
KELTROII COMPOHEIIIT GOMPLEX TIMITEO

1. GENERAL

1.1. APPLICATION

These Standing ()rders apply to all persons who come lyithin
the definition of "Workman" in the Industrial Employment
(Standins Orders) Act, 194$.

1.2. DF]ITINI'I'IONS

In thcse Standinq ()rek:r's unless tircrr: is anl,thing repugnant
in the sub.ject or contrxt:-

a) "Company" mears Kcltron Component Complcx Limitcd
b) "Manaqcmcnt" means the Company's Managingl)ircctor arrcl

include all ()fficers to whom an1.of the functions, in relation
to v,hich the tcnn used in thesc Silmding ()rders, is delogated
by the Managing Director.

c) "l'remises" nle:rns the factory buildinEs, Administrative
Officcs (including llranch Oflices), godowns, warehouses,
shorvrooms, storcs and such other prcrniscs (whether at
present cxisting or that may bc established in future) which
are used for transacting any <lf the business of the Con:pany
or for keeping any of th<: propertics bclonging to tht:
Company and includtls vacant placcs adjacent or appllrtc'nant
thcreto.

d) "'Workman" r..cans arr1, t-'mplo1,ce of tht: C<lmpany, 1r,hg is
covered by thc dcfinition of "'W<rrkrnan" a-s pcr thc'Industrial
Employ"rnent (Standing ()rdcrs) Act 19,16.

c) t'I)ennanentWorkmam" is arvorkman nho ha-s bet-'rr er-rgagcd

STANDING ORDERS

STAN DING ORDERS

)

1



on a pennanent basis and who has been confirmed in any
gradc or salary aftcr satisfactory completion of thc
probationary period stipulated in the appointment letter
issued to him or by these Standing ()rders.

0 t'1-emporaryWtrrkrnan" means arrdincludes aWorkmanwho
is engaged for work which is essentially of a tempo;:ary nature
and likely to be ended within a limited period and also a
workman who is engaged for work on a pcrmanent natrrre
but specifically for a short tenure such as Workman appointed
to a leave vacancy or appointed till a permanent arrangement
could be made or for oilrer reasons.

g) "Probationer" is a Workman who is provisionally employed
to fill a permanent vacancy in a post and has not completed
the probationary period stipulated in his appointment letter
or by these Standing Orders.

h ) t'Traineet' is a learncr who has becn appointed as such lor a
stipulated period with or wiflrout stipend/allowances.

i) "Apprentice" is a learnerwho is appointed as such under the
Apprentice Act 1961.

j) A "Iladli or Substitute" is a workman who is appointed in the
post of a permanent workman or prohationer who is
temporarily absent.

k) A t'Casual" work:r:.an is ouewhose employnentis of a causal
nature.

1) "{-cave Salary" means the arnount paid to t}re workman for
the period spent on leave I:y him.

m) "Scrvice" means the period during which a workman is
employed by the Company and includes ihe period durinq
whici:. he is on duty as a probationer and/or a-s a pcrmaneut
workman as well as on leavc duly sanctioncd, c'xcept extra-
ordinary lcave for 90 days or more in a calcndar year.

n) "D.y" mealls a calendar day beginning and ending at
midnight but cxtends upto the end of a shift, whcre is begins
bcforc midnight and cnds after midnight.
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o) t'Month" means a calendar month, but ftlr the purposes <lf

calculation of salary and for i1.s payment, if thc management
prescribcs ancttrer period in respect of any workman or class

or cla-sses of workman, it shall meart such othcr period.

p) "Notice lloard" mcans thc board or boards placed in thc
Time,/Gatc office or any odrer corrspicuous place for trhe

purpose of exhibiting noticcs issued by the management.

q) Mascuiine includes femininc and llrc singular includes plural,
rv'herever context so admits.

2. SERVICE

2.I CIASSII'IC/TIION
i'he rvorkrtan are classified as follorvs:

a) Permareent
b) Probationer
c) 'l'emporary

d) Trainees
e) Apprentice
f) Badiies or substitutes
g) Casual

2.2 ADDRESS AND OTHER PARTICUI,ARS

EveryWorkman on joining the service of the Company shall
furnish to the Manaqement his address, age, qualifications,
personal data and such other details with proof *rereon as may be
prescribedtrythe management, in such form as riraybe prescribed.
'I'he address given by the workman shaltr be the address at which
he would bc resident during his servicc in thc Cornpany and any

change in such address and other par:ticulars furnished by him
shall be duly notified by hirn to the Managemerat as soon as the
change takes placc. l'he Managernent shall not be liable to take

into cognisance aRy change that has not treen duly notified to the
Managemdnt and any notice or letter sent by post or otherwise to

such address as is grven by dre workman shall be deemed to have

been duly served upon and received by the workman concerned.
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2,3. I'ROBA'|ION

Everyrvorkman recruitcd to the service of the Company on a
rczular basis shall, unlcss othcrwise specifically mentioned in thc
appointment ordcr, be on probation for a pcriod which shall bc
six mon*rs initially, sub.ject to extension for such furtrrer pcriod
or periods not cxceeding six monl-hs as may be found necessary
by the Management from time to time. If the vacancy to which
the appointmentwas made has arisen due to promotion or transfer
of another workman, the period of probation shall stand.
automatically extended till such timc as the workman, who
previously held the post, gets confirmcd in the post to which he
\.va^s promoted or transferred. l'he management may terminate at
il^s decretion the servicc of a probationer at any time cluring or
imrnc'diatcly on completion of the period .[ pr.bati.n or such
fr-rrthr:r period or periods of c.xtension of'probation a^s may be
orclcrcd from timr-' to time and for doing s<l it shall not be necessar),
t. trivr: any notice ,r a-ssign any rcasor-l ()r pay any compensatiorr
and such tt-'rmination shall not bc decmed. to br-" in any manner a
termination in pursnanct: of any disciplinary action"

If a pc'rmanent rvorkman is promotccl or transferred. lo
anotht-'r post otherw'ise than for a tcmporarv pc'riod, hc shall be
dccmcd to bc .n probati.n i, the ncu. post f.r a pcri.d of'six
rnonths initiallv sub.ject to cxtt-,nsiou for a lurther period not
excecding six months and such pcrson may at any time cluring or
irnmcdiately o, completio, of thc probationary period in the new
post or such Iurthcr period or peri'ds of extc,si.. as may bc
ordcrcd, be reverted t<l his old pe.ma,cnt post and for d.oing so it
shall n<lt bc nccessarl'to givc any ,otice but assig'ing any reason
and such rcvt:rsion will not constitute a rt-'version zus a disciplinarl,
mcasurc. I{' the vacarlcy t<l rvhich a norkma. is promotcd or
tra-nsft:rrcd ha^s arist:n duc to the prornotion or transfcr of another
rvorkman or othcr cmployec, thc period of thc probation of tht:
formcr shall stand autornatically extr:rrdecl tiil such timt: a-s thcr
Ir:ttt:r gr:ts c<>rrfirmt-'d in thc post to u,hich hr: u,:r-s promoted or
transfcrred.
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2.4. CONFIRMATION
At the end of thc protlationary period, a workman may be

confirmed by thc }lanagemcnt at thcir discrction if his
performance conduct and character are found satisfactory during
the period of probation otherlyisc hc shall be discharged from
service if he docs not hold any permanent post in the Company or
reverted to his permanent post iI'hc hoids another permanent
post in the Company. ()n confirmation in a higher post, all
previous confirmations in lorver posts will lapse. No workrnarr shatrl

be confirmed in a pcrst in rvhich another rvorkman hoids a
confirmation, which has not lapscd.

2.5. SENIORi'IY
'[-he seniority of a workrnan in a qrade shali bc reckoned in

th e followin g marrler:-

a) Subject to clausc(b) & (.t belowl in accorclance with the datt:
of commencement of his servicc in the gl:ade i.e. onc who
commcnces his service earlicr will have scniority over another
who commcnccs scrvice later.

b) Subject to (c) belorv, if morc than one workman joins at the
same time, according to thc marks sccured by them at the
selection or promotion.

c) If the st-'rvicc of any employee is not corrtinues i.e. any break
in service occurs due to unauthorised absencc ovcrstayal of
Ieave or joining timc, any extra-ordinarv leave in a year for
90 days or morc, suspcnsion etc. rvhich is not condoned by
the Managcmcnt or strikc lvhich is not legal, only the service
after the break and which is continuous lyill be considered
for scniority.

d) If two or more rvorkmen have the sarne seniority in a ql-ade
the one wh<l had st:niority in the ncxt lor+,er qradc, if anv, on
the d:'y o.f ctxnmenct:ment of scrvict-' in the fL.igher q-rade,

u,ill be considcred as st-'nior'.

c) In the case of a penalancnt s,orkman. who is on probation in
a higher or parallcl post, his service in such higher,/parallel
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post will couil.t for seniority in his confirmecl post, and if a

u'orkman, rghose confirmation in a post has lapsed due to his
confirmation in anothcr posL, is Iatter revcrted to the former
post, his servicl: ir"r the l:rtter post. rl'ill count for seniority in
the former p<lst.

2.6. TEMPORARY APPOINTMENT
A workmarr appointed on temporary basis shall vacate the

post at the end of the period for which he is appointed and, if he

is appointed till such tirne as an event may occur, he shall vacate

the post on happening of such an event. In such cases, if the
temporaryworlcran has alreadybeen confirmed in anothcr post,
he shall tre reverted to that post; otJrerwise his service shall be

terminated; and such termination or reversion will not be treated
zrs termination or reversion in ilee course of any disciplinary action.
I'emporary service wiil not confer on the workman any riqht for
continued service or for appointment in the same or it *y other
post in the Company.

2.7. PROMO'IrON
Promotion shall be governed by ttre promotion potcy in force

from time to time.

2.8. 'I'ILL\iSFI]R

Evcry rvorknran shall be liablc to be trausfcrred from onc
post to anothcr, from one departmtxt, unit or branctr/associatc.'
subsidiary to another, from onc type o{'rvork to anothcr or frorl
ont: placc to another piacc accorcling to thc discrction oi tirc
rranaqcmcnt rttthout any additionai rt-'muneral-ion eithr:r' br- rt a|
oJ'incrc':rst in pay or allolvatrce, compcrlsation for iucrca-secl cost
of living at thc nelv place <lf'rvork or any othcr Inantrer or rcasoll,
Workrnen are also liable to be transfc'rred to any subsidiary'of t]re
Company lvhether at prcst-'nt cxisting or that ma1'be establishcd
in future or to any other C<lmpany lormcd b1' splirting up or
rcorganisation of thc Company.
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2.9, FOREIGN SERVICE AND DEI'U'LTI]ON
'lhc manaqement may, i{ it {inds in expcdient to do so at any

time, place thc services of any rvorkmzur at the disposal of the State
or Central Government or othcr {.Jompanies or b<ldies and evcry
workman shall be liablc to such f<lreign service dcputation if
ordcred by the Managcment. I)uring the period of such foreign
service/cleputation, the workman shall be dcemed to continr:rous
in the serltce of the company and shall be entitled to receive such
pay and allorsaaces :r-s hc lvould havc drar'lrr if his scrvice rr,'ei:e not
s+ piacecl on foreigt strvice ,r' dcputation. trIc may zrlso drar,",Cur:ing
thc ptti<lel of such f<ll'cign scrvice ,r' .lE:putation sr.rch othcr
ztll*r.:vancE:s as rnalr be orclerccl hy th= filar:ilgcl:ri:nt, Ilcrl'evc:', if
the clcput:rtion is to a Con:paxilr a;fhil. rharr the subsiCiari,r/
associatc/unit of KSEDC the lvorkman rviil be entitleci to reccive
dcputation allorsancc {rf 20% of his basic pal,, if th.c post o[ rvhich
he is depi.rle';l is higher thzrn thc p<lst hc is holding in thc C<xrpany
and l09h in the case of cleputation to a parallel post.

2.10. RESI(}N{I'ION
Sub.j ect to thc terms and conditions in the order of

appointment nr: in the contract of crnployment, a workman shall
not leavc nr discontinue his scrvicc in the Companyv-ithout g'lvirg
prior notice in rvriting to the Manaqcnr.cnt o{'his intention to lcave
or discontinue his st-'rvicc; provided that the Management ma,v

rvaiye such notice. l'hc period of such noticc shall not bt: less
thern-

a) 7 da1,s during the pericld o{'probation or lemporary scl-vice-.

or trir.irring/apprcnriccship; and

lr) 30 day,5 in the ca-se of a pcynllncnt ltorkrnatr.
'l'hc Managefll.cnt may pennit a u,orkrnan to lcavc or

discontinuc his scrvicc after giving a shorter notice than prcscribcd
abovc, on his pa)4ng or aqrccing to pay a sum cquivalcnt to his pay
for thc pcriod of deficiency in the notice period.
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2.11. 'I-ERMINATION OF SERVTCE O'I'ITER TIIAN AS A
DISCIPLINARY MEASURE

l'he Management may terminate lhe service of any temporarv
worker, apprentice/trainee, badli or substituter or casual workcr
without any notice or pay in lieu thereof.

Subject to provisions of thc Industrial f)isputes Act. 1g47 ancl
the rules framed thereunder a rvorkman, who has been confirmed.
in a permanent post, may bc discharged from the Company,s
service on airolition of tire post after Sving one monthrs nol.ice or
pay in lieu thereof; provided that, if he has earlier been confirmcd
in any other post and such oilrcr post has not heen abolished., hc
has to be rcverted to lhe other post and if, on such. reversicn,
thcrc is shortage of posls to accommod.ate him, ancl all the othcr
persons who holC confirrnalion in such other post, such nnmbcr
of, persous rvho are found to be in excess of the number of'posts
may be discharged from service by thc managcment providcd
further that whenever any discharge or rcvcrsion under this
Standing ()rdcr h:us to be made, it shall tle done in accordancc
rvith the principlc oI scniority.

A rsorkman, wheilrcr he has been confirm.ed or not, mav be
discharsed at any time by the Manasement, lf he is found by a
Mcdical Officer nominatt:d by thc Company to bc physically or
mcntally unfit for the u,ork for the which hc is engaged.
Manaqement may, hou,evcr, at it.s discretion, offer him an altc'.ratc:
.iob (if available), if in its opinion he is or is likely to be fit for such
alternate j<>b, and if he is found to be unfit for such other.l'ob also,
the Managerncnt may dischargc him from service. In the case of
such a discharge, the rvorkman will be entitled to one month,s
notice or pay in lieu there<lf.

2.12.'I'he Comnany may, at any time, for a rcasonablt: cause
terminate the serviccs of, or, dischargc from service, any pL'rmanc,nt
workman by eivine him one month's notice or paymcnt of onc
month's salary in licu of noticel $ving of one month,s notice <lr
paymerlt in lieu of'notice, shall n<lt bc nccessary whcre the
termination of'dischargt: is as a mcasurc of punishmt:nt, or, is in
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accordance rvith express terms of ernploylr:nt aqreed to by the
workman.

'Ihe employnent of a rvorkman who is engaqed in, or whose
duties are or con{idential nature, may be terminated at any time
by the Management if the Management has reasotl to believe that
the continuation of thc rvorkman in employment is likely to effect
the secrecy and security of dre information rvhich the management
considers is of a confidential nature and which thc v'orkrnan rnight
have come to know or acquire during the course trf his
cmploynent, or, of anv process or method of rnanufactrrre which
the Management considers confidential.

2. 1 3. SERVICE CERTIFICA'|E

Everyworkman shall be entitled to a scrvice certificatc at the
time of leaving his service by retrcnchmcnt, termination, discharge,
dismissal, resignation or retirement, alter obtainirrq a clearance
certificate from ilre concctred department head.

2. 14. SUI'ERA.\NUATIoN
Everyu'orkman shall rertire on completion of 58 years o1- age;

provided that the Management may, atits sole discretion, re-employ
for such pcriod a-s decided lrom time to timc by the Manaqement.
A rl,orkman may, at his discretion, rctire from scrvices at any time
after 15 years of service. tith the prior writtt:tr sanctiorr of t.he

Managcment u'hich shall not be unrea-sonably withheld.

2. 1 5. EXCLUSIVE SERVTCE OI} T,[G1{TI ON O F WORI(MAf{

Workmcn (includinq workmen on leave) shall not exccpt
rvith the permission of the Management in rt'riting, directiy or
indirectly, either on rt'hole time or part-time basis, cflgage in zmy

othcr profession or busincss or enter the serr''ice of, tlr be employed
in eury capacity or for any purposcs rvhatsoevcr any other persorr,
firrn, Cor:rpa':,y' rri' Government department r:r togetht:r
orqan-risation and shall not havt: arry firrancial dcalinqs ruith any

pcrsonl firm or Comparry having busincss relatiotrs with the
cornparU/. !,very lvorkrnan shall, at all time durinq the pcriod of
his service, u,hcther or not during the normal stipulatcd lvorking
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hours, be prepared and ready, if required, t<l carry out any
rcasonable or lawful orders and duties required of him by his
superiors to the best of his ability even if it involves workins bc,yond
or outside his norrnal hours or work.

2.16. SECRECY

Noworkman shall, bywriting to arryperson including another
employee or by any communication to news Fapers, joumals etc.
or by*riting or publishing books, pamphlets or leaflets or by speach
or discussion at any place, disclose or cause t<l be disclosed, any
information or document, relating to the compaily except with
the prior approval in.r,rxiting of the ManaEement. No workmaa
shall, othenttse dran in the norrnal cause of his .tvork, engage in
eiving information or advice on matters relatine to lhe activities of
the Company'.

Except in the ordinary course of his duties, no workrn;rn shall
disclose, during the service nith thc Company, any secret? cosr of
production oi an1, of the Company's pr6clqcts, information on
purchasc made or coniract entcrc'ci inro by the Company, or
quotation given or tender subrnittcd or ordcr secureci by the
Company, informatio[ on sertlenlent of c]airns by the Company,
in or out of court or atly otherinf,ormation on matters of tradc or
business of the Company or secr-ct process, technical in{ormation,
drawing, pattem, equipment riesigr: and other similar matters.

No workman shall, except H,ith rhe pre-rious written
permission of the Managemcnr, carry\,yrth him oulsidc the 1"actory
premises any note book, drawing, photograph, instrument,
apparatus, document, file, paper or any othcr propcrtv of the
(lompany.

No workman shall takc' for his personal use notes, drawings
or sketches relating to the compan/s workshop, building, process,
equipment clr work or keeping copies of official papers, otherwise
than in thc normal dischar-gc of his duties.

AII books, drawinqs, skclchcs, photorraphs, notes and other
papers containing information relatirrg to the Company,s business
affairs or operation are alrvays treated as Company,s propertl,,
t4rether prepared by the workman or otheru,ise.
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2.17. RECOR,D O}- SERVICE

A record of service in such form as may be prescritred by the
Nl[arragement from tirne to time shall be maintained in respcct of
cach u,orkman of the Company. A separate file will also be
rnaintained in respect of each workman in permanent service, in
which all important papers pertaining to his service shall be filed.
The rccords of service and file relating to each workman shall tre
retained till three years aftcr the termination of his service.

2.18 D,TTE OF BIRTII
fhe age of a workman shall be proved as may be required by

the Management at any time by the protluction of a true and
authoritative copy of thc Ilirth Certificate or School Certificate, if
no birth certificate is available. In the event of th.e workman not
being able i,o procluce the certificate, hc shall submit hirnself tcl
merlical examinatio*. by a medical practitioncr as may be desigrratcd
by the Management, for certif\,"ing his age and tlie certification of
such mcdical practitioner sha1l be final and conclusive in all matters
relating to the cmployment of such rvorkrnan.

Everyr'r,orkman shall be requircd to l"urnish proof of his date
of trirth at the time of his apoointment. l'he date of birth once
rccordcd shall not be altered except in the casc of clcrical errors.

3. SAIARY

3.1. BASTC SAI-ARY

A *,orkman holdine any post in ilre Company shall drarv (as

basic pay) the basic pay fixed for the post and if there is a time
scale, the stage in the time scale at which he is placed from time to
time. A workman on a time scale of pay promoted to a higher
scale of pay, unless the Managemcnt places him at a still highcr
stage, shall draw as initial basic pay on the new scale the hieher of
the following, viz. (a) the minimum of the higher scale and
(b) the stage in ilre new scale next above the amount arrived at by
incrcasing his basic pay in the lower scale on the date of promotion
by <lne increment in such lower scales (this shali be the next
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incremcnt thzrt would havc faltren due to him had he continued in
that scale or if hc had already reached dre maxirnum of ilrat scaLe,

l-[rc amount of the last increment in the scale) rthethcr or not the
am()Lrnt thus obtained is a staqc in the new scalt-'; aud, in every
such case, his next increment in thc neu, scale shall iail duc on
cornpletion of thc prescribed period in the ncw scalc from the
date of proraotion. If zuiverrkman y,ho was not on a time scale of
p:ry, is promoted to zr tirte scale o{'pay, he shall dra&'a-s his initial
ll:usic pay in such scale, such amount as is fixed by the Managementl
provided, hole'ver, that his total monthly salary shall not be reduced
bv such promotion, and tire da1.c of his first increment in the scale
shall fall due nn the expiry of the prescribed period of elieible
st'rvi<-t' in such scalc.

3.2. INCREMENI'
lncrc'ment shall dcpt:nd <>r'r cfficiency, conduct and

satisfactory pcrformanct: of individual's duties and will be
considcred on the date of' completion of orrc yc.ar scrvicc for
conlirmed\r,orkmen and pay,rnentv.ill bc made e ffcctive from the
first o{'the rnonth in rvhich he complctes ()ne year. 'I'he period of
service spenl on extra-ordinary leavc rtill not be countc'd for
incrt:menI^s. ['eriocls of unauthorised :rbsence or any zrbscnce other
than FI,SI leavc dur:ing rvhich hc is not eligible for pery:r-s also periods
of suspension (othcr than ilre suspr)nsion pcnding enquiry, u,hich
is Iater rcqulariscd on the norkrncn beinq absolved of the charges)
ryill also not count for incrcrnents. Ltcrement ha^s to be sanctioned
by the Marragement beforc a rtorkman becomt-' eli{dble for d-re

sanlc. 1'hc Management rcserves the right to withhold or delav <lr

rcfusc' any incrcment, with or rvithout curnulative cffcct.

3.3. T)EAI{NIiSS ALLOWANCF"
A u,orkman ()n a timc scale ol'pay is eligible {-or dcar-ness

allonancc ol srrch arrr<lunt as is sanctioncd by the Managemcnt
fronr time to tirrrc. A norkman on daily ratt: of \t/ages or on
c<lnsolidatcd rnonthl,v pay or a traince/apprenticc rr-'ceivinq a
stipendT':r'llolvance will rrot be eli{rible I'or any dt-.ar-ness allorvance,
nnlcss it is spccificallv dcclarcd ;urd sarrctioncd by the \{anagcrncnt
for srrch u,orkrnr:n,
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3.4. WIIEN PAYABLE
'lihe salary of a r,-orkman for his scrvice during each monflr

will be paid on or before the first lvorking day of the next month
and u{ll be paid on that da,v. IIowever, the Management reserves
the rieht to postponc the pa;nnent of the salary to any day not
later than t}.e seveuth day of the subsequent month, if it becermes
necessary for any reason to postpone such payment; provided t-hat

a notice to this effect indicating the date on which the salary would
be paid is displayed on the Noticc Iloard prior to the last rt'orking
day of the month concerrred.

Any unclaimed salary shall be disbursed on a convenient day
as dccided by thc Managcmcnl..

Where the ernplovrnent of any workman is terminated, the
salary due to him shall be paid beforc the expiry of the second
working day from thc day on which his employncnt is tcrminated,
subject to the production by the u'orkman, of a cleat"ance certificatc
issued by the compr:tcnt ar"rthority nominated b,v the Managcment
irr this behalf.

4. I,EAVEJOINING TIME AND IIOLIDAY

4.I. ELIGII}I,E I,EAVE
'lhe workman shall be elieiblc {or leavc a-s per the Fzrctorics

Act or any other law as the casc may be, ho\t'evcr, it shall be
competent for the Manaqemcnt to sanclion lo the workman any
other leave, or Ieave facilities more favourabk: to thcm.

4.2. l'trLIOR SrL\C'I'ION NECESSARY

Except in the case <>I'lcate on medical qrounds, a rt'orkman
shall not avail hinrsr:lf <ll lcave of an\, llaturc or abscnt himself
from duty w'ithout prior n'rittctr sauction of thc Manaqernent duly
comrnunicatcd to him or displaycd on thc Notice li<lard. If any

workman :rbscnts irimst:l{- <xr mcdical grounds, thr,: sanctitxrinq
authority rnay and, if' tire abscncc is for a pcriod cx<:eccling thrct:
days, shall irrsist on thc procltction of zr ccrtificatc Irom ESI l)octor,
if any', a rcgistered rncdic:rl practiti<>ncr or atlv of'tht: (iorlpany's
approved mt:dical consultant and, il'such cttrtificatt: produccd
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does not indicate a valid ground for the absence, the absence may
be treated as unauthorised and such discipiinary action as is
provided for in these Standing Orders may be taken against the
workman. The Manaeement may refuse leave if the absence is

likely to prejudiciiily affg.ct the wor\ ;

4"3. GRANTTNG r.EAlIE-AliD RECAII-rI{G FrtOM LEAYE

The Managernent may grant'lehve to a workman and may
also cancel it subsequently before fhe workman has proceeded on
leave. Aworkman who hqs already p{oceeded on duly sanctioned
leave may be recalled by the lVlanagement before the expiry of the
period of leave irr case of cxigency and if so rccal.led, he shal1

forthwith report back for duty.

4.4. LEAVE ADDRESS

The w'orkman shall, while making leis applicatio:e fcr leave
or at any time lhcrr:altter beiore proceeding on leave, indicate to
the audrority sancticninq the leave, his address while on ].eave and
shail keep the said authority informed of auy change in the adciress
previcusly furnished. If the workman fail to furnish his address
during leave, the addrcss of thc r.sorkman furnishcd to the
Management may be considercd as his addrcss during leave and
any notice sent to such addrq:ss shalL hc d,eemcd to havc been duly
sent to thc workman ard ciuly reccived by him.

,1.5. \,'IiEN ANI) ti()w'fO At I'LY
y''.ppiications for a1l kincls of leave shall be submitted in

duplicate in the prescribed form to the (){ficer competcnt to
sanction thc 1t:ave . Applications for an,v kind of leave, othcr thzrn

ca-sual lcavc, shall be submitted at least 7 days bcfore thc day from
q,hich k:avr is reqr.rired, except u4-ren leavc is applied for on medical
or any other cxceptionatr qrounds provided that the sanctioning
authclrity mzr1,, solely discrction, sanction the leave notwithstanding
the application being submitted late. Applications submittcd later
than 7 days before drc date from which leave is required may be
refused without a-ssigning any rcason by the competent authority.
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4.6. EARLIER RETURN FROM LEA\IE

Unless he is permitted to do so by the authority competent
to sanction his leave, a H'orkman cn leave othcr than ilre casual
lcave shall not return to duty bcfore the expiry of thc period of
leave granted to him.

4.7. STATION OF RETURN FROM LEAVE

Aw-orkman on leave shall, unless instructed odr.erwise return
for duty to the place at w-hich he was last stationed and rejoin work
frcm which he prcceeded on leave.

4.8. CERTIFICAI'E OF FITNESS

Ihc Officer competent to sanction leave may and, if the
pciod of lcave exceeds frve days (excludine holidays) shall rcquire
a p:orkman wlio avails himself of leavc on medical grounds to
produce a rncdical certilicate of l'itncss from thc ESI l)octor, a
registcred medical practiri*:r*r or a1ly of thc compamy's approved
medical consultants, bclore he is ptri'rritlcd to resume duty, evcrr
if such leave ttas not sanctioned on a rnediczii ccrtificate.

4.9. LEAYE DURIF\'G SUSI'EI{SION ETC.

No leave shall be qrantcd to a workman undcr suspcnsion or
aqainst whom disciplinary proceedings are pending or to a

workman who has submitted his resignation from service or whose
scrvice is due to terminate wiilrin 30 days except by the Managing
Director,/(lhairman or such other officer as is specially authorised
by the Managing Dircctor / Chairman of the Roard for this
purpose.

4.10. WIIEN I'AYABLE
'l'he leave salary due to a workman for the period of earned

leave, sick leave or maternitylcave properly sanctioned to him for
a period excecding 4 days at a stretch may be paid to him on the
day on which hc procecds on leave or on any subsequent day, if
the workman rcquests for such pa)ments. Leavc salary in all other
cases shall be paid along with salary on the datc on which salary
for the month paid.
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4.11. CONDI'IIONS FOR GIL\NT OF I,E.AVE

(i) Leave will not be sanctioned ttnlcss dre exigencies of scrvice
permit, irrespective of rvhelhcr the appiicant has the leave
applied for to his creclit. If the exigencies of service so
rcquire, the authority empowcred to grant the leave is also
entitled to revoke tlee leave or any unexpired portion of it,
and recall the rvorkman to resume dut-v. As far as pclssible
leave, particularly earned lcavc'rvill havc to be planned in
advance.

(ii) Ilolidays can be affixe d and prefixcd to leave of any kind.

(iii) A workman on leave shall not take any service or acccpt any
employrnent during leave pcriod.

(iv) Any kind of leave due 1o workman may be qranted in
combinati<ln rvith or in continuatinn of any other kind of
Ieave exccpt ca*sual leave sub.iect to clause 4.12 hereunder.

(") No leave shall be granted beyond the date on which a

lvorkman must ordinarily retire. I'r<lvidcd that the
Management may allow a workman who ha^s bcen dcnied in
rvholc or in part, on account of the exiqencics of service, the
earled leave which was duc to him pending retirement, the
lvhole or portion of the e:rrned leave so dcnied even through
it extends to a day bcyond tl-rc datc on rvhich such rvorkman
must ordinarill, 1g1i...

4.12. AI'I'LIC.{TION FOR LE-,\VE

A1l applications for leave shall be on leave form and should
be sent su{'ficicntly in advance to tl-re leave section u'ho will note
the entitlement of thc leave orr thc application, and send it to thc
samctioninq authorit),. Application othcr than I'or earned leave
sh<luld bc presented at least 24 hrs. prior to actual availing of the
Ic'avc. [{'the rvorkman after procccdinq orr leave desires extensiotr
thcrcof, he shall apply to the authority coilccrned f<lr the extension
ol'Ieavc, lvho shall scnd arvrittcn rt:play t-'ithcr qranting or re{using
thc cxtension o{'tht-'Ieave to the u,orkm;nr i f lris addrt:ss is available
ancl iI snch rcpll is likcly to reach ]rim bef'<lrc the cxpiry of thc
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lcave originally erantcd to him. In the event of a rvorkman

remaining absent in excess of the leave granted, he shall losr: the

lien on his appointrrrent unless he has previously secured
perrnission to extent the leave originalll' granted and retum to
work on the firstworking day following the period covered by "'y
such extension. If holyever he returns to u,ork within 7 days of the

expiry of the leave grantcd and give a satisfactory explanatiol to

the Managing I)irector or any other officer appointed for the

purpose for his omission to apply for extension of leis leavc ancl

also for his failurc to return to duty aftcr the expiry of the leave,

he may be excused and re-irrstated in his post. If a workman absents

himself from duty without leave or permission for morc than ?

consecutive working days he shall lose his lien in his appointment.

Workman requiring leave for urgent purposes such as

attending to sickness or funerals of near relative or for purposes

which could not be arrticipated, mal appr<lach the sanctioning
authority direct for the sai;cti6n of leave, who shall grant him thc

leave at once. Ilut cnquiries wiil bc made later regarfing their
bonafides. lf no such enquiry it is proved that the leave applicd
for u'as not bonafide or not for any emergency, he will be punished

with any of the punishments provided for under Clause 6'3'

In the case of death of any near relative, the workman may

apply for leave by sending word or leave application to the

c omp e tent au th ority,/ saucti oninq auth ority.

'I'he followine will bc considercd as near relatives :-

IIusband, wife, son, daughter, mother, father, gra4d parents,

grancl childrcn' b rolher, sister, f ather-in-1aw, m o th er-in-law, uncle,

aunt, cousin, nepew, niecc, brother-in-law, sistcr-in-law or any

dcpendent if actually livine with thc workmen'

4. 1 3. SAN(]'I-I ONIN G AU'TI IORI'|Y

l'hc authorii,r' lor sanctioninq leavc shall be uotified by the

Ylanzrgeme,.rt from time to time; he shall sanctiou thc leave in

accordance with the provisiotrs of thcse standinfa ordcrs.
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4.l4.IIOLIDAYS
l'he holidays for the workrr.an of the Company shall be

governed by the provisions of the Industrial Establish*re,ts
(National and Festival) rrolid.ays Act. The Mareagement has the
right to declare any other riay or days ers paicl or unpaid hclidal.s
wit}out previo,s notice. Irowevcr the Managerrr"rih^ the right
to require by notice in rtriting any workman/workmen or group
of rvorkmen to work on Sundal,s or ,rny holidaJs.

5.1. WORKING TIME
I'he working houirs will be as per the notice exhibitecl on *Jee

respective notice boards. 'l'he period and hours of u,ork for aij
workmen for each shift shall be cxhibited on Notice Board.s. The
Managemcnt has the rieht to requirc a workman or class or group
of lvorkmen to work extra time during any day beyond the
prescribed hours of work during any week or bcyond 48 ho,rs.
subject to the provisions of the Factories Act or any other larv.

5.2. SIII}*T WORKING
More than one shift may be w.orked in a d,epartment or

departments on in a section of a dcpartment of the Company at
the discretion of the Management. rf more than o,e .urt i,
worked, a workman shall tre liable to bc transferred frorn one shift
to another. l'he Management reserves the rieht to yary such shift
workings at any tirne, sutrject to the provisions of the Factories
Act. At certain tirnes it may become nccessary to transfer a
r'orkuran from the shift to another eithcr :rs a temporarv
arrangcmcnt or on perrnaneilt basis. In such situation the
Managemcnt shail comm,nicate {hc, chanqc to i.hc effcct work*an
atlcast 24 hours prior to such chzrnge, exce'pt in ca^se ,f cmerqe,cics
when thr Management may arrangc such change <ln short noticc.

5.3. {I'|ENDANCE AND r.^*IE COMING
AII workman shall be ar the work spot at the time fixed/

notificd u,der standing order 5.1 and shalr register their
attendancc by l'unching their cards or in any other manner a^s

may be notificd i. the notice put on thc Notice B,arcl. A rvorkman
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who arrives for rvork zrftcr half an hour after the scheduled time
shall not be admitted to work exccpt, lvith the permission of thc
departmcntal head.

A rsorkman sl-rall kre allcrvcd i0 ninutcs qrace at the start of
thc shift only 4 davs in a month but no grace shall tre allorved aftcr
mid shift brezrk. rf a rvorkman is habitually late, he witl bc treatecl
as a habitual late comer and dealt with as per thesc Standing
()rcicrs. Salary for thc pcriod of late coming (cxcept 10 rnimrtcs
qrace, 4 times a monilr) shall be deducted from a rvorkrnan who
comes late for rvork. No rvorkman shall be allou,ed to leavc the
workspct during working hours without prior permission in rvriting
of the departmental head. If a rvorkman, after registering his
attendance in the manner notified is found absent from his proper
place or places of work during working hours wilhout permission,
apart from cleduction being made from his pay for the duration
of the absence aforcraentioned, his absence will be trcated as
misconduct.

5.4. IDEN'trrY C.ARD / TIADGE

I'he Management fiay at any time prcscribe identity card./
badge for all v'orkmcn or any section of workmen. Such identity
cards,/badges m.ay show thc name <lf workman, his numbcr, his
classification and such other details o{'the rt orkmen concer-ned a-s

may bc prescribed hy the manaqcment. A u,orkman rnay also bc
rcquired to have his photograph affixed to the identity card.

An identity card/badge may bc required_ to br: siqncd bv an
officer authorisecl in this bchalf . If any such identity carcl,/badgc
ha^s been prescribed irr respect of anyu,.rkrnan, he shall carrysuch
card/badge as per instructions given to him by the Management
at such timc and in such manner as is required oI'him and shall
produce such card/badge as per instmctions given to hirn by the
Managcmcnt at such time and in such manner as is reqr.rired of
him and shall producc such card/badge as and whcn rcquircd by
thc security staff or by his supcrior oI'ficcrs. l'he card.,/badst_, so
issued shall remain thc property of thc Company ancl shall bc
surrendcred on lcaving the company's service. If a, identiry card./
badgc is l<lst by a lvorkman, hc should immecliately rcport the

)
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nlatter to thc officer who issucd it t<; hirn, u'ho may on pal,rnent of
Rs. 2z'- or the zrctual cost whichevcr is more as may be prescribed
zr-s the cost Lhereof, issue a fresh identity card/badge to him.

5.5. EN'fRY/EXrf
Worknlen shall enter cr leave the Cornpanlr's prernises orrfy b,v

the gatc notified for the puryose. Everyrvorkrnan shall always have
crn his pcsscssiorr whcn he is u,ithin the Company,'s prerrrises dle
iclentitl, card/badge, if zury issued t<l him. A u,orkman is liable to be
re ftt.sr:d admission inside the Compaqr's prcmises forwork or for any
othcr purpose, if hc does not have on his person the said identity
card/badgc. Ilou,evcr, a workrnan t'ho has forgotten to brine his
identity card,/badge may;.cport to the Security Officcr at the gate

rvho after consulting the head of the department concemed, mal
issue a perrnission slip and allow hirn to cntcr the prcmises, amd in
such case thc penrrission slip issued to hirn shall be treated as his
idcnrity card/badge Ior the da1.. On entering the premises or on
dcpartinq at the scheduled hours of rvork, all workmen shall punch
thcir cards drop their badges or record the fact o[ cntry or departurc
in such manner as may be prescribed by the Management. Ary
workman who is found H,ithin the premises without any identity card/
badge or pcrrrrission slip issued to him, is liable to be sent out and
will n<lt be entitlcd for thc sal;rry for the day.

5.6. SEAI{CII

Arvorkman is liablc to bc dctained and searched on cntering
or leaving or at elny tirne while he is within the Company premises
by sccurity stafl of the Company and/or such other person or
persons appointed by thc Management for this purpose . If he is
requircd to qo to any security post of buildine or othcr pren"Lises
l'or the pLlrposc of sr:arch, hc shall bc liable to comply u,ith the
rcqucst. A female u,orkman shall be so scarched orrly by a fcmalc
sc:rrcht:r. Au'orkrnen carryinq tiffin boxcs, docurrrent cascs, badges
or othcr reccptaclcs shall keep them open for inspection rvhen
dt:m:rndcd on cntry and dcparture.

'I'hr: perrsons authoriscd to scarch shall havc thc right to
rocrovor fronr those v,ho as scarched any articlc belorrging to tht:
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Compan,v and such other articles <lf the workman as thc
Management may consider dangcrous to the personal and or
property of the Company. l'he persons authorised to search have
also right 1o detain at the gate office or any other premises any
zrrticle belonging t<l the workman which is not required byhim for
work or during his w-ork, while the workman is within the Company
prcrnises.

5.7. DRESS

'Ihe Management has the right to prescritre the dress to be
rvorn by a worlcrian or a class of workmen within the Company
premises. The Management may also issue uniforms to any classes
of workmen. If any such dress has been pr:escribed or any uniform
ha-s been Lssued, the workmcn shall wear thtm whenever they enter
the Company premises and shall bc wcaring them tilt thcy {o out
of the premises. -I'he dress to be thus prescribed or the uniform
mayinclude shoes, chappals etc. Even when no dress is prescribed,
a workman shall report for duty only in proper dress. Anv u,orkman
shall report for duty only proper dress. Anyworkman, nlto is not
properly dressed or who is not rtcaring the uni.form of any rhat
has been prescribed or is issued, fray be refused admission for
wcrk or at any time after admission rnay be required to leave. No
workman shall be allowcd to rvork at or near running machinery
with loose clothing.

5.8. SAFE]Y

AII workman are bound to observe safcty precautiorrs and
such instructions or dire ctions as may be issued from time to tirne
by the Managcmcnt is this regar:d. And safety equiprnent or
clothing providcd by the Manaqcment {'or n ork <>n particular
machincry or equipments or in particular places shall be worn or
used durinq rvork on such machinery,, ccluipmenls or places. A1l
accidents, horvev,:r minor, sh<luld be reportcd at once by the
w'orkman conccmed or any other workrrran or workmen lvho may
n"itness the same to the l)epartmt-'nt Ilcad or in his abserrcc to the
nl'xt junior officer. F:rilurt-' to do this will be considcred as a
misconduct, Furthcr Managcment may rt--fuse to take cognizance
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of any accident, that is not immediately reported to the
Management, and may treat it as havinq occured oulside the
Cr:mpany prernises anrtr not in the course of employment zurd the
Company shall not have any liabitrity or responsibiHt)'in connection
with such accidents. 'rd'orkmen shall engage themselves only in
thc operation of, the machinery Gr on duties to which ilrey have
becn posted. They shall not enter any preixises which they are
not required to enter for the purposes of their norrnal dutics nor
shall they touch or tamper lr,,ith any machinery or cquipment u,ith
which flrey are not concer-ned. Removal of e-uards or other safetl
clevices on machines while in operation is cxprcssely forbidden
and shall constitute a misconduct.

5.9. DUTIES AND OBLIGATIONS OF WORKMEN DURING
WORKTNG HOIIRS
Every workman shall carry out flre work for which he has

been employed conscientiously and to the best of his ability and
irr accordance with any direction or general instruction given to
him by the Management directly or tlerough delegate authority.
Each workman is responsible for and shall take proper care of all
machines, plant, tools, gauge, jigs, fixture, drarvings, papers, files,
documenG, records and otleer property of the company generally
or specifically entrusted to him. Itre shall not take out of the
premises any such property of the comparry without a pass on ffre
prescribed form issued to him by the management. Neither shail
be conceal or attempt to conceal arry such article or material. Every
rvorkman shali take precautions to safeguard the Company,s

- property and to prevent accidcnts or damage to it. IIe shall also
imrnediately report to his superior officer of any defect which he
may notice io *y machinery, equipment or otfrer property and
which mieht endanger himself or any o*rer person or rnight result
in damage to the company's or arry person's property. It is the
duty of every workman to see that his machine and/or work place
is kept clean and tidy. strict observance of all the safety instructions
including those relating to fire preventation and precautions is
necessary on the part of everyworkman.
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5.10. STOPPAGE OF WORK
The management by a notice put on the Notice Board at any

time, in the event of fire, catastrophe, breakdorn of machinery,
shortage of power supply, civil commotion, shortage of want of raw
materials, tick of orders, lack of finance or such other causes, stop
any section's or premises of the company wholly or partially for any
period/periods witllout prior notice. In the event of such stoppage
during working hours, the workman affected shall be notified as soon
as practicable bynotices to be put on tfre Notice Board as to when the
work will be resumed and whether they are to remain or leave their
places of work. If the period of detention of the workman in the
factory premises does not exceed one hour, the workman so detained
shall not be paid for the period of detention If the period of detention
exceeds an hour flre workman so detained shall be entitled to receive
pay for the period they are thus detained as a result of the stoppage.
No other compensationwillbe admissible insuchcases of stoppage.
The management may, bynotice put on the Notice Board in the event
of a strike affecting either wholly or partially any section or department
of the company, close down either wholly or partially such section or
department and arry such otller sections or departments affected by
such closing dorrn. 'I-he workmen concerned shall also be notified by
a general notice prior to resumption of work as to when work will be
resumed. Matters connected with lock-out and lay-off will be dealt
with in accordance with the provisions of the Industrial Disputes Act,
1947. When the workman are laid-off consequent on the stoppare of
work, dle workrnan shall be entitled to compensation in accordance
with the provisions of the Indu-striai Disputes Act, subject to the
confitions flrat no such compensation shall be payable in respect of
any period of iay-off after the expiry of the first forty five days.

5.11. SI'ITIKES

No rvorkman shall qo on strikc *,ithout eiving the
Managemcnt a notice of strike rvithin six rveeks before striking or
u.ithin fourteen days of :+ving such notice or before the expiry of
the date of strike specified in the notice in tJre strike or during
pcndancy of any conciliation proceedings before a Conciliation
Officer or proceedings bcforc a Labour C<lurt, Industrial'ftiburral
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orArbitrator as the case maybe ar1d thirty days after ihe conclusion
of such proceedings or during any period in which a settlement or
a'ward is in clperation in respect of any matters covered by the
settlernent or award. rf ten or more work:nen acting in concert
absent themselves rvithout due notice and without rea-sonable carse
deductions from salarywill be made as provided in subsection (1)
and (2) of section 9 of Payrnent of Wages Act, 1936 and such
deductions from the saiary of any such persons will includ.e such
amount, not exceedine his salary for 8 da;,s. A workman shall be
deemed to be absent from the place of work, if, although present
in such place, he refuses to carry out his normai wcrk either in
purslrarce of a stay-in strike, go slow, lvork to rule or any oilrcr
cause.

6. 1"

(l)

(2)

(3)

(4)

(5)

(6)

(7)

6. MISCONDUCT AND I'UNISIIMENT
'l'he follorving acts and omissions on the part of a workman
shall amount to misconduct :-

Refusal to perform lhe duties entrusted to him, which a
person in his position could reasonably.be expccted to
perforrn in the circumstances.

Negligence or neglect of work.

Refusal, expressed or implied, to do the allotted work or to
act as per dre orders of his superior in the matter of his work.
Refusal to work il a diffcrent job or in a different place or
rcfusal to work on any other job or machines as may be
required by his superior or iefusal to do additional work
entrusted to him, which could reasonably be expected of
irim.

Rcfusal to rvork c'xtra timc' or on Srrndays or on holidays whcn
directed to do so by his supcrior.

Insubordination or disobedience, whethcr alone or in
combination r.i1h another or others.
'I-alkine or behar.ing in a disrespectful mannc.r to snperior,

!)r
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(8)

(s)

( 10)

(11)

( 12)

( 13)

( 11)

( 15)

(16)

(r71

(1 8)

(1e)

challeneinq the authority of a supcrior of shouting at a
superior.

Exhibitine bad temper, usinq foul language or talking in a
discourteou-s manner to another employee or anv person with
whom the Company has business connections within the
premises of the company.

Upsetting the peacc and decorum of the of fice or work place.

Eneaqing in idle talk or conversation of failine to respect the
right of others to work in peace.

f)runkenness, riotous, disorderl,v, indecent or improper
behavior, use of abusive language, thrcatening, intimidating,
coercing other workmen, wrongfully interfering wiil, the work
of other workmcn, assault, or thrcat of assault, either
provoked or odrerlr.ise or thc comrnission of any act subversive
of good and proper bc:haviour during duty hours wiilrin the
premises or outside.

Intimidating, a-ssaulting or thrcatening any person wilh whom
thc company has business connections within thc premises
of the company.

Slandering against any person within thc Company prernises
or work place.

Failure to show proper courtesy to the customers or other
persons with u,hom the company has business conncctions
lvithin the prcmises of the company.

Any act or conduct detrirnental to the interest of the company
or its good name.

lssuing public statemcnts. giving inlervieu,s, publishinq
articles, speaking at pr"rblic qathcrings etc., criticising the
aff'airs of thc company which thc' workman cannot cstablish.

I'rcscnce wii,!i;,1 the companv premiscs in a drttnkcn stage.

Causing damage or loss to the cornpany's qoods or propert),.

Initiatirrg, conducting or taking part or incitinq <>ther

workmen 7' t:mplovccs to take part in any, striktt, go slow
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work-to-rule or similar actions, the contravention <lf thc
provisions of any law or rule in force.

(20) I"Iolding or attemptine to hold meetings within the premises
of the company without the written sanction of the
management.

(21) Distribution or exhibition wilhin the company premises of
any newspapers, bill, poster, pamphlet etc. without the
sanction of the management.

(22) Collection or canvassing for the collection of any money
within the company premises not sanctioned by the
management.

(23) Ilabitual late attendance

(24) Loitering or leaving the place of work without permission
during the prescribed time of work.

(25) Absence widrout leave or permission granted by * Officer
r+,ho is authorised to sanction such leave or grant such
permission.

(26) Overstayal of leave or joining time without prior sanction of
thc m:rnagemcnt.

(27) Engaging in any trade, money lcnding or any olher activity,
or attending t<l any u.ork other than his ailotted work within
the company prcmiscs.

(28) Engaging in any trade, business or other ccmmercial activity
cr acception of emplol,rnc'nt under any other person, firm,
company or other organisation outside his hours of-w<lrk
during the tenure of service lvith thc company, without the
permission of the managment.

(29) Smokingwithin the companypremises or in such place where
it is prohibited or spitting in any placc other than in spitoons
provided for that puryose or using any part of the premises
as urinals, Iatrine, bathrooms etc. othcr than the place
provided for thc said purposes.

(30) 'I'aking mcals cxcept in thc place prodded for thc purposc.
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(31) Failure to kcep his work placc / machine ,/ cquipmenb clcan
and tidy.

(32) Gambline within the company premises.

(33) Sleepine while on duty.

(34) Theft, fraud, dishonesty or breach of trust, misappropriation
in connection with the company's business or property, or
with the property of o*rer employees / workmen or any other
person with whom the company has business connections.

(35) Sceking; soliciting or acceptins bribe, gift, gratuity, reward
in kind or cash from any other employee/workmen or any
of the persons with whom the company has business
connections or givine or attemptine to give bribe, gift, gratuity,
reward in kind or in cash to another employee,/workman of
the company.

(36) Insolvcncy, seeking a moratorium or arrargements with his
debtors, more than -c\Va a{ his pay being attached or arrest
or imprisonmcnt for non-payment of debt.

(37) Conviction by a court of larv for criminal offence involving
moral turpitude or cntailing punishment by imprisonment.

(38) Committing any offence punishable under the Indian l'enal
Code within thc company prcmises, whether or not police
action follows.

(39) Entering or attempting to enter or leaving or attempting to
leavc the company premises except through qatcs or routes
specified for the purpose .

(40) Failure to wear rhe uniform, iI'supplied, or any othcr dress
that is prescribed, or if no drcss is prescribed propcr dress
and/ <>r the identit-v card/badge while the company prt-'miscs
or failure to shorv such card/badge to thc security personnc'l
or any superior on being required to do so.

(41) Refusal to bc permittcd to bc scarchcd try Security Staf{' or
other persons nominatcd by the managcmcnt.

(42) Interfcrcnce with factory safety dcvices or contravcntion oI
safcty rrles.
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(43) Failure to rcport to manaqemcnt any accident, either to
himself or to any clther workmen corning to his knowledge
or defect or damage to machinery, equipments or other
property of {he company or any other circumstances which
may cause damage or loss to the company coming to his
knowledge or of any contagious disease to himself or zrny
member of his family.

(44) Manufacturing or attempting to manufacture unauthorised
articles r{,ithin the company premises.

(45) Unauthorised use of the company's quarters or company
premises or any of thc company's properties.

(46) Disclosing confidential matters or official secret of the
company to other employecs or any other person otherwise
than in the bonafide dischargc of his duties.

(47) Disclosing any matter or any confidential information
connected with the affairs or working of the company or any
person with whom thc company hzus business conncctions,
coming to his knou,ledge, to an employce/workrnan or to
any other person otherwise t).an in thc course of the bonafide
discharge of his duties in the compitny.

(48) Furnishing false information at the time of selection for
appointment or at any time thercafter during the service with
the company in respcct of himself or in respect of any olher
pcrson.

(49) Ilabitual breach of any rule or instructions of tht:
management or repetition of any act or omission against
which the workman was previously warned by thc
management.

(50) Entering another dcpartment or section othr:rwisc than in
thc coursc of his duty.

(51) Entering or rernaining on company prctnisr:s unless on duty
rl,.ithout pcrrnission.

(52) I)elibcratcly mzrkinq falsr: complaints or sratt-'ment^s aqainst
co-lvorkmr:n or superiors.

28 KELTRON COMPONENT COMPLEX tTD

\



(53) Deliberately spreadins false information with a view to
brineing about disruption to company's normal work.

(54) Falsifying or refusing to sive testimony when accidents,
misconducts and other matters are beine investigated.

(55) Absence without leave or without permission.

(56) Impersonation.

(57) Initiating, conducting or participating in any demonstration
within the company premises.

(58) Refrx;al to accept transfer from one shift, department or place
to another.

(59) Siow-down the work or incitine others to resort to go-slow
tactics.

(60) Striking work or incitins oflrers to strike in contravention of
any provisions of law or rule in force or thc provisions of the
Standine Orders.

(61) l'unching the attendance for another person.

(62) Ileine within the company's prcmises.in possession of
properties stolen or believed to be stolen or possession of
which is not satisfactorily explained.

(63) Failure or rcfusal to acccpt charge sheet, order or other
communications.

(6a) Bringing alcoholic drinks or druss into the premises.

(65) Leaving the work before the scheduled time wiilrout prior
sanction.

(66) Commission of anyact or conduct subversive of discipline of
the company, whether in the premiscs or oulside, within the
duty hours or outside duty hours.

(67) Delibcrate atruse of anyleave, privileqe. concession or bcrrefils
for tlle tirrre irr:ing in forcc.

(6t3) Squatting or remaining anywhere rvithin the company
premises with a view to achieve any dt:mand or t.o intimate.
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coercc or threatcn thc managernent of ilre company or any
other fellow workman or employee.

(69) Refusal to leave the u,ork premises at the conclusion of duty
time.

(70) Obstructing or rcstraining either alone or in combination
with others any person or persons connected with the
comp:rny eidrcr within or outside the company.

(71) Declared and beine carried in the register of the police as a

bad character.

(72) Instigation, incitement or abetment in furt}.erance of any of
the acts of misconduct.

( 7 3 ) Breach of any provision in thcse standing orders, even though
not specifically reproduced above.

'fhe above list shall not bc considered as exhaustive. Any
other act or omission or behaviour of a workman, which arnounl.s
to a rnisconduct as per the ordinary meaning of thc terms shall
also be considered as misconduct for lhe purposc of the Standing
Ordcrs.

6.2. I'ROCEDURE FOR DL,I.I,ING WI'ftI CASE OF
MISCONDUCT

i) A rvorkman charged with haring committed a misconduct
shall be served with a writtcn chargc shect settinq out briefly
the facls of the charge and circumstances alleged and the
nature of thc misconduct. 'l'he charge sheet may specify thc
period u,ithin which the rvorkman shall give a written
explanation.

ii) Wherc a u,orkman refuses to reccive the charge sheet, the
chargc shect shall be sent to the workman by registered post
to thc last knort"n addrcss of the workman and a copy of the
charge sheet shall be exhibited on the Notice Board and such
scndinq by registered post and affixinq thc samc' on the Noticc
Iloard shall be deemed to bc the proper service of the charge
shcet.
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iii) 'l-he rvorkman shall give his explanation in writing within the

timc spccified in the charqe sheet which shall not exceed

3 days.

iv) A workman on whom charge sheet has been served may be

suspended pending enquiry and final dccision thercon by
the management or the authorisd ()fficer, as may be

considered expedient. fhe suspension pending enquiry shall

be intimated to the workman in writing and may take effect
irnmediately upon communication to the workman. The
workman who is placed under suspension pending enquiry
shall be entitled to subsistence allov'ance subject to and

inaccordance with the provisions of the Kerala Pal'rnent of
Subsistence Allowance t\ct 1972.

v) When the workman submits his explanation and the
explanation is found satisfactory, suspension pendine
enquiry, if any, shall be withdrawn and the period ol'
suspcnsion treatcd as if the rvorkman lvas on duty and he

shall be entitled to his salary or waqos for the period.

vi) If no reply is received in rcspect of the charge sheet within
thc stipulated or extended time, the management or the

authorised authority may proceed on the basis that the

\l,orkman has no explanation to offer and takc further
neccssary stePs as it deems proPcr and neccssarl'.

"ii) Where the explanation given by the u'orkman is not found
satisfactory and it is considercd necessary to take further
proceedings under the Standing Ordcrs, the manaqemcnt
or the authorised authority may ordcr an enquiry into thc

chargc to be held by an Enquiry Officer nominatcd by tht:

Management or the aulhoriscd officer.

viii) Except where the Officer holding the enquiry for reasons to

be rccordcd in writing considers it frivolous or likely to cause

undue delay not commensurate with the utility of examining

such witnesses, the workman shall be permitted to produce

and examine any witness to substantiate his explanation or
disprove the charge. IIe shall bc qivcn aII rcasonablt:
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opp ortunity to cross-examin e arry witrr ess, on whos e statcment
or evidence the charge resG. No outsider will be perrnitted.
to take part or help the person charged in the enquiry.
Ilowever, if thc workman charged for a misconduct cl,esires
and makes a request to the enquiry officer, he can at his
discretion permit the assistance of any other workman,/
employee of the Company if he is so willine. The
management or the authorised aufliority may, if so, desired,
engage a Prosecuting ()fficer, who shall be an employee of
the company, for prosecuting the charge against the
delinquent workman at the enquiry.

i*) 'l'he enquiry officcr shall make a brief and failhfully record
of the statemcnts made and the cvidence laid before him
both in support of and against the charge and shall forward
his findines to the concer-ned authoritics.

x) l'he chargc sheet, the explanation and record of enquiry
with thc findings and such recommendation zr_s thc Enquiry
Officer may makc, shall be submitted to be carefully
considcred by the managcment or the aulhoriscd officer for
the purpose of taking a final decision. l'he decision and
punishmcnt, if any shall be communicated in writing to the
workman concerrred as early as may be possitrle.

xi) Where after such examination of ilre record, the charge
against thc rvorkmzrn is found unsustainable or d.isproved,
any suspension or extension oI suspension shall be withdrawn
and the periods of suspcnsion be treatcd as if the workman
wa-s on duty and the rvorkman shall be entitled to wages or
salary for the period.

xii) In av'ardi.g the punishme,t under thc standinq ordcrs, the
rrranagerllent or the authorised officcr shall takc into account
the {rar.ity o[ the misconduct, thc previous record if any,, o{'
the workmarr and any other extenuating or agqravating
circumstanccs that may exist.

6.3. I'UNISIII,IF-NI-

9D

If a rvorkman is found guilty of any of the misconducts
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mentioned in Standing Orders, 6.1. any of the following
punishment may be awarded to him.

i. Censure of Warnurg

2. Withhoiding of increments, with or widrout cumulative effect
or postponing of any increment to any futrrre date widr or
without cumulative effect.

3. Recovery from his pay of the whole or part of arry pecuniary
loss caused to flre company by such rrrjsconduct.

4. Imposition of fine, upto 27a of his salary in a rTlonth.

5. Reversion or demotion to a lower grade or post or tirne scale
or to a lower stage in the same time scale eilher perrnanently
or for a specified duratinn.

6. Suspension for a period not excceding four davs at a time,
without pay or on such reduced pay / salary as may be
ordcrcd.

7. Barring of promotion.

8. I)ischarge from service, without compensation or notice.

9. Dismissal.

6.4. No order of punishment as provided in sutr clauses (2) (3)
(5) (6) (7) (8) and (9) under clause 6.3. above, shali be made
except as per thc procedure laid down in clause 6.2. above.

6.5. Except as oft.erwise indicated in the order of discharge or
dismissal, whcn the workman suspended pending enquiry is
discharged or dismisscd he shall be deemed to have been
dischareed or dismissed with effect on and from thc date of
commencement of suspension

6.6. SUSPENSION

Suspcnsion may bc imposed on a workman :

(i) As purrishment for misconduct.

(ii) l'ending enquiry for a misconduct, and

(iii) When criminal proceedings are pursucd by a court of law, if
the managcment deem it necessary.
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6. 7. AUTI IORI'IY TO INruI.{I'E DIS CPLTNARY ACTION A}iD
AUTIIORI'IY FOR AWARDING I'UNISIIMENTS
I'he management may at any time prescribed the officers to

initiate disciplinary action and award punishment and may ar any
timc cancel or vary any such order issued by the management.
If and till this is done, the Departmental Ileads will be the Officers/
authorities competent for this purpose.

6.8. AI'PEALS

A workman may appeal against any order passed by an ()fficer
inflictine a punishment on him, to thc management. The
management shall have the power to set aside, vary or confirm
any such order as also to order a re-examination of *re matter in
such manner as it may deem fit. Such appeal shall be couched in
polite and respectful languagc, shall contain all material statement
and arzuments relied on, shall specify the relief desired and shall
bc submitted through ilre proper channel within thirty days of
thc order appealed asainst. Ihe appeal should be made by the
aggrieved workman himself. No workman has the right to appeal
directly to the board of Directors, to any Director of the Board,
othcr dran the Managing Director, to any Ministcrs or ()fficers of
the Government or to any person outsidc the employncnt of the
Company and any appeal made in contravention of this shall itself
bc considcred as a misconduct for which any of thc punishments
enumerated above may be awarded.

6.9. GI{IEVANCE PROCED URE

(1) All grievances shall be handled in accordance vith the
procedure laid doum below:

i) 'lhc workman in person will first take up his grievance with
his immediate superior.

ii) If the workman is not satisfied with the decision of the
immediate superior or faiis to receive an answer from him
within scven days, he will take thc qrievance to the next
immediatc superior officer.
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iii) If the decision of the Officer is not satisfactory or an answer
is not received from him within seven days, the workman
(accompanied by his union representative, if any) will present
his grievance to the Departmental Ilead in writing in the
Grievance Note form duly signed by the workman.

iv) If the decision of the Ilead of the Department is not
satisfactory or if no reply is received from him within seven
days, the workman will present a copy of the Grievance Note
to the Personnel Officer who will make necessary entries in
the Grievance Register. IIe will then conduct investigation
of all relevant facts and endeavour to settle the grievance
satisfactorily.

v) In case the Personnel Officer is not in a position to settle the
case satisfactorily, he will refer it to the Grievance Committee
to be constituted by the management in consultation with
the recognised Unions, if any. Before doing so, he will
examine lhe Personal data of the workman concerned and
make necessary entries in the Grievancc Note.

vi) 'l'he Gricvance Committee, on receipt of the Grievance Note,
will undertake a careful and ob.jective study of the case and
make il^s recommendations.

vii) If the workman concerned is not satisfied with the disposal
by the Gricvance Cornmittec, he may take up the matter with
tfre management within ten days.

viii) 'Ihe Personnel Officer will implemcnt the final decisions, if
any, and will inform the complainant of it in writing.

(2) Stcps (t) (ii) (iii) (iv) will,h€ taken uP by thc complainant
during his scheduled pcrjod of rest or at a time pre"viously fixed. If
it is necessary for dre workmarr to leavc thc department during
working hours on a call from. the concerned officcrs, previous
perrnissior* of his supcrvisor rnust be obtained.

Any representation regarding a grievance which does not
comply with the provisions of these Standing ()rdcrs, shall not be

considered.
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Workmen in seryice shall be liable for period.ical medical
examination as may be stipuLated by the company.

The company may at its own expcnses require that any
workman should bc examincd by a Mefical Practitioncr specified
by the company. If any such examination shows lhat the workman
is sufferine from any disease or complaint that is infectious or
liable to interft:rr: with the workman's duties or repulsive to others
the company rnay terminate the service of thc workman.

7. CANVASSI]VG OII N()N.O}'FICIAI- OR. O'I"IIER OUTSII}E
INFLUENCE

No workman shall bring or attempt to bring any political or
other outside influencc to bcar upon any superior authority to
furlher his personal interest in respect of matters pertaining to
his service under the company.

8. MEDICALEXAMINAI'ICIN
All workman of flre Factory except casual workmen shall

undergo a medical examination urs prescribed by dre company at
the tirne of appointment.

9. SAVING CI-AUSE

Nothine contained in these Standing Ordcrs shall operate
in derogation of any law appiicable to thc workmen or to the
prejudice of any right of the workmen under an agreement,
settlcment or award for the time being in force, or contract of
service.
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