 6 (d) shall be
given before retrenchment. (g) If an undertaking proposes to unploy eadditional employees whether on
restariings a shift or otherwise. the manager shall give the Shiff first opportunity *of- employment to
ernployees. If an additional shift is sta.rted not less than one week's nodce shall .be put up on the notice
board urd shall be published in a Hindi newspaper with wide local circulation

7. Attendance and elate.coming.— (a) All empldyees shall be at work in the undertaldng at the times
fixed and notified. Employeés attending late may be eshut out and treated as eabsent provided that no
employee who..attends within 5 minutes of the starting time Shall be shut out. Ernployee coming late shall
not be treated as absalt without leave but may be given whatever leave may.be due to than. An employee
who is found absat from his proper place ofswork during working hours, without pemission or without any
sufficient reason, shall be liable to be treatcd as absent mr the period of his absence, and his wages 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 procedure in applying for, and authority which may grant leave and holidays.— (a)
Holidays and leave with or without pay or leave of any other" kind shall be regulated by the provisions of
the law applicable to the undenaking and subject to the minimum prescrided under it by custom, usage,
agreement, settlement or award. (b) An employee who desires to obtain leave of absalc.e shall apply to the
manager or the omcer authorised by liin. It shall bb the duty of the manager or the offcér to pass orders
thereon on two days in a week fixed fir the purpose, provided that, if the leave asked for is of an urgent
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nature; i.i. commences on the date of the application or within three days thereof, orders for the grant or
refusal *of leave shall be conunu.nicated without delay. (c) The grant of leave or in case it is refused such
refusal with reasons therefor shall be recorded on the employee's ticket or serviée book. (d) If an employee
after proceeding on leave desires an extension of the leave . granted, he shall make an application in
writing forithe same to the manager or the offcer authorised by hirn. A witten reply either of the grant or
refusal of such extension shall be sent to the employee at the addresa given by him in the application 6r
extension. (e) 'An employee remaining absent beyond the period of leave originally granted or
subsequently extended shall be liable tb lose his liai on.his post and shall .be deemed to .have left the
sewice from the dite of his unauthorised absence unless he rem.rns tal days ofthe e'Qiry ofthe *nctioned
leave and/or explains to the satismction of the manager or the offc« authorised by him, his inability to
resune immediately on the expiry of his leave. An employee who so looses his lien but reports for duv
within 30 days ofthe expiry offis leave shall be kept as a badli if he so desires and his name shall be
entered in thf3 bad.li register. X18-A. Holidays.— 'Ibe employees shall be entitled to three days national
holidays, namely. Republic Day, Independence Day, and Gandhi Jayanti and five days fe$ival holiday
with.full wages every year. The festival holidays shall be deterrnined by the employer in consultation with
the representatives of employees and a notice indicating the days fixed shall be past* on the Notice Board:
Provided that only those anployees who .will actua.lly work either on the preceding day; or as the case
may be, on the succeeding day of such holiday shall be entitled to avail pf such holiday: *Provided further
that nothing in this order shali adversely affect the operation ofthe term of any contract, agreement,
settlement or award which is more beneficial t? employees on ethis subject.] '[8-B..(I) If an employee is
required to work on any Nationa.l holiday or . Estival holiday with wages on account of continuouF
process, essential services or under prevailing practices, then he shall be paid for the work done on each
National 1. Ins. GYNO. 4 [21.2.75]

2. Second proyiso inserted by No 4, Subs.by No. 5[21.8.1981]

3. Ins,,byNo..5 [2!.8.1981]. holiday or holiday with. w?ges, *ages for holiday, wages for wodK dme arid
additional wages fdreOne day. respect .of employees. getting wa.éés: on the' basi* of Calaidareinopdl, if
sthe Nationeal .holiday or festival holiday ii substituted.in *acéordutces With thé provisioris of Section
52.ofthe Factor%s Aci, 1948 Of 1948) odsuch paid holiday. occurs on a *weekly rest day of the employee
then such ad employee 'hall ' be paid additional *wages for such a holiday at his ordinary rates ofwigis..
Casual.eleave.— SubjpcttQ the provisions of the Writs '0k Etdement dt 9ward,» whicheare moré benéficial
to thé employeé on thi subject:- (1) .. the permanent employees be alloued seven days asual icaye Withe
swages in ascalZldar year, and (2) . the tgnporary apd badli employees, Who have pyi in 240 uys WQrk ii
the pgeVious shall bé allowed'sévén days césud leavd'iith wags. in .calendee year. Explanaribne.— The
computation of 240 days shé.ll 'be made in accordance . with Section*79 of.the Factories Act, 1948: (3)
Ordinarily casual leavewill notwadmissibte for moredan two days at a time. Exéebt wheh it hotbe iossible
to obtii previous leave ;ba.lfbe availed f with the permission ofthesMunger. WIEre- it iS not possible Coob
* revious perrni.ssion,® the empldyée sh.all inimaie absence and its Pei-iod at .th€s MaNer.] j.
Requirement to' enter epieiiies by &rtAin gaies aod liabiliiyio.iearch.— (ay Ne.émploye shall énter
Orelédye the premises df the undertaking doanxaent gates Appointed for the purpose: (b) All the employee
including.female employees shall iurrender a.Ncles or .things in their *possession, for examination by die
watch and ward *taff 'of'sthe 0! any other person appoihted for puerposeaA eshhll afo be liable to be
denined and searched+by the watch and:ward stafor the'péfson.sp aEpointed for the purpos? in tb of two
wimesses prqvidéd' that the emaleanplo}e¢ * shall *be Searched b}' female sea.Nher, and ip presence
offtmileswimesses. ¢ 10. telpeoraw and [Ay;om etc.-r iiie.ntofihé break*dovm ofmachiné&; stoppage
ofpower skpply, fire; epidzni$., civil +inxnotion, * cataliophe',*s any otbér cause the he may, at * drne,
without. nO6ce, stpp.wtolly or. pa.rtiallysfor a' reaspiable period the whOles.Of part okdteunderiaking,
anydepaiitAtorany muhine dipctlY:or . by catastrophe or cause: : (b) In. any: event of stoppage. working .
ehployees affected shall, as soon as practicable, be informed byputting up notice. ph the notii* boud in .tha
deparmutt and at the emce as to whin work will be resumed ud whether dtey iie to stay or leave bf the
ufidertaking. Thé peribd of detention the undertaki.lig ihall not ordinarily exceed two hours aner the
scommencement of stoppage,» and .the employees .so - detained shhll be entitléd to receive wages
(including eall allowances), in *the proportion of.a quarter day. (or every Mo 'bouis or leis. Providéd that
the wag— he receives plus. the detention wage shall not exceed his normal day's waase. lk the case
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ofpiece-rate employees, the average daily earnings in the previous wage period &hall be taken tb be the:
daily.wage. (¢) Whenever practicablea reasonable notice shali be given of.the resurgption of the normal
work. (d) Envioyees may be laid off gy the undertaldng Oli acgount of shortage of coal, power or water; or
raw .iiaterials or materials or: accumplation of stocks, temporary curtail!nent of production or similar
raesons by exhibiting ai far. as possiblé, one noiice for the inermation. of the dnployees concemed. (e) The
eniployer *rnay close departmeqt or Seetion of a departnent or the whole after giving two mon.th's ndti* to
the einployees and in case dfseasaneal employees 15 day's notice. Bedreréopening the department, section
or the undertaking, as the ca.se mayebe, at least sevei days' notice shall be given. to the employees.. (f) On
the re-opgning oftfie depatiient, section of a.d$ariinent or the whob- of me undertaking, as case may be, the
inanager shall give reasonable notice to. the eretrénched empidyees 'who Offor themselves for re-
employment and those retrenched *employees who offer *thQnselves br re-employment Within a Brmight
shil( be iiven prefera:ces. over ither persons to the elength Qfe service. Copies ofthe riotice under
Ordei.sball be irimédiately sent to <the Governmeme !abour Offcer of theearpa concemed by die
emplbyey]. 11; .Termingtion of employment end the' notice the.réof to be giyei by employer and
employee.— (a) Wlien the employment of a pemianént employee* id ¢ to *tertninated, he sha.ll be giVZ1
ue month's potice oi shall be paid wages for month in of nqtice. No anployee other th.an a permanetit
emplbyée.shall be entitled any such notiee or wages in' lieu thereof.%r termination of his service. (b)
reason fOF the termindtion of service shall be recorded in b'6tihg .and shall be communicated to ernployee
sunless sueh communication. may in the opinidn ofthe manager.directly or indirectly lay the company or
.the manage! or the pituon signing the conununication. open to' civil or criminal ..pioceédings at .the
instange of the employee, (c) Any Permanent empldyee desirous-of leaving the ernployment shall give.
one nwnth'se notiée to his departinkqnl oGceerRatihg the reason for which he .is.. leaving bat if he so he
rnay bé relieved earlier {han the date period of notice expires. (d) Nd notice shal.l.be necessary for ghe
diseontinuance of the employmen of a pennanent Seasonal employee gti.the.expirysofthe season, but he
shall hiie a lien on hié post at the comméncernent ofthé next season. subjec! to the provisi01B of the
Ilidustrial Act* 1547 (14 of .1947), Go. gemporary. employee, whether monthly rated *or' *Weekly rated.
Of piece, * 1 [28-56)

2. AdecmbyN+..Noe. F-4.(E) 17-3-2005. rated, and nq probationer Or badli or fixed .iem employmeqt's
employee, as a result of non-renewal of contract *of emplédyment or on its bee entided to any notice or pay
in lieu thereoC eif his Suvices are tenninated, bit the. Services of a. temporary employee shall not
tenninated as a punishinent unless he has been given an Opportugity ofeexplaining the chalges allpged
against him."] « : RELEVANTNOTES Mahe.i Pal Sing Vs. Spérintendihg Engineer Lower Chambél
Cile, 2081 (4) NOHT 214.' 12'. Disciplinary action for misconduct." {l) The following acts or omissions
on the part of an employee shall amount to major misconduct: (a) (c) (d) (g) (h) (i) ") (k) (m) (n) (o)
conviction by a court oflaw an offence involving moral turpitude;. theft, .fraud or inecorinectiop *With the
business or property of .taking .or giving or illegal gr#tification; « Wilfri disobedienée of any lawfiil or
reBonable order of superior ihvolving satty of any person. or property or other matter' having an advébé
effect' upon the work or (vagt .of other employees, ¢ &n>lirig wi&.ih the premiSes.ofthe underuking;e. . .
drunkenkess; liotpus or disorderly behaviOur, during working'hours at the undertakingor conduci
endangering the oi*Safety of any persqn, intimidation, physical duress,* or any act subversiye of gllections.
of any moneys within the .prernises of the undertaking for . purposes' 4.zd by peooni not:authorised by law
or if no authority is required by taw Without die sanction of the man'*r; in trade, or business within the
premises .of the undertaking including collectien of pay-tiékets given. to <thé anployees 0! the sale ot
canvassing of tickets, coupons or other tokens Qf any' commodity pr article, without the Of the man.a.gér.
« ganva.ssing for trade nymbership and collection of unibn's .dues within the prenOses eicept as
perrnissible under law; holding rpeetings insidé the premiéese Of ete undertakineg without the previous
pennission of the manager or excépt a.' permitted by law; commencing,. going Or joining the estiike in
coritravention .of the proviEi6ns .of law for the time being in force; inciting, instigating otHérs to take pan
or othe"ise acting in.ftNierance ¢ or strike in contravehtiori .of*the *provisiona of any law for the me being
ii force; Wilfi.ll slowing dom -ili performance ofwork, or abatement or instigétion thereof; wilful damage
*to work ip process or to any other property .of the undertaking; . disclosing to any u.nauthorised person
any *information in regard to the Processes of the undertaking which may come inio hiS pesséssion in ihe
course of hiy work; (p). unauthorised absence from duty for mor€ than consecutive days; Obiaining
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financial' assistancesfrom-t.kw, *Employees. State l.dsurance Corporation on the basis of tax on forged
documenté.]. * a*minor.misconduct of whicha workman is found habitually guilty, i. e., for. not less than
three occasions within a space Of (2) Any oftlE.Wollowihg acts or oniissions shall amount to a' minor
misconduct; (e) attendance (b) absenge from duty without leave or without. suffGient Cause. which .is not
major miscondUcte» teffsal sto work on a job of a similar nature without,,givig adequate reasms for the
same; . sleeping during .working héut; (¢) mure tQ observe safety instruetiogs, or .un4uthorised ié¢indval'
in r#rence to machinery,ss guard, efencing or other s$ety device.installed. .ine the ptanises eof the
establishnient; * (ff any act or &migion for whiéh.deductions from the ofan embloyei- . peoi are Wthorised
by yr under:exe Payment. of .Wagis Act; . ehtering or. leaving the iremiies of.the undertaking' except by
the C) pr gtes appointed Sr ute purpose; . mm*nittihg nuisance in the' premises orthi udderialcine,
indiscipliné, (h) oftdny atandi.ngs order Or instructions ,fors maintenance and any depanment.and
maintaiging iue cleanliness. *6) (A) the punishment for a minor miscondud maybe . (i) censure, or (ii) fine.
Th'e pUnishmag 6r major misconduct may (i) Oensura or (ii) fiee, or .(iii) suspension for a peri* not
fourdayd on any one occasion, ¢ or ((v> widholAing of iacremmt for.a petipd of one year, or (V)
derhotion; or . _(vi).dismissal- (¢) awarding the punishmeht .the nian.ager shall'takéeintd the' gravity of the
niiconduct,* ptgvioil' record if any, other extenuating or egrwvé#ng cirqunstancee. (4). N6 punishméit.shall
be imposed on employee proved guilty of miscondug in an enquiry conducted in the following mannér: 1.
(a) 'The other.ofcet.autiwiised bj' him in this befalf shall give to the employee a charge sheet clearly setting
forth the mis-cpnduct &ged and thecircumstances appearing agai.nst him and requiring h4s aplanatipn; Irs.
byN6. (b) The.anpl6yeé shall be given for submitting his .bolanatiéon period of. least 24 houis ifhe
is.charied with & iniioi* misconduct aid- at hours if he is cha.rged® with major misconduct; (c) * An
employee shall be allayed to defénd by himselfear the representatiVe of employees, if he So -desires; * (d)
Except in gasesewhere hé As the. charge 'levelledeagainst bimethes empldyeeshall be pennitted to his
defence and cross- examine *any "witness *dn whoéeevidencp the echarge rests; (e) : 'Ite substanee of the
evidence-shall be recoideds and eread over; (f) An orda.ofpuiislxnent.&balle be.eifi witing:and shall be
issued wer the siYidture mahagér or Sthefoffcer dithorised eunder standing order . (1) (a). A copy of the
omer i'assed awarding the Pu.Qishrnent shall' be. given to the employée, (g) * In case of an employee other
.thaq the ohe belonginei io ute clerical, teghnical or super,'isory staff the.manager ecan suiiénd. him
pending enqu.iry into in alleged major miscohdqct :fbree ae period not .exceeding four days; * - .The
rnanager may Suspend a clerical; technicat Or S.Upewisory employee for period 6fsthrees monthi pending
Uno. major misconduct alleged against him aid Shall pay suspensioa io such employee at the fate of
halfbf.the average waie; The Order of suspension shali. be *in wyiting. and. *may taka effect Zimrnediately
on. communication thereof to the.empldyee. If no action iS -v *Qakeii .within a peciod of six moiths then
the ainoun! Of Wage# for the period of syspension shall be payable in full. . (5) If on enquiry, the order is.
confinned or:the periodof euspaGion reduced the imployee shall be deemed to be abient. fram dity for ate
speriod of suspension e arid shill not bé entided toeaoy wage for sii¢h *period. If, hQWéVer» the order lis
.réscinde< .+thé employee shall be deemed to be on *auty during <the 'full *period .of. suspénsione and shall
be enlitled to the Game as he would have receiyed if he hAd not been suspend?dt Providd thn if the
enquiry is. pot completed within four days from -the date. of submission of explanationi.ihe employee
baeAfifiEdiidiiififie.e completion of the enAui.ye from the date of su.brni"ion of his explanation. employér
'hall not be competent to iiitiate progeedings aaainst an einployee-:— (a) for major misconduct after one
year of its commission, and' .(b). for a.minot misconduct after six.months of ig commissian.l.* 13. Means
of redres for empldyee againsteunfair tredtment. o.rMnngful exaction by the employer,. agent Qr
servant.— (1) '(a).An aggriiv.ed*ernployee may fi.rst present his' grievance to his inutEdiate superior iH
person who .thereon shall give a reply within 48 hours of the;preSentation of the complaint; 1. . Added
byNo. 1(27.3..1987). (b) Ifthe employee is not witb the reply of his. imniediaté superior he pr Qutho(
represent@tive on his ebehalf rrady forward <the complaint to the manager or an offcer appoihted.by him
foi this purpose; (c) The manager dr such ofcer shall personally investigate the complaint at such time and
place as nuy fix and the cunplainant employee. or the. quthorfsed repreSentative shall have riéht to be
presenteat sué¢h investigations: Prévided that the decision of the Investigation Offoer and the action, if any,
taken by him Shall be communicated to ihe complainant ordinarily within a wedk of the presentation
ofsthe compléint. (2) Grievapges of anproyees relating to-:— (&) assault or *buse by any person holding a
supervisorydosition or (b) refrsal of an. application.for urgent leave; (O unair labour paetices, such as,-(i)
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inteference with the ri¢his of employees. to or cogtinye as an union member; (ii) discrimination,. retiain.or
coeréion against .any employee or' restraint of recognised activities of trade union; (ii) victimization Qf an
e;nployee. abuse of authority in any form; shé.ll be enqufed into immdialely by the maregér and hé shall
takeappropriate « diseciplimry action sué who arg fourd kesppnsible thit- enxe complainant vill be supplied
'Gth a copy of the order Or action .taken by the.manager in fis behalf.. 14, An employee against whom any
is passed by the manageremay if so ¢ . desires submit hid represpntation to the'ManagiQg Agents pr the
Ma.naging Diiector or de Proprietor or any persdn Who hasethe ultimatc *cOntrol over the nunagement of
the uhdertakind Who shall comzniinicate his ¢ décision to the. employee .within a period of 15 days.. 1114-
A. Retire.ment.— (1) Ai employee Ghall retire from the "Nice of the' eniployer on the date he atiains the
age of 58 years. He may, however, be retdinéd in servicé by theemployer after the date of attai.ning tilG
age of 58 years if his services arc necessary in the inteast 9ft>e lindertaking biit he shall nctbe rétained in
service aft?? the age OR.60 years Provided that hothing in this clause shall adwrsely aftct the operation
tenns Of any contract, agreement; setdement, or *iward on mis Subject,. if the agé of is not'léss th.n 5B
yea.rs: Prpvid?d .furthe! that befQre retiring an employee from the sérvice in accordance with the
provisions cmtaihed iq this clause, the ep$loyer shall give to : the said anployee at 'le4St one month's
intimatioh in wrking eofesuch retirement. * However, failure' .to give su#h intiniation wit* nit entitle the
employee to gontinue in service aRereattaining the age of retirement. On the failure. to. givee such
intimationo he. shall bé Table pay to the employee concemed oae month's wages. '[(.1-a) Notwithstanding
any'higg contained. in sub:clause (1) the age of retiremerit for woiking joumalists as defined in Section
of.the Working ¢1. subs. byNo. S [21.8.1981]

2. Ins.byNo. 8[23.1.1992] Journalists and other Newspaper Employees (Conditions pf and Miscellaneous
ProvisiorG Act, 1955 (Na 45. of 1955). shall be 60 years.] O). For the piirpose* of clause (1) the age
shail.be reckor*d'by any of &e followihg methods order of priority— (i) tfEdate of birth as given by the
employee at th? tiine of bi' employment aid accepted by the Manayre, (i) The date of bird as given in
theHigher Secondéary School Certificate or : equivalent .examinatipn Certificate; (iii) The certificaté
issued' by the Local Authority of the plqce where the employee born, pn the basis of Che records by sué¢h
authority or certified copy of the Entry in the Birth and Death Reéister in which date Of bitth is meriiioned;
(iv) The date of birth as declare by the employee in his declaration card for purpose of membership of the
Employees Provident Fund. (3).Notwithstandi.ng anything containedin the fOrgoing clause, if any dispute
arises tewrding the date of birth intimated at the time epfemployment dredeclared iH the card' for the
purpose of membershiicof the Employees Provident Pund, as the case may.bé, .then the date ofbirth shall
be deermined qn the basis*of . "hool I.eaving. Certificate and in its abseh+, the date of birth .determined by
a RegiZtered Medicar Practitioner, not below theerank Of Ci€il Surgeon, shall bé consideied as final, but
any such shall not be enteftdined Within the period .of six mdnths beforé the date 6f retiremalt. 'IS, 'An
employee *who leaves or retires or is discharged shall without avoidable delay bilt not later than thirty
after he leaies serice or retires or as. the case may be is shall' be given bi the employer a service Certificate
indicating uch infomation aid particular? a.s rruy be qotified.e] Duration ofernploymgn!fromdate to
.......... ppeeeeeeeninnes 2. 3. 4. 6. *SERVICE (ERTmCATE Rule 15) Name and address ofihe Institution « Name
and address ofiheemployee/worker ... Naufe ofworWdesignatm . Wages rate Rupees per month' 'Reasons
For discharge Othef ..... .... Signamre .of einploypr 16. Liability of the Manager.' 'The Manager of the
undertaking or in case if there is no manager, the Managi.gg Agults, the Managing Director the Proprietor.
or any person who has the ultimate control over the management oftheeunderta.king shall be' héld
responsi#le .for the proper and m.ithful observance of these standinu orders. 171 (a) Notice to be exhibited
or given derthese standing orders *shall be ih a language uhderstood by majority Of emplo eese. (b) notice,
order, chargesheet* cotnmunigation or intimation Whigh is meant 6r individual enployee and is given in
Qtdprse shallsbe in a. language understood'by. majority, of employees. .18. Chpies*ofthese standizg orders
shall be posted in. the dmekeeper's offce and in «all departmeiRs of the-uideriaking ana shall be kept in
legible conétion.
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