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1 RueNo. 2:

‘Rule No. 1 :

}  RueNo. 3:

CHEMICALS & ALLIED DRODU(TS EXDORT DDOMO]ION (OUNAIL

CALCUTTA
SERVICE RULES
° GENERAL

These rules may be called the ‘Service Rules’ of the Chemicals & Allied
Products Export Promotion Council.

These rules shall -apply to every person in the whole time employment of
the Council except, in so far as, and to the extent, it is otherwise agreed
upon by agreement or letter of appointment in any case or there is any
other statute for the tlme being in force and applicable to any employee
of the Council.

In these rules unless there is anything repugnant to the subject or context.

(a)
(b)

(o)

..In the Articles of Association of the Council.

The Council means the Chemicals & Allied Products Export Promotion

Council.

The Committee means the Committee of Administration as referred to

ot .
TR

The Chalrman means the Chalrman of the Chemicals & Allied Products

. .. Export Promotlon Councll, for the time being, and includes the Acting

(d)

,:.Chalrman or .one authorised by the Committee of Administration,
_ for the time being, to act as such.

The Secretary/Chlef Executive means the Secretary/Chief Executive
of the Chemicals & Allied Products Export Promotion Council for the
time being and includes the Acting Secretary/Chief Executive or one
authorised by the Chairman of the Councll for the time being, to act

;a8 such, .

“Masculine"i in these rules includes “Feminine’” also.
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Rule No. 4 :

Rule No. 5 :

Rule No. 6 :

Rule No. 7 :

STAFF CLASSIFICATION

The staff shall be classified under the following categories. :-

Class | Secretary and other Officers whose initial pay In their time
scale is Rs. 700/- per month and above

Class Il Other officers and staff whose initial pay in thelr tlme_ scale is
Rs. 550/- per month and above. - :

Class il All other Ministerial and Non-ministerial staff of the Council
o whose initial pay in their time Scale is Rs. 260/- per month

and above. o '
Class IV Daftary, Jr. Gestetner Operator, Peons, Record Sorter, Bradma/

Roneo Franking Machine Operator, Sweeperv etc.

APPOINTMENTS & JOINING TIME

All appointments shall be made on terms. and conditions prescribed in
these rules and such other conditions as may be prescribed,

Where an employee is transferred from one stétion to another, he may be
allowed a joining time of 5 days plus the actual time taken for journey.
Where an employee is on a temporary or seasonal transfer he shall be
eligible for only actual journey time to join the new post.

METHOD OF RECRUITMENT

Selection of posts of Officers Class 1 and Class 11 will be made by the

Committee of the Council/Selection Committee, as may be appointed by
the Committee of the Council from. time .to time. The Chairman/Chief

Executive shall be the appointing authority.
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Rule No. 7(a) :
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The Chalrman/Chlef Executive shall be the. selectlng and appointing autho-
rity,.as may be decided’ by the Commlttee of the Counc|I for all other posts.

- Criteria as may be _Iaid down separately v'by the: 'Cdr_nmittee of the Council/
Finance & Administration Sub-Committee in .the matter of recruitment,
promotion etc. will be followed, s

RESERVATION. FOR SCHEDULE CASTES & SCHEDULE TRIBES.

Broad features for the reservation of boets fot'the _Schedule Castes and
Schedule Tribes shall be as follows :— '

Percentage of o Schedule - .- . Schedule L
Reservation Castes - S Tribes

i) Direct recruitment L
on All India basis 15% - 173y

ii) Direct recruitment - . 'As provided separately in -the ‘Rule
to posts which normally annexed for maintenance of separate
“attract fromalocallty or - Rosters. This procedure would in
region : * gdeneral be governed: by the Central

~Govt. directive_as contained in memo
No. 6 (3) MDF/76 dated 27.2.1976
issued by the :Ministty of Commerce.
- {Annexure-l):

For the purpose of administrative convenience’ :the ChairmanyChief
Executive can appomt an employee to act in a higher .post, in leave or
in other vacancies, or to be in charge ‘or in full -additional charge (such
distribution of charge can be among more: than one employee), according
to neceesity, for a period not exceeding three months at a time, andin -
such cases the concerned incumbent shall be eligible to charge allowance
equivalent to  20%; of his basic  pay for the whole penod prov:ded the
period of such charge is more than 30 days and when dlstrlbutlon of char-

(’\‘ (- ~, 7 ‘/\ (“\
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Rule No. 9

Rule No. 10 :

Rule No. 11 :

Rule No. 12 :

Rule No. 13 :

Rule No. 14 :

.‘_Rule No. 15 :

(4) .»

ge is among more than one employee, the percentage will be divided in
equal proportions and applied to respective employees’ basic salaries.

The Chairman may at the expiry of three months grant such exten-

sion for any longer period as may be necessary and the inocumbent will
draw allowance at the same rates.

Where the Chairman is the appointing authority, the Committaa of the
Council shall be the Appellate Authority. In other cases, where the Chlef

Executive is the appointing authority, the Chairman shall be tha Appaellate
Authority.

Every employee of the Council shall be on probation for a perlod of six

months from the date of his joining duty unless otherwise walved by
authority

The period of probation of an employee may ba extended by the appoln-
ting authority if so required.

During the probationary period, the services of an employea may bo ter-
minated without notice.

After confirmation, unless otherwise agreed upon in the letter of appoint-
ment, any member of the staff belonging to Officer, Asslstant, Clerical or
Non-Clerical categories shall be at liberty resign the services of the
Council at any time, on giving the Council one month’s notloe, In writing
of his desire to do so surrendering a month’s pay in lieu of notioe.

After confirmation, unless otherwise agreed upon in the lettar of appoint-
ment, the appointing authority shall be entitled to terminate the service of

any member of the staff after giving him one month's notice or one
month’s salary in lieu of notice.

CONDUCT & DISCIPLINE :

Every employee shall in accordance with the rules laid down hereln perform
his duties to the entire satisfaction of the Council.
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Rule No. 16 :

Rule No. 17

Rule No. 18 :

Rule No. 19.¢

Rule No. 20 :

Every employee unless prevented by. ill-health shall during the tenure of
his service, devote his whole time and attention. to the business of the
Counctl and in all respect conform to directions and regulation made by
the superior authorities and obey their orders and shall faithfully serve the
Council and use his utmost endeavour to promote the interest thereof and
serve the Council at such place or places and in such capacity as the
appointing authority shall from time to time direct.

No employee shall during his term of employment in the Council give his’
service to any other person or concern whosoever or become interested or
engaged in any other business or trade or politics etc., without havmg
previously obtained the permission of the appointing authority.

All books, records and articles belonging to the Council shall remain in
the office premises of the Council and cannot be . taken out of the office
premises without the written permission of the Chief Executive. )

An employee shall on termination of his service with the Council or on
going on leave, or at any time, during his service, as and when called upon

~ the Council, hand over chaige to the Council of all monies, files, registers

and other properties of the Council in his custody or control and vacate
and hand over possession of the quarters, if any, of the Council alloted to
him, the said quarters being deemed to be occupied by him as .a licensee
and not as a tenant. Failure on the part of the employee to hand over
charge and possession as aforesaid shall be deemed to be breach  of cont-
ract of service by such employee, and the Council shall be at liberty to
forfeit the salary and other dues, if any, of such employee payable by ‘the
Council without prejudice to any other rights of action wh|ch the Councnl ,_l
may have in law against such. employee - N

The following shall be deemed sufficient grounds for any disci‘plinaiy
action :- : .

(a) Wilful instbordination or disobedience whether individually -or - vyith '
another or others of any lawful or reasonable order of the Superior
Officer. :
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Rule No.20(A) :

(b)

©
(d)

(e)

(f)

)
Taking or giving bribes, illegal gratification or any consideration 'in
cash or in kind for any favour or promise of favour or for doing or for
not doing any official act. '

Unauthorised absence.

Insolence, impertinence, rude or uncivil behaviours.

Breach of any administrative orders, or of any regulation or instruc-
tions for the maintenance of discipline in the office.

Negligence or negiect-of work.

(g) Drunkenness while on duty or intemperate habits affecting the effici-

ency of work.

(h) Conviction of any employee under a criminal offence involving moral:

()

turpitude.

Unauthorised divulgence of any official information or confidential or
secret document.

(i) Commission of any act subversive of diséipline or good behaviour

on the premises of the Council’s office.

(k) Pursuance of conduct unbecomihg of an employee of status.

For any of the offences/misconduct mentioned above, jointly or severally’
the employee be liable to one or more of the following disciplinary action
provided an opportunity be given to the employee to show cause why

action should not pe taken against him.

i) Reprimand;

ii) Stoppage or postponement of increment;

Ok
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Rule No.
20(B).

tr

Rule No 21

(7)

i) _Demotton ‘to’'a lower post or: grade orto a lower stage m the incre-: -
" “mental scale; : = R

*s

iv) Suspension;
v) Any other action as may be deemed fit and proper;

vi) Dismissal.

*Note—1 If after a show cause notice is served explanation received and
the employee concerned is prima facie found guilty, he could
be straightaway suspended for not exceeding four days.

*Note—2 An employee can also be suspended pending enquiry into his
misconduct Insuch a case an employee shall be paid for
the period of suspension a subsistence grant at half its pay
plus all alowance drawn before being placed under suspen-
sion. Normally the period for which this should be paid should
not exceed three months. In exceptional cases, however,
it can be paid for alonger penod for special reasons . wnth

' approval of the Chairman.

Every employee of the Council shall have theright to be heard in his

: . own defence either orally.or in writing in respect of the charge on any of the

above counts of misconduct levelled against him and the decision of the
competent authority in his case shall be final and binding. Before taking
action under this Rule the appropriate authority shall take into account

. the extent or gravity of the _proved misconduct, ‘previous record of the

employee and any other relevant, aggravating or extenuating circumstances

“that may exist.

PROMOTION.

The promotion of any employee will_ eﬁtifely_,.depend u,'pon his work and
satisfaction he renders to the Council in the discha;ge_ of his duties and
his being otherwise useful to the Council.




O

i
p—

ROEON

o
A

Y

~
NGOt

N

[

-

i,
,

, Rule No.
21 (A)

Rule No. 22 :

Rule No. 23 :

Rule No. 24 :

(8)

Advance increment(s) or any cash-award can be granted to an employee
by the competent auth_ority if it is felt that he has done good work during
the year and deserves encouragement.

SERVICE RECORD

A record on service of every employee sha!_l be. mgintain__ed by the compe-
tent authority. The record shall be kept in such a form and shall contain
such information, as may be prescribed by the Committee of the Council.

LEAVE

Every employee shall be entitled to the following categories of leave :(—

' 1) Casual leave : 14 days with full pay in ayear butnot nore
: than 10 days in one instalment.

2) Sick Leave : 20 days with hal_i‘ pay.

3) Earned Leave : 1/11th of the period.of service after completing
' one year of service with full pay.
4) Maternity leave : 12 weeks with full pay. but not more than thricé
“during the entire service with the Council. - .

5) Extraordinary Leave : As may be decided by the Committee of
Administration on merits.

N.B. : Pay means basic pay, dearness pay plus allowances.

Leave shall not be claimed as a matter of right and-the grant of leave
shall depend on the exigencies of the work and the authority empowered
to’ grant leaver 'shall have the 'rightto revoke any leave granted to any
employee and recall him in:case circumstances demand such recalling
to duty. A ’ :
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Rule No 25 :.

Rule No. 26 :

Rule No. 27 :

Rule No. 28 :

Rule No. 29 :

Rule No, 30 :

Rule No. 31

Rule No. 32 :

No sick leave will be sanctioned until an applicant attaches with his -appli- -
cation a medical certificate from a physician if the leave is for more than

In case where warranted, the Cou'ncil- may _aék- an applicant to appear
before the physician, as may be decided by the. €Council.

All office holidays and Sundays fa||i'ng within the period of leave except
in case of casual leave, shall be counted in leave -

Leave ordinarily begins on the day on which the transfer of charge is
effected and ends on the day preceding that on which charge is resumed.
If a day which is an office holiday or Sunday precedes or follows the period

" of leave, the employee may avail of the holiday in continuation of his leave
and in such a case holiday will not be reckoned as part of the leave.

The staff on probation shall be entitled to -one day leave with pay on
completion of one full calendar month’s service.

In case of an employee returning from leave out of India the last day of
his leave is the day before the arrival of the vesselin which he returns at

~ her morring or anchorage in the port of dlsembarkatlon (or if he returns by
“air the day on which the alrcraft in wh|ch he returned arrives at its first
regular port in India)

An employee on leave shall not take any service or accept any ‘employment
without obtaining the previous sanction of the appointing authority.

The Chief Executive shall have full powers to grant leave as prescribed to
any employee and may delegate the necessary authority to the subordinate
officers in the matter of granting leave to-employees.

In case any employee goes out. -of station.on any kind of leave, he shall
intimate to the Council the fact of hls Ieavmg the station -giving ‘his
address at the place or places to whlch he is proceeding.
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. Rufe No. 33 :

Rule No. 34 :

Rule No. 35 : .

If an employee is recalled to duty before the explry of hIS leave he will
be entitled to :—

i) Receive travelling allowances if he is out of station..

ii) *The leave from which he is recalled, being treated as on duty from the
date on which he leaves the place where he may be

Ordinarily, an employee is to make application to the Chief Executive for
sanction of leave. In case an employee absent himself from duty without
previous leave, or overstays after explry of sanctioned leave, hé shall be
required to give valid reasons for the absence; otherwise the same will not

. be counted as leave.

i) Earned leave may be accumulated upto 180 days in respect of all
employees of the Council and leave accumulated in excess of 180
days shall normally be forfeited unless the Committee decides other-

wise provided that, in one spell, not more than four months leave can
be taken.

ii) . Earned leave shall be creditable to an earned leave account, half of
such leave tq enjoyable leave account and  the other half to encash-
able leave account. The leave credited to the former account must
be enjoyed and cannot be encashed. The leave credited to the later
account may be either encashed or availed of, atthe discret on of
the employeé subject to the condition ‘that encashment is perm:ssuble
normally not more than twice in a year.

( Note : Pursuant to the directive of the Ministry the: facilities for -

encashment of leave under Rule 35 (u) adove has been
withdrawn w. e. f. 1. 4. 1974 ).

~ ( Note : The,«Scha'me'o'f Ehcashmén_t of Earned Leave has been re-int-
roduced as per Mi'ni_'st'fy-"s-'fCircularl No. 6/8/MDA/79 dated
28th August, 1980 as per details given in Annexure V.




j:}, Rule No. 36 : A Sunday or holiday falling at the beginning or end of the ear'ne_d leave
~ period shall not be counted as part:of the leave, but may be preﬁxed or
o suffixed to the leave under permission of the leave sanctioning authority.
~ Rule No. 37 :  Applications for earned leave shall ordinarily be submitted at least 30 days
t‘hje in advance of the date from which the appllcant intends to proceed on
@ i leave. j :
g _ Rule No.38 : i) If any employee leaves the service of the Council or retlres, he shall
£ ” be paid for the entire period‘ of earned leave standing to his credit on
be ’ @ that date. '
O , ii) SICK LEAVE :
£ ' . 7
;',': - (a) The period of sick Ieave permltled to an employee shall not
é'J: ' exceed 20 days per year. (recelvmg only half pay during the sick
. ; ‘ » ' leave penod the word pay means basic pay, dearness pay and
N all allowances).
O

(b) Sick leave may be accumulated up to a max1mum of 120 days

(on half pay).

(c) An employee may at his own optlon have the half pay leave - due

converted to half the duratlon at full pay rates, Such converted
» leave is termed Commuted Leave’ and shall be granted only on
(9 production of a Medical Certificate.

i) MATERNITY LEAVE :

(a) Married women ‘who have been ‘in- continuous employment of
the Council for not less than six months prior to confinement -
shall be allowed maternltyleave w1th full pay including allowan-
ces for 90 days.
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( 12 )

(b) The competent authority may grant leave of another kind admissi-
: ble' to the employee in combination: with or in continuation of
maternity leave, if the request for its grant is supported by Medical
Certificate. Maternity leave shall not be granted more than
thrice durmg the entire penod of the employees service and such
leave will be allowed only once in three years

(c) The rhaternity leave may also be granted upto six weeks in case

of abortions and mlscamage subject to production of Medlcal
Certlﬁcate

Rule No. 39 : EXTRA-OROINARY LEAVE :

(a) Extraordinary leave may be granted to .an employee when no
ordinary leave is due to him and when having regard to his length
of service, his service record etc. the sanction of extraordinary

o ~ leave is considered justified by the competent authority. The dur-
T ' ' ation of extraordinary leave shall not exceed three months on
any one occasion and 12 maonths during the entire period of any
employee’s service. In exceptional and deserving cases the
Committee of the Council may grant extraordinary leave for more

than three months on any one occasion and also beyond the himit
12 months indicated above.

(b) A competent authority may grant extraordinary leave in combina-
_tion with or in continuation of leave of any other kind admissible

to the employee and may commute retrospectively periods of
absence without leave into extra-ordinary leave. '

|

¥
\ !_\ (c) Nopayand allowances shall be admissible during the period of
k i extra-ordinary leave and the penod spent on such leave shall not
H% ' count for increments, provided that, in cases where the Committee

‘ : \ . of the Council is satisfied that the -leave taken was on account
il :

_ ofillness or for any other case beyond the Employee’s control,
- o it may direct that the period of extra-ordinary leave may count
5 for increments. :

-~

-
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(d) Where crrcumstances justrfy and an employee has to his credit
.a good record for long service, extra- ordmary leave may ‘be
granted by the competent authority with pay and treat the
~-same as.a kind of earned leave in advance. . All such cases shall
be referred 1o the Commrttee of the Council and their decrsron
ushall befrnal o :

SPECIAL CASUAL 'LEA’\ié, .

Special casual ‘Ieaye may-be é}llowed.,ft_o eny employee ol ‘the Council for ..

a period not: exceedmg-_ayo days ;in -any one. of the calendar years for
taking part in mountaineering expedltrons sporting events, tournaments
and matches of national and. mternatronal_ importance.. The period of
absence in excess of 30 days should be treated as regular leave of the
kind-admissible under the relevant .leave. rules .applicable to- the persons
concerned. - For this purpose,. employees of. the Council may as a special.

case be permitted to combrne special casual leave with regular leave.

' . Special Casual Leave: should not, however, be granted in combination
wrth ordmary leave. - :

The special ‘casual leave may be allowed only : -

(a) for p_artlcrpatron m sportmg events of natronal or. rnternatronal impor-
tance;and |, - :

(b) when the employees "conce‘rr‘ied_'.ﬁi‘s “sélected for such participation.

|) ln respect'of in'ternational .sporting -events by National Sports
Federatron/Assocratlon recognrsed by the All India Council of
Sports and ‘approved by'the: Mrnlstry of Educatron

:'mij"an‘anc*é *When the spor"fih’g

.‘/\‘
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Rule No. 40 :

Rule No. 41

Rule No. 42 :

( 14 )

(c) for participation in mountaineering expedition provided that the
expedition has the approval of the lndlan Mountaineering Founda-

tion.
This concession is not to be allowed for participating either in a national

or international sporting event in which such partticipation of the conc-
erned employee of the Council takes place in his personal capacny and

. not in a representative capacity.

Holidéys mean all Sundays and holidays déclared under the Negotiable
Instruments Act. Office holidays at each Regional Office will be observed
as may, from time to time, be notified by each individual office. :

MEDICAL BENEFIT

Medical facilities shall be allowed to all employees, who have completed
probation on the following lines :— .

i) The quantum of 'medical expenses to be reimbursed to the eligible
employees of the Council will be subject to a maximum ceiling of
Rs. 1,200/- per annum which can be claimed on production of
vouchers / proof of actual expenditure incurred by the employees

concerned.

ii) In addition to (i) above, actual expenditure incurred on hospitalisation
in Government Hospitals may also be reimbursed at the rates and
on conditions applicable to Government servants.

Note : Staff shall mean the employee, his wife/her husband, children
and dependent parents.

CONVEYANCE ALLOWANCE :

Unless otherwise stated in these Rules, actual conveyance charges within
the city limits; such as taxi, bus or tram car, will be paid to an employee
when sent out on official duty. An employee in the rank of an Assistant
" and above, is entitled to taxi fare. In case of urgency, the Chief Executive
may permit an employee of any rank to travel by taxi and he will be eligible

" to get the actual taxi fare,
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O ( 15 )
hat the
1@F°”"da' TRAVELLING ALLOWANCE :
0y Rule No. 43 : (i) An emplbyee is entitled to ac'-ti.J"éI: ;Air/RaiI fare in approved class
&’national includi incidental d daily all . )
conce including incidentals an aily allowance or actual expenditure in
) p the category of hotels approved for each post/pay range, for journeys:
g'ty an from Headquarters/Regional Office to . place/places outside the city
limits for performing the Council's work. By actual expenditure is
2N meant hotel rental infull and food expenses upto a limit of 509,
Negotiable of the admissible DA rate. - The rate,of daily allowance, mode of
e@bserved conveyance as also class of hotel accommodation to which an
employee will be entitled shall be as follows :
- Post/pay Mode of Daily travelling allowance Category of
oy range conveyance : i _ Hotel
'P\Bmp'eted Bombay/ Other
S Calcutta/ cities
Delhi/
O Madras
1e eligible — : _
v,llfng of Secretaty " Air or A/C. Rs. 50/- Rs. 45/- '5-Sté:r'"HoteI
_%uctlon of -
tployees Rs. 1100/- Air or First Rs. 45/- Rs. 40/- 3-Star Hotel
O and above Class :
~+alisati Rs. 425/- First Rs. 35/- Rs. 30/- Tourist's Hotel
Uahsatlon and above Class _
e rates and _
O Rs. 330/- Second Rs. 30/- .  Rs. 25/- . —
— and above Class '
./ children ' - ‘
. ' Rs. 260/- Second Rs. 25/- Rs. 20/- —
O and above Class a
€3 Rs. 196/- Second Rs. 20/- Rs. 15/~ -
and above Class ' :
r=s within : _
| \employee ’ (iiy The facility for undertaking tour on" actual expenditure basis will be
¥ Assistant available to the Secretariat members. In case of other officers
ej ercutlve depending on the need and requirement such facility of undertaking
.2 eligi_b|e tour on actual expenditure basis may also be granted subject to pnor
- approval of the Chairman/Chief Executive.
. |
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Rule No. 441 :

e

iv)

( 16 )
The Chairmari may permit an emplo!yee not entitled to travel by air
to do SO, by air m the mterest of the Councrl

‘In cases where an employee is ellgrble to travel either by Arr/Rarl the
sanctlon to perimit travel by Air wrll have to be obtalned beforehand

_ from the Chief Executrve

Daily allowance will be admissible only in cases where the duration
-of travel/stay is more than 8 hrs -For this purpose daily allowance
at the admissible rate for' % day will be granted where the duration
of travel/stay is more than 8 hrs. but less than 12 hours. However,
one full day will be counted for the purpose of daily allowance if
the duratlon of travel/stay is 12 hours or more

TRANSFER T. A.

On transfer, every employee is eligible:for transfer T. A, as follows :—

i)

it)

_a)

b)

c)

Actual railway fare/road mileage for the employee  and family. in the

class to which he is eligible;

Cost of transfer of personal effect by train or lorry limited as follows :—

Pay range . with without

_ family . family
Rs. 700/- and above 6000 kg. 2000 kg. |
Rs. 330/ but not exceedir_r_g _ . )
Rs. 699/- 3000 kg. L 1000 kg.
Rs. 196/'3“" above - . 1500 kg. _ 750 ka.

Note : Where an employee is transferred from one station to "another
he will be allowed a joining time of three days plus the time
taken for journey and in the case of transfer the employee
shall be entitled to an aIIowance to cover the charges to break
at the old _station and setting up the establishment -at the new
station an amount equal to @ 50% of one month’s pay
mcludrng allowances subject to minimum of Rs. 200/-

e T Y]
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Rule No. 45 :

Rple No.
45(A)

( 17)

7 ’o‘n‘k"ser\'/i'cethe family of -
to claim the. relmbursement _
or sh|ft|ng his or _her

“In case of death of an- employee
the deceased - employee will. be. ellglbl
of  conveyance . and/or transport - scharges :
family from the last headquarters .of
or her normal - place. of . resldence/nat :place An case - “of
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5. The term 'home’ means the permanent- home town or village as en-
tered in the Service Books or other appropriate official records of
the employees concerned. or such other place as has been declared
by him duly supported by .reasons. such as ownership of movable
property/permanent residence of near relatives etc. at the place where
he would have been normally residing but for his absence from
such a place for services with the Council.

6. The “~family” will, besides including the employee, his wife her hus-

 band as the case may be, and children, also include parents, sisters

and minor brothers residing with and wholly dependent upon the
employee concerned.

If the Council comes across any dispute/doubt rela_ting to the leave trave!
concession, the same should be settled in accordance with the Govt. Rules
in vouge in this regard. :

Note—Pursuant to the directive of the Govt. of India vide M, 0. No. 31011/
10/78-Estt (4) dated 1.9.78 (issued by the Ministty of Home Affairs,
Deptt. of Personnel & Administrative Reforms) the restridti&e
provisions on the kilometerage as stated in clause 2 of Rule 45(A)
will be governed in the following manner w.e.f. 1st Sept.,, 1978.

In the case of the Leave Travel Concession to visit any place in
India (other than the home town) once in a block of four years, the
reimbursement of fare, may be allowed for the entire distance both
ways without any deduction in respect of the first 400/160 kms.
There will, however, be no change in regard to the leave travel con-
cession to home town under which an employee will have to bear
the liability in respect of the first 400/160 kms. as the case may be.

CHILDREN’'S EDUCATION ALLOWANCE

s

Rule No.45 : The allowance will be granted to all permanent employees of the Council
as also temporary employees who have put in not less than one
year's service and whose pay dose notexceed Rs. 1,200/- per month
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2) ‘Secondary and Higher
Secondary Classes (from VI'
up to the stage of entry into
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“Class 11 and Class IV staff will alone be eljgible for overtime. The rate -
of overtime will be calculated on hourly basis at 1109, of the gross salary.
Class | and Class |l staff members will be paid conveyance allowance from

_ oh‘rce to residence up to the crty lrmrt for overstay o

"Every employee in the category of Class 1] and Class-lV employed on
or after 1st June, 1984 will eligible for overtime as per Central Govt.
Overtime Allowance Rule”. : -

GRATUITY

Every employee of the Council shall be entitled to the benefit of Gratutity
at the rate of one manth’s pay for every completed year of service subject
to maximum of 15 month’s pay. the pay, being calculated upon the average
of his pay for the last three years, provided--however the benefit intended
shall not be available to the employees who have been employed after the

. 29th February. 1968 unless the employee concerned has putin 10 years
s of contlnuous service, For the purpose of this tule, pay means basic pay

4 D. P. Employees who have been employed after 29-2-1968 but have
not completed 10 years of service would however, receive the benefit of

; Gratuity as admissible under the Payment of Graturty Act, 1972.

The gratuity shall not be. payable to an employée ifheis drsmrssed from
-the. servrces of the Council.

"Every employee employed after 1st January, 1984, shall be governed by
the Government death-cum-retirement gratuity and shall be entitled to get
the payment of death-cum-retirement gratuity @ 15 days for each com-

‘pleted year of service subjectto the maximum of 16} months’ pay and

subject to the overall cerlrng of Rs. 36 000/

The death-cum- retrrement graturty will be compulsory for the employees
who will be employed on or after 1st January, 1984, However, those em-
ployees of the Council who are already in service ‘will have the aption to

" opt out'the death-cum-retirement gratuity rule and to this effect they have

to give in writing their desire to prefer for death-cum-retirement gratuity
rule on or before 31- 12-1 983.

" (a)- ADVANCE TO THE COU NClL‘S EMPLOYEES

The competent authorrty may grant the followrng advance to an emp-
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(b) INTEREST BE.

l)_ Motor Car, X

from tlme to t|me.-
Note Advance/ann under

- per:the'tiles and sproc of
in the Finanéial Rules.«(FR)

(c) INTEREST FREE ADVANCE :

1) Advance in. connectlon with! transje :
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Rule No.
46 (B)

Rule No. 47

Note : (The modality of grant of the interest free advances shall be
governed by a separate bye Iaw)

LONG TERM LOAN FOR HOUSE BUILDING PURPOSES

With a view to enabling its employees who desire to provide for them-
selves permanent residential accomodation at the place of duty or at the
place where the: Couricil’'s-employees . extends to settle down after reti-
rement the Council provide 'the facility of long term loan according to
the rules as framed.separately . (Annexure-11I) and subjectto its limited
resources available for the purpose to such applicants, who at its discre-
tion and its judgement will be conidered fit to receive such facility.

Rule No..46 -(B) towards long-term loan/advance for house building pur«
pose will be replaced by the Central Government House Building Advance
Rules with effect from 1-4-1984. However, employees ‘who have already
vailed or will be availing the Council’s house building loan facility up to
31st March 1984, will be governed. by the existing Rule No. 46(B). of the
- Council's Service Rules. The scheme w:ll b2 opperated on first-come-first
~ serve basis up to the budgetted ‘amount which will be provided on the
_basis of the financial liquidity. position of .the Council. The additional
benefit of the new scheme from the date of implementation/introduction
‘would not be available to the employees who had already taken the
benefit of the Council’s present house building loan facility.

" RETIREMENT

Every.employee shall normally: retire on attaining the age of 60 years.
The Committee of Adminjstration may, however, extend the period of
service of an employee beyond the age of 60 years, provided he conti-
nues to remain , fit both mentally and physically.

"Every employee employed on or_ after 1st January 1984, shall retire
on attaining the agé of ‘58 years™, -




CHERICALS & ALLIED PRODUCTS Do0RT DROKD Tow ouL
CALCUTTA_
Bye-laws incidental to the Service Rutes of th? COunc.uL

BYE-LAWS =

Loaﬁ’~‘;taeiﬁi§es (Rute No. 46 (A)

lnterest bearrng advance towards Motor ‘C;r, Moto ‘52‘.C ¢l
As per Rule 46(A) (b) (i) ' '

l--nt'ere:et'tree advance tomrdsj_:" (Rule 46(A)

PRIORITY b
' Ad\rance in conrectiomn with the expenses: “fowards
marrlage of an employee or- mamage/death of &

‘fember i i his famﬂy ‘Family f6t this ‘puipose means
husband/wrfe/chtldfen/p“arents/brothersfsrsters

~Advances in corrnection with the medical ‘Expenses:
for the employees/members of his family (only ..
hospltaheatlon/ prolonged treatment i.e. “mat

' '6ne month) : S

Adsiance' in connectiont with natural calamities  (as
establashed and notified by the Government)

Advances in conrection with transfer

Advances is connectron wuth educatlon eXpenses

ous functions, ceremonies in the famlly of the employee

N
v
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Advances for any other purpose as’ may be approved by the Chairman may also be

considered.

Priority Il loans as per sanction of Chairman-. after ascertaining fund position every time.

No employee ‘will have to his credit more than two months’ salary as loan advanced to

him at any time.

The total amount advanced by way of loan will be recoverable in twelve months from the
"date on ‘whichloan’ is advanced ist equal monthly mstalments e :

1) Such employees who have either completed 10 yeal'js of service in the Council

as confirmed employees or ‘Who have jomed the Council before 28th of ‘February,
1968 need not furnish any "Guarantee’ while applymg ‘for loan.

2) Confirmed employees other than those mentloned in (1) who have completed at
least one year of service must furnish 'Guarantee’ while applylng for loan. . In this
case the employees in category (1) above may. snmultaneously take Ioan and stand

 as ather’s guarantor to ensure safe recovery of the money glven by way of loans

3

2. Overtime @ (Rule No. 45(c) &-Ru_le 42 -

r‘.-‘

Class Il and 1V staff will alone be ellglble for overtame l'he rate of . overtlme be

calculated on hourly basis at 1109, of the gross saiaty. Class | and 1 wnll be. pald Convey-
ance Allowance from office to resldence within the c|ty limits for overstay

"Every, employee in the category of Class- lll and Class-lV employed on or after 1st
June, 1 984 Wl" ellglble for overtime as per Central Govt 0vert|me Allowance Rule”.

3 Workmg Hours

Office hours for Class I, I and 11l employees will be from 9-30 A.M. to 4-30 P.M.

_ with lunch break from: 1-30.to 2-00 P.M. on week days (Office will remain closed on all

2nd and 4th Saturdays) _ . a

. For Class I\Y employees workmg hours will be from 9- 00 A. M to 5- 00 P.M. on week
days with iunch break from 1-30 to'2-00 P.M. and Secretarv may adjust ‘the office hours
without changing of the total working. hours of mdlwdual Class v employee to suit the

convenience of the office.
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B, Late Attendance :

(3 )

Driver's working Hours willbe desided by the Corﬁihlttee‘

4. Holidays :

Holidays declared under Negotrable Instruments Act wrll be'followed
of closmg office.” Secretary may-grant additiona ot partial-holid

A

~ tion of the Secretary if satrsfactory explanatron is not fort'hc
‘ concerned :

i

iy Attéhdi‘h’gftimé?foritﬁé‘ ‘second” fig
for first half is approved)

il At’te'hda‘ﬁ_éeé” Within 1130 VAIM

iv) 'Attendadce after the above prescrrbed hours
requrres Secretary S permlssmn '

5’:_

Emol’oyees desrrmg 16 avail of Sick Led /GO
must. mform the Council on the same day.of his/
Rule 2!

Leave is Irable t I

7

fejection
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In case of intimation by messenger or telephone ‘the same - should ‘be - followed- by a
letter with medrcal certificate. _ . O

7. Leave Travel Concessron : (Rule No. 45 (A)

[

Mode and Class of travel by the vanous categones of staff and other rncrdental factors :

i) Entitlement of class: of travel

a, . ®

L

The mode and class of travel should the same as normally admrssrble to a staff

member under the Councrl S TA rules prevarlrng at the trme of journey undertaken.

-ii) Serral number of tlckets and cash recerpts should be produced with the clalm

.. iif) The concession erI be admrssrble for journeys performed by the employee -during
_regular Ieave or. casual Ieave as the case may be rrrespectrve of the duratron of
»Suchleave S R et

iv) If the employees entitled of LYC either in a block of 4 years or in a block of 2
. years, do not avail of such LTC. during the first block, they may be allowed to
-carry forward their entitiement to the next block to-: be utilised .by.. them only in

the first year of the said block

-v) An employee including hls famlly may travel by any route or halt anywhere on the
! way to-or from the home town/any place in India subject to the condition that
such assistance be limjted to.their share of the fare by the shortest route calcula-

ted ona through ticket basis.

vl) Where the place of travel is not connected by rail but is connected . by:.any : other

-~ recognised public transport system, the quantum of assistance in the fare actually
charged by such a system for the approprrate class of accommodatron of the
transport system. ‘ o

vii) An employee is entitled to travel by air between places not connected by-rail
or alternative means of travel or even if it is so, connected .the journey. is.-more
expensive than when the journey is undertaken by air, In such’ cases, the Council

o erI _bear thesame proportron of cost as in the case of 1ail journey. .. . o

“viii) Incidental charges namely reservation charges by travel agent/therr commrssron
" etc. will not be-allowed, but the actual berth- reservation ‘ charges, |f anY, whleh
are included in the railway cash receipt along will be reimbursed. '
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Bye:law No. 3 regarding Working Hours :

Bye-law No. 3 incidental to the Servnce Ruhes of the Councll
rewsed Bye-law. will be as under = -

Y ”/:.)m ) ‘@

3
(

w
.

~Office hours for Class 'I H, U \a'nd v 'érﬁployees ‘(‘other tha
9-30 AM. to 4-30 P.M. with lunch break from 1-30 PM
Administrative convenience, Managemen o
different Class . 1V employees so long the'total workd ng-hours;
within the normal limit, o

5
—
Pt

¢

There would not, however, be any fixed ha‘lf-an-, 0ur recessg
over-time or food allowances will be paid if the Drlver is use
Hours mentioned above”, » R TR

Y-8

(The' above revision is effective from 1-12-79

QDN O

Bye-law No. 6 pertaining to Rules 25 and 38 (if) :

vs.

Vs

Commuted Leave : (Rile 25 8' 38(1!) SAE

The revised ByeJaw No\."G of the Council's Servn 7’

ever, will e’ ||m|ted to 10 dayslgnlyl.-w-

K
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O ANNEXURE-I
ANNEXURE TO RULE NO. 7(a) of the Sewice Rules.

O Department. of Personnel:-& A. R.: T T

Broad features of the scheme of reservation for Scheduled* Castes tand‘ Scheduled
Tribes for being followed by the voluntary agencres recelvmg grants in- a|d from
the Government "_ e P -

'The followrng measures should be taken wrth regard 10 the reservatlons for
Scheduled Castes and Scheduled Trlbes in appomtments to vanous posts under the
Voluntary Agen0|es :

) Percentages of Reservatlons Sch. Castes- ' ,Sc'h.'Trib'es

l) Dlrect recrurtment on an All‘.' ‘_-__‘.' _. . :
_ lndra BaSIS T C15% . - T3% -

ii) 'Direct recruitment to Posts
‘which normally attract candi-
dates from a locality or region-~. - .- : - . .. As :shown in-App: Il :

i) Rosters :

L

To give effect to the above reservations, vacancies should bé “treated ‘as reserved

or unreserved according to a model roster as described below - ... ... . .\ i
i) Direct . recrmtment on:an All. N ..~ 40 point As glven R
. © " roster in "
s.
_ lndla basi Appendlx I
+ _ii) -Direct recruitment to posts ' - 100 point As grven
. -which normally attract candi- ... roster.in
dates from a locality or region. Appendix:Il.
~ The roster should be maintained in a register in the formgiven in Appendix-Iil., 0
“This Toster-should bé maintained in the form of a running “account’ year by year
i.e. if recruitment in a year stops at point 6, recruitment.in the followrng year will
" start from point 7. After completlng the cycle of 40/100 pornts, the roster ‘will
startagaln from pomt1 B
' Ill) Procedure for reservatlon n

Before any reserved vacancy is dereserved and frlled by a general candldate,
the prior approval of the Govermng Body/Executive Council shotild'be' obtained.
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W)

- .. Tribes candidates are not.juged in comparison with- -general. cand

vi)

_ candidates after dereservation (vide para ui above) but “the :
" carried forward to three subsequent recrmtment years; b

vily -

Vlll)

‘Castes if suitable Schedu_led Castes candidates are not.

2

‘Essential steps to secure Sch. Caste/Tribe ‘Candidates. :

The followmg steps should be taken to bring the reserved vacancles to the notlc o
of the mémbers of Scheduled Castes and Scheduled T 'be FL :

Exchange mentlomng clearly ‘the “number of'
Castes & Sch Tribes.

day or srttmg of the Recruutment committee other than the day or sittir
genéral candidates are to be interviewed so that the’ Scheduled Ca

mtervrewrng body is promrnently aware of the need ‘or 1udg|ng ;the
Cast/Scheduled Tribes candldates by relaxed standard : ' e

Carrymg forward and Iapse of reservations :

If sufficient number of Scheduled Caste/Tribe candrdates ar
fill thereserved vacancies m any particular year, . these may.

‘treated as 'lapsed. -In the third year of such carry- ¢
candidates’ can be considered against the vacancies-

Relaxatlon “of age limit :

by 5 years in the case of- candldates belongrng to’ Sc’heduled [
“Tribes. . Coet:

‘Fle"lai'(a'tion' of standards- :

candidates for appointment to the post/posts in question.

x




