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STANDING ORDERS :

1.  
SHORT TITLE AND SCOPE:

1.1 
These standing orders shall come into force with effect from the date determined in accordance with the provision of Sec. 7 of the Industrial Employment (Standing Orders) Act, 1946, as amended from time to time and shall apply to all WORKMEN of ----------------------------------------------------------------------------------------- as defined under Section 2(S) of the Industrial Disputes Act 1947 and these standing orders shall be deemed to be part of their terms and conditions of contract of service.

2. 
DEFINITIONS:

2.1 
"Company" means ----------------------------, and includes 
the plant owned and operated by it at -------------------------------
2.2 
"Chairman & Managing Director" means the person appointed by the Board of Directors as the Chairman and Managing Director of the company who has ultimate control over the affairs of the company.

2.3 
“Director (Technical)" means the person appointed as Director (Technical) by the Company to look after the technical affairs of the Company subject to the ultimate control of the Chairman & Managing Director of the Company.

2.4 
"Vice-President (W) means the person duly notified/appointed by the company as such to manage the plant or any other person acting or authorized to act in such a capacity by the Company to manage the plant.

2.5 
"Departmental Head" means a person in charge of a department or authorized to act in such a capacity and notified as such by an order of the Chairman & Managing Director/Director (Technical).

2.6 "Premises" means the entire area of property owned, leased or hired and controlled by xxxxxxxxxxxxx.

2.7   "Workman" means any person employed by the company and as 
defined in Section 2(1) of the Industrial Employment (Standing 
Orders) Act, 1946 
and Sec 2(S) of Industrial Disputes Act, 1947 
as amended from 
time to time.

2.8 
"Satisfactory" or "Satisfactorily" means to the satisfaction of the 
company.

2.9 
"Identity cum Punch Card" means the Identity Card, which may also serve as punching card to record the attendance of the workman.

2.10 
"Notice Board" means the Notice Board specially maintained in a designated place within the premises for the purpose of displaying notices required under the provisions of the Standing Orders.

2.11  "Wages" means wages as defined in the Payment of Wages Act, 
1936 as amended from time to time.

2.12  "Attendance" means the physical presence of a workman at the 
place he is 
required to work supported by the documentary 
evidence of a punching 
card, attendance register or any other 
means of recording attendance.

2.13 
"Masculine “ includes the feminine and singular shall imply the 
 
 plural.

2.14.  "Habitual" means a commission or omission of an act on more     than three occasions in a period of 12 months.

3. 
CLASSIFICATION OF WORKMEN:

3.1
 Workmen shall be classified as:

(i) Permanent

(ii) Probationer

(iii) Temporary

(iv) Casual

(v) Trainee / Apprentice

3.2 
"Permanent Workman" means a workman appointed in a permanent position whose appointment has been confirmed in writing by the company on satisfactory completion of his probationary period.

3.3 
"Probationer" means a workman who is provisionally employed to fill a permanent position and who has not been confirmed in writing.   Till a workman is confirmed in writing, he shall continue to be on probation including extended period/s of probation, if any.  If, a workman confirmed against one post is appointed on probation in another post, he may at any time during the probationary period, be reverted back to his permanent post.

3.4 
"Temporary Workman" means a Workman who is appointed for a limited period of work of a temporary nature or who is employed temporarily as an additional workman for temporary increase in work.

3.5 
"Casual" means a workman who is engaged for doing work of an occasional or casual nature.

3.6 
"Apprentice" means a person who is undergoing apprenticeship training in a designated trade under the Apprenticeship Act, 1961 on a stipend without any obligation on the company's part to employ him on completion of his apprenticeship.

3.7 "Trainee" means a learner who is engaged to undergo training for a specified period in terms of special agreement without any obligation on the Company's part to employ him on completion of his training.

3.8 A person who is engaged either by our agreement or by an appointment letter for a fixed period and whose service shall come to an end automatically on a specified date or at the end of the period on completion of the project or assignment or specific task without any requirement of any notice or compensation.

4. 
PROBATIONARY PERIOD:

4.1 
The period of probation shall be one year from the date on which he is placed on probation.  Confirmation on satisfactory completion of probation shall be in writing and in the absence of such written confirmation, it shall be deemed that the period of probation is continued for a further period not exceeding six months at a time not exceeding a total period of two years.  During the period of probation the company may at any time terminate the services of a workmen without giving any notice or pay in lieu of notice and without assigning any reasons whatsoever.

5. 
PRE-EMPLOYMENT & PERIODICAL MEDICAL EXAMINATION:

a) Every workman excluding a casual workman shall, at the time of his/her appointment and subsequently, on a periodic basis, subject to medical examination.

b) An employee shall submit himself/herself to medical examination at any time during the course of employment.  If she/he is found suffering from any communicable /contagious disease or if he/she is found medially unfit, it will be open to the management to send the workman on leave for medical treatment.  If a permanent workman is at any time found unfit physically and/or mentally and if the unfitness is not due to any injury arising out of and in the course of employment, he shall be liable to be discharged from services on medical grounds.  However, before doing so, the Management shall ascertain the opinion of a Specialist Medical Practitioner from the panel as may be prepared by the company from time to time.

6.
PROOF OF AGE:

6.1 
Every workman shall, at the time of joining the service of the company produce documentary proof of his age and the same shall be entered in the company's record.  A Workman shall for this purpose, produce either of the following two documents as proof of his age.

(i) 
School leaving certificate

(ii) 
Birth Certificate issued by the Municipality/Corporation/Local Authority of a rank not below the rank of Tehsildar/ Mandal Revenue Officer.

6.2 
In case a workman is unable to produce any such documentary proof of his age, his age as assessed by the company's Medical Officer will be accepted and entered in the company records.

7. 
IDENTITY CARD:

7.1
Every workman will be provided with a distinctive Identity Card bearing his Name, Employee Number, Photograph and any other particulars as the company may deem necessary.

7.2 
The Identity Card shall be retained by the workman and shall not be parted with or transferred to another person.

7.3 
Every workman shall take utmost care to ensure against loss or theft of the Identity Card.  Loss shall be immediately reported to the HRD Department and the workman shall obtain a fresh card on payment of a specified amount.

7.4 
The Identity Card shall be displayed by the workman while on duty, in a conspicuously visible position on his outer clothing and may be inspected at any time by any member of the security personnel or any authorized person or persons.

7.5 
No workman shall impersonate or attempt to impersonate any other workman to gain entry into the premises of the company, to punch the card or attempt to punch the card of another workman, to record the attendance of that workman.

7.6 
Every workman who is suspended for misconduct or ceases to be in the employment of the company shall surrender his Card to the HRD Department.

8.  
ENTRY, EXIT AND SEARCH

8.1  
No workman shall enter or leave the company premises except by the gate or gates provided for the purpose.  He shall not leave the premises during his working hours without the written permission of the Dept. Head or any other person authorized to give such permission.

8.2 
Any workman may, while entering or leaving the premises of the company or at any time while on the premises, be searched or detained for being searched by any security personnel of the company or any other authorized person, provided a female workman shall be searched by an authorized female person only.

8.3 
Every search shall be conducted whenever practicable by and in the presence of at least two persons of the same sex as the workman.

EXPLANATION:

For the purpose of this clause "workman" includes his personal belongings like bag, tiffin carrier, vehicle and its attachments and any records, documents, literature etc.,

9 .  
WORKMAN'S PROPERTY:

The company shall not in any way be responsible for any damage or loss caused to any personal property of workman brought into the company's premises with or without the permission of this company.

10.  
PERIOD AND HOURS OF WORK:

10.1 
Notice showing the hours and periods of work for every class or group of workmen in the company and for each shift shall be displayed on the Notice Board at or near the main entrance of the company.

10.2 
A week shall mean a period of seven consecutive days beginning 
at midnight of Saturday and the normal hours of work will be 48 
hours per week.

10.3  Every workman shall comply with all instructions  issued from time 
to time relating to attendance, checking of arrival and  departure 
and period of duty hours of work etc., which  will be displayed on 
the general 
notice board.  

10.4 Hours of work in this context means actual hours of work put in by the workman at the appointed or assigned work place.

11.   
ATTENDANCE AND LATE COMING:

11.1
Every workman shall punch his card every time he enters and/or 
leaves the premises in the manner specified by the company from 
time to time.

11.2 Every workman shall be present at his designated work spot punctually at the specified time failing which he shall be marked absent in addition to being liable for any disciplinary action. However, the Departmental Head, purely at his discretion, may condone late attendance, if the explanation given by the workman for such late attendance is satisfactory subject to deduction of wages. Such late attendance shall not exceed 3 times in a month after which he will be liable for disciplinary action.

11.3 If a workman, after reporting for work, is found absent from his designated work place during any period of the working hours without permission or without sufficient reason or fails to do the assigned work, he shall also be treated as absent for such period and deduction from pay for such period of absence will be made in accordance with the provisions of Payment of Wages Act, 1936.  In addition he shall also be liable for disciplinary action.

12. 
LEAVE :

Leave cannot be claimed as a matter of right.  A workman will be permitted to avail leave subject  to  exigencies of work and as specified below :

12.1 
CASUAL LEAVE :

Workmen will be eligible for Casual Leave not exceeding 7 days with pay in a calendar year on a pro-rata basis.  As the term indicates, it is intended to be utilised for unforeseen contingencies, which may require absence from work.  In normal circumstances and as far as possible, this leave shall be availed with prior sanction of the immediate superior and the Head of the Department. However, in extenuating circumstances, where prior sanction is not possible, the leave availed shall be regularized within one (01) day of resumption of duty. Causal leave can be availed for a maximum of 2 days at a time and may be prefixed or suffixed to any weekly off or public holiday. 

12.2   SICK LEAVE :

Workmen will be eligible for 12 days with pay in a calendar year on a pro-rata basis.  Sick leave is intended to be utilized by the employees in the event of illness, which causes their absence from work.   Absence for more than three days shall be supported by a Medical Certificate by a Reg. Medical Practitioner.

Sick leave may be availed either as a prefix or as suffix to any public holiday, weekly off.  Sick leave may be accumulated for a maximum (60) days. Unavailed leave beyond (60) days at the end of any calendar year will automatically lapse. In normal circumstances sick leave cannot be combined with any other type of leave. Sick leave may, however, be combined with Earned Leave in case of prolonged sickness where sick leave to the workman’s credit is not adequate to cover the period of sickness. Sick leave can not be enchased.

These Sick Leaves shall be discontinued as and when the ESI facility is extended.

12.3 
EARNED LEAVE :

Workmen will be eligible for Earned Leave as per the provisions of the Factories Act, 1948 @ 1 day for every 20 days actually worked in a calendar year provided that they have completed 240 days in a calendar year.    An employee desirous of availing earned leave shall apply to the sanctioning authority in prescribed leave card only 15 days in advance.

12.4 
Earned leave can be availed for a minimum period of 3 days and may be prefixed and / or suffixed by weekly and Public holidays.  E.L cannot be availed  for   more than 3 times in a calendar  year.

12.5 
Earned leave can be accumulated up to a maximum of SIXTY (60) days at the end of any calendar year.

12.6 
Earned leave is encashable subject to income tax, up to 15 days leave per year after accumulating a minimum of 30 days.

12.7 
When the accumulated leave exceeds 60 days at the end of any calendar year encashment for more than 15 days may be permitted provided the workman has a minimum of 15 days leave to his credit after encashment.

12.8 
The leave sanctioning authority shall be the Departmental Heads.

13.
NATIONAL AND FESTIVAL HOLIDAYS:

A workman shall be allowed in each calendar year such number of National and Festival Holidays to be specified at the beginning of each calendar year and displayed on the Notice Board.

14.
SHIFT WORKING / CLOSURE:

14.1
Any shift may be worked or discontinued or altered in any manner 
subject to the exigencies of work and in accordance with the 
provisions of the Factories Act, 1948.

14.2   Any Workman can be transferred from one shift to another or from 
one working schedule to another at the discretion of the company 
as per exigencies of the work.

14.3 If as a result of discontinuance of shift working in any department, 
if any 
permanent workmen are likely to be discharged, they shall 
be discharged in accordance with the provisions of the Industrial 
Disputes Act, 1947.

14.4 For re-starting a shift, at-least 3 days notice shall be given by 
displaying a notice on the Notice Board at the Time Office of the 
company. The permanent workmen discharged as a result of the 
discontinuance of the shift shall, if they present themselves at the 
time stipulated for this purpose
be given preference for re-
employment.

14.5 The company may, at any time close down the entire factory or 
any part of the factory in accordance with the provisions of I.D. 
Act 1947.

14.6 On the re-opening of the factory or any part of the factory, as the 
case 
may 
be, workmen whose services were terminated on 
account of closure shall, if they present themselves at the time 
specified for this purpose, be given preference for re-employment .

14.7 The following notices shall be displayed at the locations specified 
under 
standing orders  No.46.

(i)   Notice of starting / re-starting, alteration and discontinuance  
      of shift working.

(ii)  Notice of closure and reopening of a department or section of 
      a department .

(iii)  The closure or re-opening of the factory.

14.8.
Shift workmen may be required to work at company's discretion for the whole or part of the subsequent shift in case a workman in a subsequent shift fails to report for duty.

15. 
STOPPAGE / CLOSURE:

15.1 
The company may, at any time, without notice or compensation in lieu of notice, stop any process, machine or department or factory wholly or partially for any period.   In the event of fire, catastrophe, breakdown of machinery, failure or shortage of power /fuel supply, epidemic, shortage of raw material, action of government, war, riots, civil commotion, accumulating stocks or any other connected cause beyond the control of the company.

15.2 
In the event of stoppage as described above, the affected 
workman shall be notified as soon as practicable as to when 
work will be resumed and whether they are to remain in  factory 
or to leave their place of work.  In such cases they will receive 
their 
wages only up to the time they are detained in the factory. 
In  case of bundhs organized by any organization on which neither 
neither the management nor the workmen has any control, company may 
be closed without any notice.  Workmen shall be required to work 
on a compensatory day in lieu of such closure.

15.3 
Where workmen are laid off for short periods on account of failure of plant or a temporary curtailment of production, they shall be considered as temporarily unemployed and the period of such unemployment shall be treated as leave with pay to the extent earned leave is available to their credit and leave without pay for the balance of the period. When however, workmen have to be laid off for an indefinitely long period exceeding 45 
days, their services may be terminated after giving them due notice or pay in lieu thereof. 

15.4
Wherever practicable, reasonable notice of the resumption of 
normal work will be given and all such workmen laid off under 
these standing orders will be given preference for re-employment 
when work is resumed. As resumption of work may not take place 
for all workmen simultaneously, workmen will be notified to 
resume work as required by the company.  In the case of 
workmen retrenched from service on account of stoppage as 
mentioned above, they will be given notice of vacancies, if any, in 
which 
they could be re-employed, if the vacancy arises within one 
year of their retrenchment. If the persons retrenched offer 
themselves for re-employment at the time specified by the 
company, they will be given preference.

15.5 
All notices to be issued under these standing orders will be 
displayed at 
the locations specified under Standing Orders No.46.  
Where a notice pertains 
to a particular department or 
departments it will also be displayed on the 
notice board in the 
departments concerned.

5.6 
In the event of a strike affecting either wholly or partially any section or department of the factory the company may close down that particular section or department for any period.  The fact of such closure will be notified, as soon as practicable, by notices displayed on the notice board in the department concerned and on the general notice board at or near the main entrance of the company.  The workmen concerned will also be notified by a general notice prior to resumption of work, as to when work will be resumed.

15.7 
Any workman who having been laid off under these standing 
orders fails 
to report for duty within 15 days of the receipt of a 
notice or through other 
means, shall be deemed to have left the 
services of the company on his 
own accord and he shall lose all 
his claims for preference for employment in the company.

16. 
STRIKE:
16.1 
If 10 or more workmen, acting in concert and without giving due written notice to the company, absent themselves from work or though present at their workspot do not work, they shall be liable for deduction of wages as laid down under section 9(2) of the Payment of Wages Act 1936, in addition to any other disciplinary action that the company may deem fit to impose.    A workman shall be deemed to be absent from his place of work even though he is present in such a place but refuses to work in pursuance of a stay-in-strike or for any other cause to carry out his work. 

16.2 
In the event of a strike or gherao, slowing down of work, or any concerted action leading to interruption of normal work, the company may close down the entire plant or any part without notice or compensation in lieu of notice.  When such closure occurs, notice will be displayed on the notice board in the department concerned and the general notice board at or near the main entrance of the plant.

16.3 Slowing down of work, tool down strike or any other form of concerted refusal to work by the workmen shall be deemed as strike.

16.4 Workmen shall not resort to any Dharna, picketing or any other form of protest that disturb the movements of men or material without the permission of the company within the radius of            200 mts. of the company premises.

17. 
The following departments and workmen are considered as the company's essential services and shall be available for work at all times and in cases of emergencies.

1. 
Fire and Security Department.

2. 
Transport

3. 
Telephone / Telex operations

4. 
Canteen 

5. 
Water Supply

6. 
Electrical Department including Power Supply and DG 

House etc.

7. 
Welfare, Medical and Sanitary staff

8. 
Personal Staff attached to department heads, V.P. and Director (Tech.)

9. 
HRD Department including essential positions as per the Factories Act, 1948.

The essential services will be maintained by the workmen in the above departments in-spite of and during strike and lockout. 

18. TRANSFER  AND DEPUTATION :

18.1 A workmen shall be liable to be transferred from one post to another or from one machine to another or from one shift to another or from one department to another or from one section to another or one establishment to another, whether located in the same place or elsewhere and whether existing at the time of these Standing Orders, comes into force or comes into existence and is  set up in future.  Provided that such transfer does not entail reduction in total wage/salary.  The management may depute any workman for outstation duty in connection with the work or business of the company/industrial establishment or Sister concern or customer or client of the company.  Deputation can be for a shorter or longer period.  Such deputation shall not adversely affect the existing benefits of the workmen.

If a workman refuses or fails to go on such transfer or deputation he shall be deemed to be absent from duty for the date of such refusal or failure and a corresponding deduction shall be made from his wages in accordance with the provisions of the Payment of Wages Act, 1936, without prejudice to the appropriate disciplinary action that may be taken under these Standing Orders.

19. 
PAYMENT OF WAGES:

19.1 
Workmen will be paid their wages on or before the seventh day of the month for work performed during the preceding month.  Should the seventh day of the month fall on a Sunday or a company declared holiday, the payday may be advanced as necessary.

20. 
UNCLAIMED WAGES:

20.1 
Any wages due to a workman but not claimed by the workman on the payday will be paid to him on any other notified working day and time.

20.2 
Where the employment of any workman is terminated by the company, the wages earned by such workman will be paid to him before the expiry of the second working day from the day on which the employment is terminated, provided he has vacated the company's quarters, if any, and has produced the necessary clearance certificates.

20.3 
Any wages due to a deceased workman shall be paid to his legal heir/s before the expiry of the third working day after the day on which a substantive claim is presented by his heir/s or legal representatives on his/their behalf in accordance with the nomination of the workman or in the absence of such a nomination, by a Succession Certificate or any other legal document supporting his/their claim.

20.4 
No claim for unclaimed wages shall be entertained unless it is preferred within three years from the date on which they became due to a workman.

21. 
DEDUCTIONS :

21.1 
Deductions from wages will be made in accordance with the provisions of Payment of Wages Act, 1936 and the Rules framed there under for the time being in force and as amended from time to time.

22. 
SAFETY  :

22.1 
Every Workman shall use safety equipment / clothes and observe all safety rules and regulations as notified from time to time.

23. 
EXCLUSIVE SERVICE :

23.1 
No workman shall, except with the prior permission of the company, engage directly or indirectly in any other profession or business or enter the services of any person, firm or business concern and shall not have any private financial dealings with the persons or firms having business relations with the company for the sale or purchase of any material or equipment or for any other purpose.

24.
 SECRECY :

24.1 No workman shall, otherwise than in the normal course of his work, disclose, verbally or in writing, any information relating to the company’s business, trade, product or activity. 

24.2
Except in the ordinary course of his duties, no workman shall disclose 
during his service confidential information regarding company’s 
products, purchases or contracts entered into by the company in or out 
of court settlement of claims by the company or any other information on matters of trade or business activity or operation.

24.3
No workman is permitted to carry with him any papers, books, drawings, photographs, instruments, apparatus, documents or any other property belonging to the company or its affairs out side the company, except with the specific authorization of the Dept. Head. 

24.4 
No workman is permitted to take notes, drawings or sketches of any plant, process or work or keep copies of official papers with him for his personal use.

24.5 
Any books, drawings sketches, photographs and similar papers containing notes or information relating to the company's business / affairs or operations shall always be treated as company's property, whether prepared by the workman or otherwise.

25. 
PUBLICATION OF WRITTEN ARTICLES :

25.1 No workman shall publish or cause to be published any articles written by him having bearing on the affairs of the company and which directly or indirectly affect the company, in any local or 

overseas newspapers, journals or other publications without the 
written permission of the company.

26. 
ACT(S) OR OMISSIONS CONSTITUTING MISCONDUCT :


Without prejudice to the general meaning of the expression 
“misconduct’ and without being exhaustive, the following acts or 
omissions shall be treated as misconduct:

1. Insubordination or disobedience, impertinence, whether along or in combination with another or others, of any lawful and reasonable order of a superior.  If,  an employee doubts about the legality or reasonableness of an order of any superior he/she can raise objection only after complying with the said order and shall not refuse to obey the same.

2. Striking work, adopting go-slow methods, either singly or along with others in contravention of these Standing Orders or any statute, law, rule, enactment, agreement or memorandum of settlement agreed from time to time and for the time being in force.

3. Inciting, whilst on the premises of the industrial establishment or otherwise, any workman or any workmen to strike work or adopt go-slow methods.

4. Theft, fraud or dishonesty in or in connection with the employer’s business or property ; or of any employee in the premises/ establishment.

5. Taking or giving bribes or any illegal gratification, whatsoever.

6. Absence without leave or absence without sufficient cause for more  than three consecutive days.

7. Late attendance, repeated not less than on three occasions.

8. Collection of any money towards any contribution/dues or canvassing for any union or party membership whatsoever, for the purpose not authorized in writing by the employer within the premises of the establishment.

9. Drunkenness, fighting, riotous, indecent or disorderly behaviour or conduct likely to cause breach of peace or conduct endangering the life or safety of any other person whether committed inside the premises or outside the premises when the same affects or is likely to affect industrial relations or discipline in the establishment.

10.  Any act subversive of discipline and efficiency and any act involving moral turpitude committed within the premises of the industrial establishment or outside, if the same has bearing on the services of the workman in the industrial establishment

11. Negligence or neglect of work.

12. Indiscipline or breach of any rules or instructions for the maintenance and or instructions for the running of any department or maintaining its cleanliness.

13. Smoking or possessing match boxes or flame producing materials within the premises of the industrial establishment except at the places where smoking is permitted.

14. Causing damage to work in process or to any other property of the Industrial establishment.

15. Failure to observe safety instructions, unauthorized removal, interference or damage to machinery, guards fencing machinery and other safety device installed in the premises of the industrial establishment.

16. Distributing or exhibiting inside the premises of the industrial establishment any newspaper, hand bills(s) pamphlets or poster(s) without the previous written sanction of the management.

17. Refusal to work on another machine or work of the same type.

18. Refusal to work in any other shift(s)

19. Refusal to work on a job or machine to which the employee is posted provided there is no change in the service conditions.

20. Refusal to accept charge sheet, suspension order or any other lawful order given by the superior(s).

21. Refusal to give evidence in any enquiry against any other workmen, charged with any misconduct.

22. Refusals to be searched by the security staff or an authorized person.

23. Refusal to sign any from or document or register kept or maintained for the purpose of maintaining daily records or either production or detail of any goods lost or damaged, etc.,

24. Refusal on the part of the workman to offer himself/herself to be interrogated by the management officials.

25. Refusal to perform over time work or to move to another shift or proceeding on outstation duties or to carry out duty assigned at any other place or refusal to carry out an order of transfer.

26. Organizing, attending or holding meetings within the boundaries of the industrial establishment or in any of the premises owned by the employer or in front of the residential premises of the officers of the establishment.

27. Threatening or intimidating insulting, abusing or fighting with any workman or employee/superior within the premises of the industrial establishment or outside concerning matters relating to the industrial establishment.

28. Disclosing to any unauthorized person or persons any information in regard to the working or process of the industrial establishment which comes into the possession of the workman during the course of his/here work.

29. Gambling of any nature within the premises of the establishment.

30. Loitering or gossiping within the premises of the establishment.

31. Selling or canvassing  for chits  or the sale of tickets of chances in any lotteries or raffles within the premises of the industrial establishment.

32. Selling or canvassing for the  sale of any commodity within the premises of the industrial establishment.

33. Selling or canvassing for the sale of tickets, coupons or other tokens in connection with any scheme for the sale of any commodity or articles within the premises of the industrial establishment without the previous written sanction of the management.

34. Sleeping or dozing whilst on duty.

35. Insubordination, malingering, deliberates delaying of production or in carrying out the orders of a superior.

36. Any habitual breach of these standing orders.

37. Using abusive language or shouting any slogans against the company or the superior officer or any other employee of the establishment.

38. Resorting to picketing, hunger strike or gherao against any officer whether in  the premises of the industrial establishment or outside if related to the matters concerning the establishment.

39. Carrying on money lending or any other private business within the establishment.

40. Absence from place of work without the permission of the departmental head.

41. Spreading false rumors or giving /making false, vicious or malicious information/statements, public or otherwise, against the establishment or company which tends to disparage or disrupt the establishment or its employees.

42. Conviction in any court of law of any criminal offence involving moral turpitude

43. Giving false information regarding name, age, father’s name, husband’s name, qualification or any other part of service particulars.

44. Leaving work without permission or before the end of his/her shift/duty or leaving one’s place of work at the end of shift without being properly relieved.

45. Possession of any dangerous or lethal weapon or explosives or chemicals of any articles within the premises of the establishment, which may endanger the life of any person or the plant and machinery or prejudicial to the security of the establishment or workmen /employees.

46. Interference or tampering with records, attendance register, etc., either pertaining to himself/herself or any other employee.

47. Participation in illegal and unjustified strike or any abetment to,  incitement and /or instigation thereof.

48. Engaging in any other employment for remuneration while in service of the industrial establishment.

49. Unauthorized removal or defacement of notices of the industrial establishment’s notice board.

50. Incivility or discourteous attitude /behavior towards the customers, visitors, clients or other persons having any dealing with the establishment either inside or outside the premises of the industrial establishment.

51. Giving interview to press, radio, television concerning the establishment/management without the permission of the management.

52. Participation in public discussions, debates, and deliver speech in public pertaining to the affairs or business of the establishment without permission from the competent authority.

53. Reading magazines, novels and other non-professional literature/material and/or listening to radio/music during working hours.

54. Handling any machine, vehicles, equipments, apparatus etc. not entrusted to his/her charge.

55. Misappropriation of company/s money and/or misuse of company’s funds/property.

56. Not allowing company’s employees/officers/superiors either to enter or came out of the premises of the industrial establishment or causing disturbance to free ingress  or egress of the material and/or machines.

57. Expectorating or otherwise committing nuisance on the premises of the industrial establishment.

58. Not wearing, the complete uniform provided by the management, if any during working hours or wearing the uniform improperly while on duty.

59. Obtaining leave of any kind of false pretext.

60. Taking employment or doing any business during the suspension period.

61. Use of pan/tobacco in any form or any intoxicant or narcotics or any such thing in any other form within the premises of the industrial establishment.

62. Not disclosing/intimating to the employer any infection of sexual /skins/any other disease/contagious disease form which the workman is suffering.

63. Unauthorized stopping any machine or switching off the electric current or any other type of power in any manner or by any other means.

64. Failure to report immediately in writing any defect in the machinery and or processes of production to the notice of his/her immediate superior during the working hours which may cause damage or loss to the employer or to his property/production.

65. Falsifying/misrepresenting documents/facts for personal gains and/or forging and/or unauthorized copying of any of the communication or documents/records, process of the industrial procedure and books of account.

66. Violation of any clause of agreement entered into between the employer and workmen.

67. Having immoral relationship with workmen of either sex within the  premises of the industrial establishment.

68. Eve-teasing in the premises of the industrial establishment and means of transport provided by the employer, if any.

69. Sexual harassment  of women co-workers or any women within the premises of the establishment, which includes,  a) physical contact and advance; b) a demand or request for sexual favour;  c) sexual colored remarks, d) showing pornography; e) any  other unwelcome physical,  verbal or non-verbal conduct of sexual nature.

70. Causing damage to the means of transport provided by the employer, if any.

71. Breach of standing orders within the means of transport provided by the employer, if any.

72. Punching of another employee’s time/attendance card or in any way making another employee’s attendance or tampering the attendance record system.

73. Any other misconduct or act or omission prejudicial to the interest of discipline.

74. Failure to comply with the instructions and procedures of timekeeping. 
75. Failure to notify the Company of any change in his residential address.

76. Failure to keep the machinery and /or place of work in his charge clean and tidy.

77. Soliciting or collecting contribution for any purpose whatsoever at any time within the establishment without prior permission of the management.

78. Squatting or remaining anywhere within the premises of the establishment other than the appointed place with a view to intimidate, coerce or threaten the workmen and /or other employees of the establishment.

79. Trespassing or forcible occupation of the Company’s properties;

80. Cessation from work or absence from duty even when the leave applied for is refused.

81. Removal, alternation or defacement of any notice displayed by the Company.

82. Failure to leave the work place at the conclusion of the shift/overtime work, except when specifically authorized by the superiors to stay back.

83. Interfering without proper instruction from superiors with machines or process or procedures not connected with the work allocated.

27. 
PENALTIES/ PUNISHMENT FOR MISCOUNDUCT.

 
An employee found guilty of misconduct may be given any of the following punishments:

1. Warning

2. Fine (Not exceeding 5 paise for each rupee of the basic pay).

3. Recovery to the full extent of the actual amount of loss caused to the industrial establishment.

4. Withholding of increments for any specify period with or without cumulative effect.

5. Suspension without wages for a period not exceeding 15 days.

6. Demotion to a junior post, lower grade, lower place in the scale of pay or to a lower scale of pay.

7. Termination of service.

8. Dismissal from service.

28. 
PROCEDURE FOR DEALING WITH CASES OF MISCONDUCT.

28.1 
The company shall not impose punishment, except a warning or a censure, under clause 28 on any workman in respect of the alleged misconduct 
unless he has been given an opportunity to defend himself in writing or in a domestic enquiry in a manner set  forth in clause 
28.2 
An employee against whom an enquiry is to be held shall be given a charge sheet clearly setting forth the charges leveled against him and shall be given an opportunity to submit his explanation to the charges leveled against him.  The employee shall be permitted to produce witnesses in his defence and to cross-examine any witness produced against him by the company.  He shall be given an opportunity to defend himself or by a fellow workman of the company but not by a person who is not a workman of the company.  The company shall appoint an Enquiry Officer to enquire into the charges and a PRESENTING OFFICER to present the case on behalf of the company in respect of the charges alleged against the employee.  The Enquiry Officer shall arrange to record the evidence presented in the enquiry and submit the record of the enquiry proceedings supported by exhibits, his findings with reason for reaching such a finding to the Competent Authority or an officer superior to him in case the Competent Authority is a witness in the enquiry. 

28.3
A workman, against whom a serious misconduct is alleged, may be suspended from duty, pending enquiry. The order of suspension shall take 
effect immediately on communication to the workman.  The order of 
suspension shall be given in writing and shall be followed within seven 
days 
by a memorandum of charges setting out in precise terms as far as possible, of the misconduct alleged against him.  During the period of suspension a workman shall not enter the company without the 
permission 
of the Personnel Manager or Departmental Head concerned or higher authorities and shall not leave the Headquarters without the permission 
of the Personnel Manager/Departmental Head concerned.

28.4   An employee under suspension will be paid subsistence allowance 
at  the following rates:

a) An employee under suspension will be paid subsistence allowance at half the monthly average emoluments for the first ninety days from the date of suspension.   In case such enquiry or criminal proceedings get prolonged and the workman continues to be  under suspension for a period exceeding ninety days the subsistence allowance shall for the period beyond ninety days be equal to three forth of his/her wages.  Provided that where such enquiry or criminal proceedings are prolonged beyond a period of ninety days for reasons attributable to the workman, the subsistence allowance shall, for the period exceeding ninety days  be reduced to one-fourth of his/her above said wages.

b) If  any dispute arises regarding the subsistence allowance payable to a workman as above, the provisions of section 10 A of the Industrial Employment (Standing Orders) act, 1946 would have overriding effect on any other provisions.

c) The payment of subsistence allowance shall be subject to the employee concerned not taking up any employment during the period of suspension.  Provided that the management may order any suspended employee to record his/her attendance in an appropriate register once in a day and such a register shall  be maintained in the office of the security department/time office/  any gate.

d) A suspended employee will not leave his / her station without the written permission of the competent authority and will also intimate any change in his / her residential address for official communication to the competent authority failing which all the communications sent to him / her at his / her last known address available on record will be deemed to have been properly and legally served upon him / her.

e) A suspended employee will immediately hand over complete charge of tools, equipment, records, materials, goods and other property of the industrial establishment, uniform to his/her departmental head or any other authorized officer /employee of the industrial establishment and will produce a clearance slip from the administration department failing which his/her subsistence allowance will not be released. 
28.5   If, on enquiry, a workman is found guilty of the misconduct alleged against him and punishment is awarded, the workman shall not be entitled to any remuneration for such period other than the subsistence allowance already paid to him.  If a punishment other than dismissal or removal from service is imposed on him the disciplinary authority shall, by an order, decide as to how the period of suspension shall be treated.   If as the result of enquiry, he is found not guilty of any misconduct, the period of suspension shall be treated as on duty and he shall be entitled for the difference between the subsistence allowance already paid and the emoluments he would have received had he not been suspended.

28.6   During the enquiry the workman shall be permitted to produce 
such  evidence as he may desire and as is relevant to his case.  To 
avail himself of this privilege, he shall appear at the enquiry as 
and when directed to do 
so. Should the workman decline to 
attend the enquiry at the appointed 
time and place, the enquiry 
shall be conducted EXPARTE.

28.7 
If a workman refuses to accept a charge sheet, order or other communication served in accordance with these standing orders and provided that he has been asked to accept the charge sheet in the presence of at least two witnesses, he shall be told verbally the time and place at which the enquiry into the alleged misconduct is to be held and if he refuses or fails to attend at that time, the enquiry shall be concluded EXPARTE and the matter shall be disposed off without any further reference to the concerned workman.

28.8 In awarding punishment under these standing orders, the Director (Technical) or any other authorized person shall take into account the gravity of misconduct, the previous record of the workman, if any, and other extenuating or aggravating circumstances that may exist.

28.9
Notwithstanding anything contained above, the company reserves the right to suspend a workman accused in a court of law for any criminal offence involving moral turpitude until the disposal of the trial.

28.10  Notwithstanding anything contained above, where a workman has been convicted of a criminal offence involving moral turpitude or for any other criminal act proved against him in a court of law or where the Director (Technical) is satisfied, for reasons to be recorded in writing, that it is inexpedient or against the interests or security of the company to continue the employee in service, he may be discharged or dismissed from service without notice or pay in lieu of notice.

28.11 Any workman involved in or charged with any criminal offence shall receive no pay while he is absent as a result of such involvement.  If, the court adjudges him guilty, his services will be terminated immediately without notice or pay in lieu of notice. If however, he is acquitted, he may be allowed to resume work, the period of his absence being treated as leave without pay.  Notwithstanding, anything contained herein before, the company shall have the right to take appropriate disciplinary action against the 
workman if his acts or omissions which are the subject matter of the criminal 
proceedings, for misconduct under these standing orders and if he is found guilty of misconduct in accordance with the provisions of these standing orders, he shall be liable to be punished accordingly whatever may be the result of the proceedings in the court.

29. PROCEDURE FOR IMPOSITION OF FINES AND CENSURE NOTICES:

a) Fine shall be imposed , only in accordance with the provisions of the payment of wages Act, 1936, for the time being in force and by the officers authorized to impose fines under the said act

b) No fine shall be imposed unless the workman concerned has been given an opportunity of explaining the act or omission alleged against him in accordance with the provisions of the Payment of Wages Act, 1936, for the time being in force.

c) Censure or warning shall be in writing and will be issued by the manager.  When  there will be recorded lapses or dereliction or complaints no opportunity for explanation will be necessary.

30.    DEDUCTION FOR DAMAGE TO OR LOSS OF GOODS OR 
MONEY:

a) In accordance with the principles governing Section 7 sub-section 2 (e) of the Payment of Wages Act, 1936, deductions may be made for damage to or loss of goods expressly entrusted to the employed person for custody or for loss of money for which he is required to account where such damage or loss is directly attributable to his neglect or willful default.

b) If seven or more employed persons acting in concert absent themselves without due notices in time and without reasonable cause, deduction may be made from the wages of such persons for amount not exceeding wages (including D.A.) for eight days, without prejudice to any other rights of the employer to proceed against them for misconduct.

EXPLANATION:

For the purpose of this clause an employed person shall be deemed to be absent, if he is not present at the place where he is required to work or if although present in such place, he refused to work in pursuance of a stay in strike or for any other cause.

31.
APPLICATION FOR FELLOWSHIPS, SCHOLARSHIPS ETC.

31.1
No workman shall make an application for the award of a fellowship, scholarship etc., directly to an outside agency or authority unless he is sponsored or permitted by the company to accept such scholarship or fellowship.

32. 
APPLICATION FOR EMPLOYMENT ELSEWHERE 

32.1
No workman while in the service of the company shall make any application for employment elsewhere without the permission of the company.

33. 
CHANGE OF ADDRESS :

33.1
Every workman shall notify the company immediately of any 
change in his address or social / marital status.

34. 
TERMINATION / RESIGNATION :

34.1 
The services of a permanent workman may be terminated by either party giving 60 days notice or pay in lieu thereof save as otherwise provided elsewhere in these Standing Orders.

35. 
EXPLANATION :

35.1
For the purpose of this order pay means basic pay, dearness allowance and other legal and permissible allowances payable.  If any permanent workman leaves the service of the company without giving due notice as prescribed above, the company may deduct a sum equivalent to his notice pay from his final settlement remittance without prejudice to any other action that the company may initiate as per the terms of his contract. 

35.2
The reason for the termination of the service of a permanent workman may be recorded in writing and may be communicated to him, at the time of discharge, unless such communication in the opinion of the Director (Technical) may directly or indirectly expose the company and or his officers to criminal or civil proceedings.

36. 
NOMINATION :

36.1
Every workman shall submit a nomination in the prescribed from duly signed by him and attested by two witnesses nominating the person/persons who shall receive payment of all dues from the company in the event of his death, while in employment.  The nomination shall remain in force until it is cancelled or superceded by another nomination.

37. 
SUPERANNUATION:

37.1 
The retirement age in the company is 58 years. An employee, who has completed 58 years of age, will retire from the company's services without notice or pay in lieu of notice. However the company may extend the services of a workman up to a maximum of 2 years till he attains the age of 60 years keeping the physical fitness, efficiency and manpower requirements in view.

38. 
RETURN OF COMPANY'S PROPERTY, EQUIPMENT, TOOLS 
ETC.

38.1
Every workman who ceases to be in the services of the company shall return to the company property or equipment or tools issued to him during his employment in the company and shall clearance certificate from the department/departments. The cost of such property, equipment or tools not returned by him shall be liable to be deducted from his pay or the amounts due to him at the time of final settlement of his dues.

39.
DOUBLE EMPLOYMENT:


No workman shall, at any time, work against the interest of the 
establishment in which he is employed and he shall not take any 
employment in addition to his job in the establishment.

40. 
ISSUANCE OF SERVICE CERTIFICATE:


Every permanent or probationer workman at the time of 
resigning his /her service, or his/her dismissal or discharge, 
shall be given a service certificate on request about the length of 
his/her service.

41.
NOTICES, ORDERS, ETC.,

41.1 
Notices to be displayed or issued under these standing orders shall 
be in 
English.

41.2 
Notices specifying the following shall be displayed in English language on the General Notice Board at or near the main entrance of the company.

A. 
Days or dates on which weekly off will be observed.

B. 
Date on which salaries are to be paid

C. 
Dates to be observed as National and Festival 


Holidays

D. 
Any other information which the company wishes to 

communicate to the workman.

41.3 
Any written notice, order, charge sheet or communication or intimation, which is meant for an individual workman shall be in English language.  Before such notice, order, charge sheet, communication or intimation is handed over to the concerned workman, it shall be read out and explained to him if he so desires.

41.4  The company will consider that a workman has been given proper 
written notification by  use of 
any or the following :

1. 
By handing a written communication to him anywhere 


within the company premises.

2. 
By  sending   the   communication   to   him  by registered 

post acknowledgement due to his last known address 


available in the company records.

41.5 
An acknowledgement of receipt from the party or dispatch to the last known address by registered post with acknowledgement due will be considered as sufficient and personal service of a communication for the purpose of these standing orders.

42. 
DELEGATION OF POWER :

42.1 The  Chairman & Managing Director may delegate any of his 
powers under these standing orders to Director (Tech.) / Vice 
President(W) or other officers of the company. The Director 
(Tech.) / Vice President (W) may re-delegate any 
of such powers 
to other officers of the company with the approval of the 
Chairman & Managing Director.

43. 
DISPLAY OF STANDING ORDERS:

43.1 
A copy of these standing orders in English and in Telugu shall be displayed on the general notice board maintained at or near the main entrance of the company and a copy shall be given to each workman at the time of employment.

44. 
APPEAL:
44.1   The decision of the Director (Technical)/ Vice President (W) or any 
other 
authorized company representative, as the case may be, 
upon any question arising out of it in connection with, or incidental 
to these standing orders shall be final subject, however, to an 
appeal in writing to the Chairman & Managing Director which shall 
be preferred within one month from the date of receipt of 
communication.

45. 
LIABILITY OF THE MANAGEMENT:

45.1 
The Director (Technical)/ Vice President (W) shall be held 
personally 
responsible for the proper and faithful observance of 
these Standing Orders.

46.  INTERPRETATION OF STANDING ORDERS OR OTHER COMMUNICATION :

46.1 For the purpose of interpretation of these orders or other communication from the company, the English version shall be taken as the official version.
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