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'1 STANDING ORDERS (AS AMENDED)

IN RESPECT OF
AIR INDIA LIMITED

1. APPLICATION

These Orders shall come into force in accordance
with Section 7 ol lndustrial Employment (Standing
Orders) Act, 1946 and shall apply to all the workmen of
Air lndia Limited as defined in the said Act.

2. GENDERANDNUMBER

ln these Orders the words importing masculine
gender shall include feminine gender and the words
importing singular number shall include plural number
and vice-versa.

3. CLASSIEIOATIONPE]TVqBKEBS

(a) Workmeo shall be classified as :-

(iD Probationer
(iii) Temporary
(iv) Casual
(v) . Part-time
(vi) Apprentice/Trainee

i4l'rF!4rrr !ryr*, i,v,rrwlrf, iG*e.rt6'r{ *,r€rplP€tfi laff gffi rtW{frnafr@
who has been engaged to fill a permanent
vacancy on .permanent basis and whose

. appointrnent has been conlirmed in the
. vacancy in writing after the satisfactory

completion of probation for a minimum
period. of six months or twelve months, in
respect of workmen in categories as many
.as mentioned at Annexure 'A' and "B"
respectively appended to these orders.

(c) A ?robationer" means a workman who is
provisionally employed on probation to fill a

. . permanent vacancy in a post and who has
not been confirmed in writing in that post. ll
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a permanent workman is employed as a
probationer in a new post he may, at any
time, during the probationary period be
r6verted to his substantive permanent post.

(d) A'Temporary'' workman means a workman
ongaged for a limited period or for work of a
temporary nature.

(e) A "Casual' workman means a workman
engagedlor a limited period or for work of a
temporary nature.

A "Part-time" workman means a workman
who is employed for less than the normal
period ol working hours.

(S) An "Apprentice/Trainee" means a leamer
who is paid an allowance during the period
of his training.

4. DEHNMON

ln these Standing Ordqrs, unless the context

(a) 'Company''means Air lndia Limited.

(b) thairman" means the Chairman of Air
lndia Limited.
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(d) "Competent Authority" means in relation to
exercise of any power, Air lndia Ltd., the
Chairman, the Managing Director, Head of
Departments or any other Officer so
specified in that behalf .

(e) "Head of Department' means Dy. Managing
Director, Commercial Director, Director
Engineering, Director-Engine Overhaul,
Director-Finance, Director-Ground Services,
Director-Operations, DirectorAir Safety,
Director-Materials Management, Director-

I
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Properties and Facilities, Director-
lnformation Technology, D irecto r- Plan n ing
& lntemational Relations, Director-HRD,
Director-lnflight Service, Director-Medical
Services, Directorvigilance, Director-
Security, Director-lntemal Audit, Director-
Public Relations, Secretary & General
Manager-Admin or any other oflicer so
designated in respect of the departmenUs to
be created in luture or any other officer
holding temporary charge for any of the
above during their absence.

The expression 'Flight Creu/' include Pilots
and Flight Engineers. The expression
"Cabin Crev/' includes Senior Check
Pursers, Flight Pursers, Senior Check Air
Hostesses, Check Air Hostesses, Air
Hostesses and Asst. Flight Pursers.

(S) "Family'' relation to a workman includes :-

(i) the wite or husband, as the case
may be, of the workman, whether
residin with him/her or not but does

', 'r r,:r:lli.+i*
case may be, separated f rom the
workman by a decree or order of a
competent court.

(ii) sons or daughters or step-sons or
step-daughters of the workman and

,.ti *tI 1 a,{,rri6.re$s.di"+a{'=- -n *ls,,ryhUt+ri6GhpemflC*{an +irnr*&ttts.l&l&a*m{{rtrir.*,*rr
not include a child or step child who
is no longer in any way dependant
on the workman or of whose custody
the workman has been deprived by
or under any law.

(iiD any other person related, whether by
blood or marriage to the workman or
to such workman's wife or husband
and wholly dependant on such
workman.

(f)

t.r
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(h) "Month" means a month according to the
gregorian calendar.

(D "Appellate Authority" means the authority
competent to hear appeals under these
Standing Orders and specified in column (5)
of Annexure "E" to these Standing Orders.

L
t
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U) "Disciplinary Authority" means the authority
specified in column (2) of Annexure "E" to
these Standing Orders and competent to
impose any of the penalties specif ied in
column (3) of Annexure "E" to these
Standing Orders.

(k) "Government" means the Government of
lndia.

(t) 'Reviewing Authorit/ means the authority
higher to the "Appellate Authorit/, and
where the {Appellate Authorit}/ is the
"Company, the Central Govemment.

(m) 'Annexure" means the annexure appended
to these Standin Orders.

5 ROBANONARY PERIOD

(D Every workman appointed or promoted to a
p€rmanent post ' shall be required to
undergo probation for six months or twelve
months, as prescribed under Standing

fi r 6; . tai( r R,*-:.. r.

P

rlr{ i';+rr,\i. - Of3VU.l:1: | ,:tl
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,,,''.#tt..ffi*tai@
period of probation may be reduced or
extended by the Competent Authorily in J
writing as however, that the total period of r
probation shall not in any case exceed 12 {
months and two years in the case of l
workmen in categories as mentioned at. Annexure "A" ana "8" respectively sublect l
i","*"J:,1"JJ,[g1"iiH[li"*""J.":' T )
Licenced categories. The Competent l
Authority may terminate the services of a
workman either during or at the expiry ot l
the probationary period 'Tor the reasons to I
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be recorded in writing". ln case ol a person
appointed or promoted from within the
Company, the Competent Authority may, at
any time during the period of probation "for
the reasons to be recorded in writing", may
revert him to his substantive post.

(ii)

6. LATE ATTENDANCE OR ABSENCE FROM
PLACE OF WORK :-

Any workman who afler recording his attendance
is found to be absent from his place of work during
working hours without permission or sufficient reasons
shall be liable to be treated as absent from work during
the period ol his absence f rom his place of work.

!9r the purposes of conlirmation, increment
and privilege leave, the period of probation
shall be deemed to have commenced lrom
the first day of the calendar month in cases
where the workman joins duty on or belore
the 15th of that month, and lrom the first day
of lhe following calendar month in cases
where the workman ioins duty after the 15h
of that month.

-r.i

made in accordance pnncrp les e a
Wages Act, 1936.

All workmen shall be at work at the establishment
at the time fixed and notified under Standing Orders 10.
Workmen attending late will be liable to the deductions

ri

.:1,&a?rrqj!,!,1,+r,r ,*,ar+.:,..flovidedJor"ftrtha*paype&.9lWefle$,J&L*
cabin crew and licenced categories, however, wr
continue to be govemed by the provisions of the existing
settlements, practices and manuals etc. in the matter.

7. ATTENDANCE GATE PASSflDENTITY CARD

(i) Every workman shall be required to record
his attendance both of time 'in' and 'out', in
accordance with the practice in force.

5
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(ii) each workman shall show his identity card
supplied to him by the Company for the
purpose ol identification to the Security
staff . Gate Passes or permit or ldentity
Card shall not be transferable.

8 H1 WORKING

. Shift working, where applicable or required shall
be regulated in accordance with the provisions of any
settlement or statute for the time being in lorce subiect to
the following :-

(a) A Competent Authority may revise, f rom
time to time, the shift arrangements at
different establishments both in regard to
the composition of shifts, as well as the shift
timings, according to the exigencies of
work.

I
I
I
I
I
I
T
!

ril .,: !-. -.i ... .".rtri.

'r-il*{'"'-!#an:'r * -'.:i.ti'* :iifdig5!1"Jd.",".

(b) More than one shift may be worked in a
department in any section of a depanment
at the discretion of the Competent Authority.

tt:
estab
be transferred from one shift to another.

(d) For altering or varying the shifts and the
hours of working of any shift, forty-eight
hours notice shall be given and such notice

etBll ste on "Notice Boa " of the
estab e an
liable to be transferred f rom one shift to
another.

Provided that notice of less than 'three
days' may be given where such alteration or
variation arises out of an emergency.

e

r. i:.':*'r'-*'.l*-,^ ;..-.,.
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(e) A shift may be discontinued on giving seven
days notice :-

Provided that no such notice shall be given
in the case ol discontinuance of any shitt
which has been staded only in order to
,heet an emergency.

lf as a result of the discontinuance of any
shift, any pennanent workmen are likely to
be discharged a notice of one month of the
proposed discontinuance of any shift shall
be given and such workman shall be
discharged having regard to the length of
service in the establishment and
section/trade/category concemed, those
with the shortest terms of service shall be
discharged first, unless for the reasons to
be recorded in vJriting the Company
discharge any other workman.

(f) on restoring/restarting a shift, notice thereol
shall be given in a newspaper having wide
local circulation aoart from beino served as

- -. ,... --;-**-;ffiftE ry .5|rD=fiE*q6-TG.{ErcrftEIIIFE
discharged as a result of the discontinuance
of the shitt shall, if they present themselves
within seven days ol the publication of the
notice, be given preference for employment
according to the length of their service in
the establishment and

,.1l"iq!q!r,.r..1 d..:^i'.:a,!.,ir"'' "-.'€€E{irmrhdelc€tegp{yeoncel?re*""r..*-,+*firrF.*qm

(S) Any notice of discontinuance or of restarting
a shift working required by sub-clause (e)
and (f) shall be in the form appended to
these orders at Annexure 'C' and shall be
served in the following manner, namely :-

7



The notice shall be displayed conspicuously
on the "Notice Board" of the establishment.

A copy of the notice shall be served on the
Secretary of the registered trade union/s ol
the workmen.

9. ENTRYANDSEARCH

No wortman shall enter or leave the premises of
the Establishment except by the gate or gates appointed
for the purpose. While entering or leaving the
Department or Establishment premises, which includes
an Aircraft or surface transport, he is liable to be
searched by the Security staff if he is suspected of being
in wrongful possession of the property belonging to the
Company. Every search shall be conducted in the
presence of not less than two persons of whom at least
one should be from a department other than the security
department and a female workman shall not be searched
except by a female or in the presence of a male workman
with her consent.

O. PU ONOFW G E

The period and hours of work including rest period
for all classes of workmen in each shift shall be exhibited
in English and in the principle language of workmen
employed in the Establishment on Notice Boards

blishment and at the Time Keepers' office, if any

11. PUBLICATION OF HOLIDAYS AND'PAY DAYS

Notices specifying (a) the days observed in the
Establishment as holidays, and (b) pay days, shall be
posted on the Notice Boards.

12. REGISTER OF WAGE RATES

A register specifying the rates of wages showing
separately the allowances, if any, payable to each class
o{ workmen shall be maintained and the register shall be
available f or inspection on request.

r'J*r -:r{rr!r '?.r' u'}Il-l trrt _
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_t 13. PAYMENTOFWAGES

(i) All categories of workmen will be paid their
wages at or near the work place on the
dates and within the time notified by the
management on the Notice Boards.

a

Unclaimed wages and allowances will be
paid in accordance with instructions issued
from time to time by the management. List
of workmen whose wages have remained
unclaimed for more than three months will
be displayed on the notice board in the
succeeding quarter.

(ii)

14. HOLIDAYS

(i) Every workman, other than a member of the
Flight Crew and Cabin Crew shall be
allowed a weekly holiday. A workman
required to work on a weekly holiday shall,
subiect to the provisions of the Factories
Act or any other applicable law, be given a
day off as substituted holiday, normally

:qr',.. j.-i I ;'r1:14&Ul

Order may, with the permission of the
Competent Authority, be combined with a
holiday or any leave.

(ii) The number of additional holidays allowed

;
A
+

*
l}

i+. . aalr*rr\ tn*rgscr. --.

ays r Repu
aU,h8"i[**.'*-ffilic Day,including o

lndependence Day and Mahatma Gandhi's
Birthday. A list of such holidays will be
published before the commencement of
each calendar year. A workman who is
required to work on such additional holidays
shall be paid compensation in accordance
with the Law/Settlements/Awards.

I
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15. LEAVE/LEAVEREGISTER:-

Workmen shall be allowed Casual Leave,
Privilege Leave, Sick Leave and other kinds
of leave as provided for in Annexure "D"
appended to these Orders.

Record shall be maintained ol .all leaves
due, sanctioned, refused, postponed and
reasons tor such refusal or postponement
shall be recorded in writing in Register to be
maintained for the purpose and if the
workman so desires a copy of the relevant
entry in the Register shall be supplied to
him.

GE OF WORK

CLOSURE:-

ln the event of a fire, catastrophe,
breakdown of machinery, stoppage of
supply of power or aviation spirit, epidemic,

, the Managing
Director may, at any time without notice or
compensation in lieu of notice, stop any
machine or close down any seftion or
department, wholly or padially, or the whole
or part of the establishment for such period
a,.l.sguF*d

16.

(a)

;.

(b)

(ii)

(1)

(i)

-l-

t
'I
I
I
I
L
T

t
,r

T

I
I
I
t
T
I
t
.r,

t
V
I
T
t
)
t

:,:.:l

,,-lidb.rr.rr.
ln the event, however, of the stoppage or
cancellation of air services due to
circumstances beyond the control of the
Company, the Managing Director may at
any time, close down any machine, section
or department aflected by such stoppage or
cancellation. The fact of such stoppage or
closure shall be notilied on the Notice
Board.

10

:_'l



(iii) ln the event of a stoppage under sub-clause
(i) or (ii) of thrs Slanding Order during
working hours, the workmen affected shall
be notilied as soon as practicable, when
work will be resumed and whether they are
to remain or leave the establishment. The
plbriod ol detention in the establishment
shall not ordinarily exceed one hour after
the commencement of the stoppage. lf the
period of detention does not exceed one
hour, workmen so detained shall not be
paid for such period. lf the period of
detention in the establishment exceeds one
hour, workmen so detained shall be entitled
to receive wages for the whole of the time
during which they are detained in the
establishment, as a result of the stoppage.
Wherever practicable, reasonable notice
shall be given of the resumption of normal
work and all such workmen laid off under
this sub-clause of Standing Order who
present themselves for work when work is
resumed, shall be given preference for re-
em

i:E+:EBM
(iv) All notices required to be given under this

Standing Order shall be displayed on the
Notice Boards at the Time Keeper's office
and/or the main entrance to the
establishment. Where a notice pertains to a
particular department or departments only it

concemed
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(z',, LAY-OFF

The Managing Direclor may, due to the
curtailment of services or of other work ol the
establishment lay oft workmen for a period not
exce-eding six ddys in the aggregate (excluding
stat0tory holidays) in any month provided that
seven days' notice is given. A workmen laid oft
under this clause for more than five days in a
month may, on being laid-otf leave his
employment on intimation of his intention to do so.

(3) TREATMENT OF LAY.OFF PERIOD

ln case where woftmen are laid off under
clauses (1) and (2) of this Standing Order,
they shall be considered as temporarily
unemployed and the period of such
unemployment shall be treated as leave
with pay to the extent such leave is
admissible and leave without pay for the
balance of the period. When, however,
workmen have to be laid off for an indefinite

notice or wages in lieu thereof

The services of workmen who have been
discharged in accordance with the
foregoing sub-clause (i) shall, on their re-
employment, be treated, for the purpose of .^
cErlris*ihgte
provided they are re-employed within six
months trom the date on which their
services were terminated.

(4) STRIKE

ln the event of a strike alfecting either
wholly/partially any section/department of the
Company, the Managing Director may close down,
either wholly or partially, such section or
department and any other section or departments
affected by such closure and for any period or
periods withoul prior notice. The fact of such
closure shall, as soon as practicable, be notified

(i)

L
L
L

(iD

I
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by notices displayed on notice boards in the
departments concemed and at the gate or gates
appointed or at or near the main entrance of the
establishment and in the Time Keepe/s otfice, if

any. The ivorkmen shall be notilied as to when
work will be resurir,ed by notices displayed at the
places mentioned above, not later than twenty tour
hours beford the actual resumption of work.

(c) ol a temporary workman including
apprqntice by giving 24 hours notice
in writii$' or wage#Fend in'ticr&o&
notice

(5) LAY-OFF PENSAT!ON

Claims lor lay-off compensation or
retrenchmenl -Ubn'efits under this Standing Order
or terminal benefits under Standing Order 17 shall
be decided in accordance with the provisions of

i the lndustrial Disputes Act, where applicable.

17. TERltrltNATlON OF SE

(D The Services of a workmen may be
terminated by the Competent Authority,
without assigning reasons as under :-

(a) of a permanent workman by giving
30 days notice in writing or wages in

1t ",,i.,; ,....

(b) of a workman on probation by giving
7 days notice in writing or
wages/stipend in lieu ol notice

inFirilltEir Flri j

;,:,:l' H*

"- !. . -i;{.r(!1:a*.{a

(d) of badli or substitute without notice or
wages in lieu of notice.

(ii) No notice is necessary for terminating the
service , of a workman employed for a
specified period at the end of that period.

(iii). No notiee is necessary for terminating the
services of a casual or part-time workman.

'13



(iv) A workman who is absent without
permission for a period of ten days or more,
will be deemed to have voluntarily
abandoned the services of the Company.

EXPLANATION:

For the purpose of this Standing Order, the
word 'Wages" shall include all emoluments which
would be admissible if the workman was on
privilege leave.

18. RESIGNATION

(i) No workman shall resign from the service of
the Company except by giving such notice
as he would have received under Standing
Order 1 7 il his services were to be
terminated, or compensation in lieu of such
notice, unless, at the request ot the
workman, the notice is waived or shorter
notice accepted in writing by the Competent
Authority. Such compensation shall be

- equivalent to the amount of the wages as
lanation to Standing

drawn during the period by which then ce
lalls short of the prescribed period, and
shall be deemed to be a liability owed to the
Company for the purpose of Regula{fr6n
22(2) ol the Air lndia Employees' Provident

... ^.. Fund Regulations, 1954... .....e +lxdr\',, r !:-.. -. ,$.rrr*a_a&q!{.&.{r 
.

(ii) A resignation given under (i) above may be
accepted with immediate effect or at any
time before the expiry of the period ol
notice, in which case the workman shall be
paid his wages in respect of the entire
period of notice given by him.

(iiD ln case of shorter period of notice is
accepted at the request of the workmen, he
shall be entitled to receive his wages only
for the actual number of days worked.

.;^

'^ ''; i :. h#t+i ir,,l,-i- ir,.;..-
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(iv) lf a workman leaves the service of the
Company without giving any notice or by
giving inadequate notice, such resignation
shall be liable to be construed as
misconduct and may entail any of the
punishments prescribed under Standing
Ordgr 20.

(v) Notwithstanding anything contained in
clause (i) and (iii) above, a workman shall
not be entitled to tender his resignation and
any resignation tendered by him shall not
be etlective or operative against the
Company, unless the eompany decides to
accept the resignation, if at the time when
such resignation is tendered, disciplinary
action is pending against him or is intended
or proposed to be taken against him by the
appropriate authority.

19. CONDUCT AND DISCIPLINE

(1) GENERAL CONDUCJ:

(a) Every workman shall at all time
maintain absolute ihtegrity and
devotion to duty and conduct himself
in a manner conducive to the best
interests, credit and prestige of the
Company.

(b) Every workman, holding a
supervisory post shall take all
possible steps to ensure the integrity
dnd devotion to duty of all workmen
for the time being under his control
and authority.

(c) No employee shall, carry on save in
the ordinary course, of business with
a Bank, the Life lnsurance
Corporation, business with the or a
Firm of standing, borrow money from
or lend money to or otherwise place
himself under pecuniary'obligation to
any person with whom he has or is
likely to have official dealings or

15
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permit any such borrowing lending or
pecuniary obligation in his name or
for his benefit or for the benefit of
any member of his family."

(dxt) No employee of the Company shall
excBpt with the previous knowledge
of the Competent Authority, acquire
ol dispose otf any immovable
property by lease, mortgage,
purchase, sale, gitt or otherwise
either in his own name or in the
name of any member of his family.

(il) No employee of the Company shall
except with the previous sanction of
the Competent Authority, enter into
any transaction conceming any
immovable or movable property wilh
a person or a firm having official
dealings witti the employee or his
subordinate.

(lll) Every employee of the Company' shall report to the Cornpetent
Authoaity every transaction
conceming movable property owned
or held by him in his own name or in
the name of a member ol his family if
the value of such property exceeds
Rs. 10 lacs.

(lV) Every employee shall, on f irst
appointment in the Company, submit
a retum ol assets and liabilities in the
prescribed form giving the padiculars

. regarding :-

16
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(i) the immovable property
inherited by him, or owned or
acquired by him, held by him
on lease or mortgaged either
in his own name or in the
name of any member of his
family or in the name of any
other person.

Shares, debentures and cash
including bank deposits
inherited by him or similarly
owned, acquired or held by
him.

(ii)

i

I

-x

.:

.1.
&.

$
(iii) other movable property

inherited by him or similarly
owned, acquired or held by
him if the value of such
property exceeds Rs. 3 lakhs.

(iv) debts and other liabilities
incurred by him directly or
indirectly.

(v) every employee shall on
beginning of 1st January,
submit a retum of immovable
property
in herited/owned/acq ui red
once in every two years.

(e) (i) No employee shall enter into, or
contract a marriage with a person
having a spouse living and (ii) No
employee, having a spouse living,
shall enter into, or contract a marriage
with any person.

Provided that the Board may permit
an employee to enter into, or contract
any such marriage as is referred to in
clause (i) and clause (ii) if il is
satisf ied that (a) such marriage is
permissible under the personal law

17

b 1lt '
.i9

,ifl

I



applicable to such employee and the
other party to the marriage and (b)
there are other grounds tor doing so.
The public sector employee who has
married or marries a person other
than that of lndian Nationality shall
forthwith intimate the fact to his
employer.

(t) An employee of the Company shall
abide by any law relating to
intoxicating drinks or drugs in force in
any area in which he may happen to
be for the time being. Not be under
the influence of any intoxicating
drinks or drugs during the course of
his duty. Relrain from consuming any
intoxicating drink or drug in a public
place. Not appear in a public place in
a state of intoxication. Not use any
intoxicating drink or drug to excess.

2. rtscoilurcT

Any breacfi of these S:tandhg frers shall
be deqned to constitute a miscondud punishable
as provided hereinafter. Wifrout preiudice to the
generality of the tem "Misconduct" it shall include
the following :-

(i) willful insubordination or
disobedience, wfiether or not in
combination with others, of any
lawful and reasonable order of his
superior.

participation in an illegal strike or
abefting, inciting, instigating or acling
in furtherance thereof .

(iii) Willful slowing down in performance
of work, malingering or abetment, or
instigating thereol.

).

-i
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(v)

;.

(vi)

(iv) Theft, fraud or dishonestY in
connection with the business or
property of the company, or of the
property entrusted to the Company.

Taking or giving bribes or any illegal
gratification.

Absence without leave which is not
regularised for want of sufficient
grounds or proper or satisfactory
explanations; or overstaying the
sanctioned leave without sufficient
grounds or proper or satisfactory
explanations; or absence from the
workman's appointed place of work
without permission or suff icient
cause.

(vii)

(viii)

Habitual late attendance.

Breach of any law, rules, regulations
or orders applicable to the
establishment.

(ix) Collection, without the permission of
Competent Authority, of any money
except as sanctioned by the law ol
the land or the rules of the Company
for the time being in force.

(x) Sleeping while on duty.

(xi) Commission of any act which
amounts to a criminal offence
involving moral turpitude.

(xii) Engaging in any business or trade
within the premises of ' the
establishment.

(xiii) Drunkenness, riotous, disorderly or
indecent behaviour, gambling,
extortion or committing nuisance on
the premises of the establishment or
at the work place.

19
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(xiv) Habitual
work.

negligence or neglect of

(xv) Willful damage to any property of the
Company.

;.
{xvi) lnterference with any safety devices

installed in or about the
.establishment or any airport or
aerodrome.

(wii) Holding meetings inside the
premises of the establishment
without previous permission of the
competent authority except in
accordance with the provisions of
any law for the time being in force.

(xviii) Distribution or exhibition of any
newspapers, handbills, pamphlets or
posters on the premises of the
establishment or at the work place
without the previous sanction of the
competent authority.

(xix) Smoking within the premises of the
establishmed, where smoking is
prohibited.

(tq) Failure to inlorm the Company's
Medical Officer of any notifiable or
contagious disease contracted by the
workman.

(xxi)

(xxii)

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

Willfully fumishing, at the time of
employment, of wrong or incomplete
information regarding age,
qualification, previous service or
experience' or suppression of
conviction by any Court of Law,
dismissal, removal or compulsory
retirement by a previous employer or
producing false/bogus caste
cenificate claiming to be the member

20



.7

of SC/ST/OBC as Per the
Presidential Directives/Government
Orders issued f rom time to time.

(xxiii) Purchasing f rom the ComPanY
Properties, machinery, stores, etc.
without the express permission of the
competent authority.

(xxiv) Unauthorised removal or defacement
ol notices on the Company's notice
boards.

(xxv) Smuggling, aiding, or being
concemed in any way in smuggling,
or carrying goods in the aircraft in
circumslances which give rise to a
presumption that it is done with the
object of private trading or pecuniary
gain or carrying currencies or
instruments ol exchange in
contravention of any rules or
regulations or the orders issued by
the Govemment.

(xxvi) Refusal to work ovdrtime or.work on
off day/holiday.

(xxvii) Canvassing lor union membership or
the collection of union dues within
the premises of the establishment
during working hours except in
accordance with provisions of any
law or with the permission of the
Competent Authority.

(:uviii) Gambling within the premises of the
establishment.

(>o<ix) Habitual lending or
money on interest
workmen/employees
Company.

borrowing of
from other
of the

(:m<) Sale of tickets for lotteries or raffles,
except with prior permission of
Competent Authority, in connection
with charitable causes.

'1
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(xxxi) Relusal to carry out duties in
furtherance cf 'work to rule' or 'work
to trade' practices whether coricerted
or otherwise.

(xxxiil
'1 Attending duty without

unif orm/protective clothing where
such uniform/protective clothing has
been provided by the Company.

(xxxiii) Refusal to work
comparable job/trade

on another

(xxxiv) Refusal to show gate passes or
identity cards or to search at the time
of entering in to work premises,
during work period and while leaving
the work piace.

(xxxv) Ouarrelling with a co-worker or an
officer of the Company in connection
with the working of the Company.

(xxxvi) Bad and careless work.

(xxxvii) Threatening co-workers and
off icers of the Company.

(xxxviii) Def iling any establishment ol the
Company by spitting, committing
nuisance etc .

(xxxix) Failure while on duty to observe any
rule or regulation promulgated by the
authorities in relation to Airport
and/or aerodrome.

(xl) Wrongful transferring of gate pass or
permit.

(xli) Taking notes, drawings or sketches
or photographs of any plant, process
or work or of any aircraft or engine or
taking copies of the Company's
papers or documents or files without
the permission of the Competent
Authority/Head of the Department or

a



(xlii)

,.

(xliii)

knowingly being in unauthorised
possession of any of the above

Frequent repetition of any act or
omission for which a fine may be
imposed under the Payment of
Wages Act, 1936.

Playing games in the establishment
during duty hours without the
permission of the management.

(xliv) Failure to repo( to the Competent
Authority the lact of his arrest by the
police or the conviction by a Coud of
Law.

(xlv) Failure to vacate Company's
quarter/flat allotted on termination of
licence as per rules of the Company.

(xlvi) Misuse/wrongful transfer of
freelconcessional passages
admissible to workmen under Air
lndia Passage Regulations.

(xlvii) ACT SUBVERSIVE OF DISCIPLINE

Every employee shall at all times
maintain absolute integrity and
devotion to duty and conduct himsel{
in a manner conducive to the best
interest, .credit and prestige ol the
Company and the following acts may
be considered as Acts Subversive of
Discipline and not conducive to the
best interest, credit and prestige of
the Company: -

1. Misbehaving with the passengers
while travelling on Company's flight
while on SOL or SOD or SOT on
FreelConcessional Passages
granted by the Company.

2. Misbehaving with Co-workers or
Superiors or with passengers.

ai
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3. Diversion of business of the
Company to outside parties.

4. Taking outsiders under the guise
of lamily members while availing the
passages granted under the Air lndia
Passage Regulations.

(xlviii) (l) Sexual harassment of female
employees which includes such
unwelcome sexually determined
behaviours (whether directly or by
implication) as

a) physical contacts and
advances
a demand or request for
sexual favours
sexually coloured remarks
showing pomography
any other unwelcome
physical, verbal or non-verbal
conduct of sexual nature.
molestation or any avefi or
covert act affecting the
modesty of any female
employee or that of any lady
passenger while travelling on
Company's flight, while on
SOL or SOD or SOT on
free/rebated passages
granted by the Company.

b)

c)
d)
e)

2(a)

0
,,-.

NOTE : The above instances of
misconduct are illustrative in nature
and not exhaustive.

The charge of sexual
harassment shall be
independent of all the other
misconducts enumerated in
the Standing Order 19(2).
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(b) An employee charged with
sexual harassment shall be
given a reasonable
opportunity to be heard, and
which shall include a right to
cross-examine the
complainant and witnesses, if
any, in a domestic enquiry.

(xlix) Giving or taking or abetting the giving
or taking of dowry.

(For the purpose of this clause,
dowry has the same meaning as in
the Dowry (Prohibition) Act, 1961 ."

(L) Abetment ot or attempt to commit
any ol the above acts of misconduct.

20. PUNISHMENT

Anyone or more ol the following penalties
may for good and sufficient reasons, be imposed
by the Competent Authority on any workman of the
Company. . .:i)..

Minor Penalties:

a) Censure.
b) Fine as provided in the Payment of

Wages Act, 1936.
c) Suspension on loss of pay and

allowances not exceeding four days.
d) Withholding of Passage facility.

Major Penalties:

a) Withholding of lncrements ol Pay with or
without cumulative effect.

b) Recovery from wage of the whole or part
of any loss caused to the Company by
the u/orkman's negligence, defauh or any
breach of any regulations or orders.

c) Reduction to a lower grade of pay or
lower scale in the time scale of pay

d) Reduction to a lower posVgrade.
e) Removal lrom service.

a

E
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f) Dismissal with or without retirement
benefits in part or in lull.

Explanation

The following cannot amount to a penalty
withinthe meaning of this rule: -

i) Non-granting of annual increment of an
employee during the suspension pending
enquiry and/or during the pendency of
disciplinary/criminal proceedings;

ii) Stoppage of pay at the efficiency bar in a
time-scale, on the ground of his unfitness to
cross the bar.

iii) Non-promotion, whether in an officiating
capacity or.otherwise of an employee, to a
higher post for which he may be eligible for
consideration but for which he is unsuitable
afler consideration of his case;

iv) Reversion to a lower grade or post, of an
employee dficiating in a highei greu6:{Ftr'
post on the ground that he is considered,
after trial, to be unsuitable lor such higher
grades or posts, or on administrative
grounds unconnected wilh his conduct.

v) Reversion to his previous grade or post
of an employee appointed on probation to
another grade or post, during or al the end
of the period of probation in accordance
with the terms of his appointment;

vi) Termination of Service :

a) of an employee appointed on probation,
during or at the end of the period of
probation, in accordance with the terms of
his appointment, subiect to the provisions of
the lndustrial Disputes Act, 1947;

j:-: .:
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b) of an employee appointed in a temporary
capacity otherwise than under a conlract or
agreement, on the expiry ot the period for
which he was appointed, or earlier in
accordance with the terms of his
appointment, subject to the provisions of
lndustrial Disputes Act. 1947;

c) of an employee appointed under a
contract or agreement, in accordance with
the terms of such contract or agreement
and;

d) of retrenchment of any employee on
reduction of establishment, subject to the
provisions of lndustrial Disputes Acl, 1947 .

21. SUSPENSION PENDING ENQUIRY

(1) An authority competent to suspend a
workman under Standing Order 22, may
also place him under suspension.

(a) pending enquiry into misconduct
alleged against him, or

. (b) where a case against him in respect.
of any criminal offence is under
investigation or trial.

Suspension pending enquiry shall not be
deemed to be a punishment.

(2) A workman who is detained in custbdy,
whethei on a criminal charge or otherwise
under a Magisterial Order for a period
exceeding 48 hours shall be deemed to
have been suspended with effect from the
date of detention, by an order of the
Competent Authority, and shall remain
under suspension until orders are passed
by the Competent Authority.

(3) Where a punishment of dismissal or
removal f rom service imposed upon a
workman under suspension is set aside on

. appeal or on review under these provisions

""1*YJ.d9''r'r:
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and the case is remitted for further inquiry
of action or with any other directions, the
order of his suspension shall be deemed to
have conUnued in Iorce on and from the
date of the original order ol dismissal or
rethoval and shall remain in force until
further orders unless otherwise specif ied by
the Appellate or Reviewing Authority.

(4) Where a penalty of dismissal or removal
from service imposed upon a workman is
set aside or declared or rendered void in
consequence of or by decision of a court of
law and the disciplinary authority, on
consideration of the circumstances of the
case, decides to hold a funher inquiry
against him on the allegations on which the
penafty of dismissal or removal was
originally imposed, the workman shall be
deemed to have been placed under
suspension by the Competent Authority
f rom the date of the original order of
dismissal or removal and shall continue to
remain tiiider suspension until further -

orders.

(5) An order of suspension made or deemed to
have been made under this Standing Order
may at any time be revoked by the Authority
which made or is deemed to have made the
order or by any authority to which that
authority is subordinale.

SlI ES!S]ENqE LLLOWAN C E

(6) A workman who is placed under suspension' under sub-clause (1), (3) and (4) shall,
during the period of such suspension, be
paid a subsistence allowance at the
following rates, namely :

(a) Where the departmental enquiry
contemplated or is pending, the
subsistence allowance shall, lor the
first ninety days from the date of
suspension be equal to one-half of

28
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basic wages, dearness allowance
and other compensatory allowances
for which the workman would have
been entitled if he was on leave with
wages. ll the departmental enquiry
gets prolonged and the workman

"continues to be under suspension for
a period exceeding ninety days, the
subsistence allowance shall tor such
period be equal to three-fourth of
such basic wages, deamess
allowance and other compensatory
allowances :

provided that where such enquiry is
prolonged beyond a period of ninety
days for reasons directly attributable
to the workman, the subsistence
allowance shall, for the period
exceeding ninety days, be reduced
to one-fourth of such basic wages,
dearness allowance and other
compensatory allowances.

--r:- i':g:E.r:a-t' - "r+Eti#F!d:k
Where the enquiry is by an outside -"
agency or, as the case may. be,
where criminal proceedings against
the workman are under investigation
or trial, the subsistence allowance
shall, for the first one hundred and
eighty days from the date of
subpension, be equal to one-half of
his basic wages, dearness allowance
and other compensatory allowances
to which the workman would have
been entitled to if he were on leave.
lf such enquiry or criminal
proceedings gets prolonged and the
workman continues to be under
suspension for a period exceeding
one hundred and eighty days, the
subsistence allowance shall for such
period be equal to three{ourths of
such wages :

- .qi.
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Provided that where such enquiry or
criminal proceedings is prolonged
beyond a period of one hundred and
eighty days for reasons directly
attributable to the workman the
siibsistence allowance shall, for the
period exceeding one hundred and
eighty days, be reduced to one fourth
of such wages.

lf a workman is arrested by the
police on a criminal charge and bail
is not granted, no subsistence
allowance shall be payable. On
grant of bail, if the Competent
Authority decides to continue the
suspension, the workman shall be
entitled to subsistence allowance
from the date he is granted bail, at
the rates as prescribed in sub-clause
(a) or (b) above, as the case may be.
lf the workman is acquitted, the

-.-npflod. of suspension
' CuEsiiiende lallowt'nce:

(c)

without

regularised for all purposes by
granting him leave with or without
pay, as the case may be.

(7) The order of suspension shall be given in
writing specifying the date from which the
workman has been suspended. A
statement setting out in detail the reason for
such suspension, except in the case where
it is considered desirable not to disclose the
reasons for security purposes, shall be
supplied to the workman within two weeks
from the date of suspension.

(8) (a) If on the conclu\on of the inquiry, or
as the case may be, or of the
criminal proceedings, the workman
has been faund to be not guilty of
any of the charges framed against
him, he shall de deemed to have
been on duty during the period of
suspension and shall be entitled to

.n-
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the same wages as he would have
received if he had not been placed
under suspension, after deducting
the subsistence, allowance 'paid to
him for such period.

(b) .r lf on the conclusion of the inquiry or
. as the case may be of the criminal

.proceedings, the workman has been. found guilty of the charges tramed
against him, the period of
suspension shall be treated as
follows :-

(iD Where an order of punishment
at sub-clause (a), (b), (c) and
(d) of Minor Penalties and (a),
(b), (c) and (d) of Major
Penahies of Clause 20 is
passed, the workman shall be
deemed to have been on duty
during the period of
suspension and shall be
entitled to the same wages as
he would have received if he
had not been placed under
suspension after deducting
the subsistence allowance
paid to him for such period.

(D Where an order of punishment
at sub-clause (e) or (l) of
Major Penalties of Clause 20
is passed, the workman shall
be deemed to have been
absent from duty during the
period of suspension and shall
not be entitled to any
renumeration for such period,
and the subsistence, " ffi{ranceaho.dyw'
shall nol be recovered.

1
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(iii) Where an order of punishment
at sub-clause (c) of Minor
Penalties of Clause 20 is
passed, the workman shall be
deemed to have been
suspended only for four days
or for such shorter period as is
specified in the said order of
suspension and for the
remaining period he shall be
entitled to the same wages as
he would have received if he
had not been placed under
suspension, after deducting
the subsistence allowance
paid to him for such period.

No punishment under Standing Order 20
shall be awarded to a workman unless he
has been informed in writing of the alleged
misconduct and has been accorded a
reasonable opportunity in defending himself
in accordance with the procedure laid down
in Annexure 'F'.

Notwithstanding anything contained in
these Standing Orders, it shall not be
incumbent upon the Authority competent to
impose the punishment to follow the
procedure herein prescribed before
imposing any of the penalties enumerated
in Standing Order 20 on a workman, when
such workman has been convicted by any
Court or Tribunal on a criminal charge
involving moral turpitude or any penal
action has been brought against him by the
Customs Authorities under the Customs Act

ii
4
:4.22. POWER TO AWARD PUNISHMENT

The power to award the punishments enumerated
in Standing Order 20 shall be exercisable by and to the
extent specified in Annexure "E".

i)

ii)

ti



or Rules made thereunder or by the
appropriate authorities under the Foreign
Exchange Management Act, 1999 or Rules
made thereunder for activities amounting to
misconduct within the meaning of sub-
clause (xxv) of Clause 1 9(2) of the Standing
Ordeqs or on cancellation o{ caste certif icate
produced by the employee claiming to be
belonging to SC/ST/OBC by the
Appropriate Authorities specified under the
Presidential Directives/Government Orders
from time to time or on verification by the
Appropriate Authorities it is established that
the claim to belong to SC/ST/OBC is false.

iii) When increment is withheld under Standing
Order 20, the Order shall indicate the periqd
Ior which the increment is to be withheld
and whether or not it shall have the effect of
postponing subsequent increments.

iv) When passage facility is withheld under
Standing Order 20, the Order shall also
indicate the period for which it is to be

The disciplinary authority, as specif ied in
Annexure 'E', or any authority higher than it,
may impose any of the penalties specified
in clause 20 on any employee.

(1) Procedure for imposing minor penaltieg

+et

-:
(i) Where it is proposed to impose any

of the minor penalties specified in
Clause 20(a) to (d), the employee
concemed shall be informed in
writing of the imputations of the
misconduct or misbehaviour against
him and given an oppodunity to
submit his written statement of
defence within a specified period not
exceeding 15 days. The defence
statement, if any, submitted by the
employee shall be taken into
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consideration by the Disciplinary
Authority before passing orders.

(ii) The record of the proceedings shall
include:-

a) a copy of the statement of
imputations of misconduct or
misbehaviour.

b) his defence statement, if any,
and,

c) The Orders ol the Disciplinary
Authority together with the
reasons thereof.

(i) No order imposing any of the major
penalties specified in Clauses 20(a)
to (f) shall be made except after an
enquiry is held in accordance with
Clause lll of Annexure 'F .

).

(2) Procedure for imposing major penalties

I -j 1..::j'; ;;r-i:#i,:1i1ire':'.t - r'r-r' :

(i0 Whenever the Disciplinary Authority
is of the opinion that there are
grounds for enquiring into the truth of
any imputation of misconduct or
misbehaviour against an employee, it
may appoint an Officer of the
Company or any retired Official of

. Central or State Govemment or any
Public Sector Undertaking
(hereinafter calkgd the Enquiring
Authority), to enquire into the truth
thereof.

I
I
I
T
T

(iii) Where it is proposed to hold an
enquiry, the Disciplinary Authority
shall lrame definite charges on the
basis of the allegations against the
employee- The charges together
with the statement of the allegations,
on yrhich they are based, a list of
documenls by wtrich and the list of

34
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witnesses by whom, the articles of
charge are proposed to be
sustained, shall be communicated in

writing to the empfoyee, who shall be
required to submit within such time
as may be specified by the
Disciplinary Authority (not exceeding
15 days) a written statement whether

,i he admits or denies any of or all the
articles of charge.

(iv) On receipt of the written statement of
the employee, or if no such
statement is received within the time
specified, an enquiry may be
constituted by the Disciplinary
Authority by appointing an Enquiring
Authority provided that it may not be
necessary to hold an Enquiry in
respect of the charges admitted by
the employee in his written
statement. The Disciplinary
Authority shall, however, record its
lindings on each such charge.

24. APPEALS
:-,-r,til-6+:w:!!gd:r?-:.--Sf.;i*f: -';' II+Ad*fit

A workman who has been awarded any
punishment shall have the right to appeal as indicated in
Annexure "E".

25. COMPLAINT

(D All complaints arising out of employment
including those relating to unfair treatment
or wrongf ul exaction on the part of the
employer or his agent, shall be submitted to
the competent authority or any other
persons specified in this behall with the
right of appeal to the Appellate Authority.

(ii) A complaint emanating from an individual
workman relating to payment of wages,
overtime, leave, transfer, entitlement such
as reimbursement of travelling expenses,
meal allowance etc. promotion, seniority,

:
il
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work assignment, off iciating appointment,
working conditions, safety appliances, loss
of tools, issuance of monsoon equipment
and other staff benefits and amenities as
applicable, shall be submitted lor redressal
to the authority prescribed under the
Grievance Procedure in force in the
€stablishment, in accordance with the
provisions of the said Grievance procedure.

26. LANGUAGE OF NOT]CE

Any notice, order, charge sheet, communication or
intimation which is meant for individual workman and is
given in writing under these Standing Orders shall be in
English, but shall be read and explained to the workman
in a language understood by him if he is not conversant
with English and this fact recorded in the proceedings of
the Enquiry.

27. EXHIBITION OF STANDINGOBDEXS

A copy of these orders in English and in Hindi shall
be posted at the Manag€r's Oflice and on a notice Board

,::..,..:rt:xi:?*."f"; ls,
main entra to the

in a leliible

28. SERVICERECOFD

Matters relating to Service Card, Staff No.,
Certification of Service, Change of residential address of
workmen and record ol age.

A) SERVICE CARD

A service card in respect of each workman
will be maintained in the form appended to
these orders at Annexure "G' wherein the
particulars of that workman shall be
recorded.
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B) CERTIFICATION OF SERVICE

Every workman shall be entitled to a
Service Certificate, specifying the nature of
work (designation) and the period of
employment (indicating the day, months
and years) at the time of discharge,
terrfiination, retirement or resignation from
service.

c) RESIDENTIAL ADDRESS OF WORKMAN

A workman shall notify the Company or any
officer authorised in this behalf immediately
on appointment the details of his residential
address and thereafter promptly
communicate to the aforesaid authority any
change of his residential address. ln case
the workman has not communicated to the
aforesaid authority the change in his
residential address, his last known address
shall be treated by the aforesaid authority
as his residential address for sending any
communication to him.

'Psg5ffiffiiff' E-: .t 5,E;jr,.rffi.,lrrEBltEfl

,F

(a) Every workman shall indicate his
exact date of birth to the Company or
otficer authorised in this behalf, at
the time of entering the service of the
Company. The Company or the
officer authorised in this behall may,
before the date ol birth of a workman

- is entered in his service card, require
him to supply :-

(i) ln the case of a workman who
has passed Matriculation or
other equivalent examination
cenificate granted by the
Board of Secondary
Education or similar authority;

T
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(ii) ln lhe case ol workman who is
a non-matriculate and has
attended a school upto any
class, his School Leaving
Cedif icate granted by the
appropriate school authority;

(iii) ln case of a workman who has
never attended any school, a
certif ied copy of his date ot
birth as recorded in the
register of a municipality, local
authority or Panchayat or
Registrar of Birth;

(iv) ln case the workman is unable
to produce the requisite
certificate as prescribed
above for suff icient reasons
acceptbble to the Company or
the office authorised in this
behalf , the aforesaid authority
may refer the workman to the
Company's Medical Officer for
indicatin g his probable age

medical opinion will be bome
by the Company.

The date of birth of a workman, once
entered in the service card, shall be
sole evidence of his age, in relation
to all matters pertaining to his service.
including fixation of the date of his
retirement f rom the serviie of the
Company. All formalities regarding
recording of the date of birth, shall be
finalised within six months ol the
appointment of a workman.

Cases where date of birth of any
workman had already been decided
on the date these Orders came into
force shall not be reopened under
these provisions.

. ,..- it. r r,,-tliiiri;

(b)

(c)

i'
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NOTE Where exact date of birlh is not available
and the year of birth is only established
then the 1"t July of the said year shall be
taken as the date of birth.

29, CONFIRMATION

.
The empl6yer shall in accordance with the terms

and conditrons stipulated in the letter of appointment of
employment confirm the eligible workman provided that
his work and conduct during the probationary period have
been found to be satisfactory and other requisite
conditions are fulfilled. The workman shall be deemed to

, have been confirmed only if a letter to that effect is issued
to him by the Company or the otficer authorised in this
behalf, after the futfillment of the above conditions within
a period of 3 months. Whenever the workman is
confirmed, an entry with regard to his confirmation shall
be made in his service card within a period of 30 days
from the date ol his confirmation.

30. AGE OF RETIREMENT

(l) A workman shall retire from the services of
the@
years except in the following cas
shall retire earlier :-

(a) Any workman upon becoming
medically unfit for canying out his
duties;

(b) A member of the flight crew having
licence/endorsement being cancelled
or withdrawn subject to the
conditions in this regard in the
respective bilateral settlements, if
any.

(c) i) All Air Hostesses shall retire
from the services of the
Company on attaining the age
of 58 years.
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ii) They will be required to
undertake flying duties only up
to 50 years ot age keeping in
view the requirement of the
Company subject to their
Medical Fitness for flying
duties. For this purpose they
will be required to undergo
medical examination at the
age ol 37 years and every two
years thereafter up to 45
years and thereafter annually
up to 50 years.

iii) During the period they are
required to undertake llying
duties i.e., up to the maximum
age of 50 years, they shall
retire from the services of the
Company on third pregnancy
provided two children ate
alive.

An Airhostess can opt for voluntary
retirement f rom service after
cdffihrdfrtfthrrty:itve
and before completion of fitty years
of age. lf she has not opted for
voluntary retirement during her age
between 35 to 50 years and if she is
found medically unfit to f ly
temporarily, she will be given
employment on ground by the
Competent Authority in suitable
position and on such deployment she
will belong to a separate cadre and
the inter-se seniority and other allied
categories of female cabin crew in
the respective cadre will be
protected. The_ last basic pay drawn
by her will also be protected and she
will be eligible to emoluments and
benefits as applicable to the
grade/post to which she is assigned.
She will not be eligible for any other

,.

f
Ir*'

(d)
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allowance or benefit which she may
have enjoyed as Air Hostess.

(e) Air Hostess including Deputy Chief
Air Hostess, Additional Chief Air
Hostess and Chief Air Hostess who

, have not opted for voluntary- retirement before attaining the age of
50 years will be given employment
on ground by the competent
authority in suitable position and on
such deployment she will belong to a
separate cadre and the inter se
seniority ol Air Hostes-ses and other
allied categories of female cabin
crew in the respective cadre shall be
protected. The last basic pay drawn
by her shall also be protected and
she shall be eligible lo emoluments
and benefits as applicable to the
grade/post to which she is assigned,
She shall not be eligible for any other
allowance or benefit which she may
have enjoyed as Air Hostess.
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) Except as otherwise provided in this ordeta
workman shall retire from the service of the
Company on the afternoon of the last day of
the month in which he attains the age of
superannuation or completes the age of
retirement.

30A. COMPULSORY RETIREIIIIENI

The Managing Director of the Company may pass
an order on behalf of and in the name of the Company if
deemed fit by requiring any employee of the company
covered by these Standing Orders, hereinafter referred to
as 'employee' , to retire compulsorily after he or she
attains the age of 55 years with effect lrom the expiry of
the period of three months notice or three months salary
in lieu of notice. Before passing the order of compulsory
retirement as aforesaid, the Managing Director shall duly
consider as to whether it is in the interest of the Company
or in the public interest to retain the employee in service
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or require him or her to retire compulsorily having regard
to:-

i) suitability;
ii) efficiency;
iii) competence;
iv) quality of performance;
v) health of the employee;
vi) instance of non-availability ol the employee for
duty in the past, as a result of ill health or
otherwise;
vii) compatibility with the Management or co-
employees and members of the public;
viii) the opinion of the Management that the
employee has become redundant due to
technological advances and non-familiarity with
the new systems and working requirements;
ix) the fact that the management has reasonable
apprehension that continuation of the concemed
employee in service is a security risk or there is a
justifiable lack of confidence in the employee.

NOTE Procedure to be lollowed for exercising the
powers under this clause is given in Annexure
'H'which is appended with the

. .''*?filr.;+I6i+-.! ... .-
1.:r:4Yc!!tI6G"!tstr - .".".,. ..r .

Standing Orders.

3OB. VOLUNTARYRMREMENT

Subject to approval of the Managing Director in
writing which approval shall be withheld only on
operational or disciplinary grounds or any proceedings
are pending or likely to be initiated against an employee
for any offence involving moral turpitude or any action
has been brought against the employee by the Customs
Authorities and the Foreign Exchange Management Act,
1999 or the rules made thereunder, an employee other
than licensed categories of employees namely Pilot,
Aircrafl Engineer and Flight Engineer, may also on giving
three months notice in writing, opt for voluntary
retirement:

a) on attaining the age of 55 years; or
b) at any time after completion of continuous
service of 20 years.

.;
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Note 1 For the purpose of this clause the term
continuous service shall include the
interrupted service rendered by an
employee in lndian Airlines/Vayudoot as the
case may be
OR
interrupted service rendered by an
enibloyee in Air lndia before reioining the
Company
OR
uninterrupted sdrvice rendered before
joining the Company under Central
Govemment, State Government, Defence
Service, Public Service Undertakings
owned or controlled by Govemment,
Autonomous Organisations and other
Govemment Agencies provided there is no
break in the intervening period. However,
the normal joining time admissible under
the Central Govemment Rules on transfer
to join the duties of a new post shall not be
treated as 'break'.

Note 2 : The employee on voluntary retirement shall not
r at least two ears

dealings while in service."

31. TRANSFERS

(1) LIABILITY FOR TRANSFER

ln the exigencies of service and needs of
administration the workman is liable to be
transferred from one department or station
to another provided that his pay, grade and
continuity ol service are not adversely
affected by such transfer and provided also
that an unskilled workman shall not be
transferred from one station to another
outside the state except with his consent or
on purely temporary basis.

rit.i ^rr.-. a-- -.---ri: ilrh ,'jiiJ+,"" '
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(2\ JOINING TIME

(.)

t

Subject to the provisions hereinafter
contained, a workman on transfer
from one station to another shall be
allowed joining time as follows :-

)t

'i!t'r'.i .. .,, -

(a) Seven days in the case of
permanent transfer.

(b) Three days in the case of a
temporary transfer.

(ii) The joining time admissible as above
shall be exclusive ol days involved in
the joumey but inclusive ot
intervening Sundays and holidays.

(iiD However, in the case of temporary
transfers made with immediate effecl
the workman concemed may be
required to proceed immediately to
the station ol posting in which case
he will be allowed to retum to his
permanent station not earlier than 15

.; -,:a;"';ntrllH1&(F,ffi*#
station of posting and sha
be given 'off in lieu of the joining
time due.

(iv) No joining time will normally be
admissible to a workman at the end
of his temporary transfer. The
competent authority may, however,
with due regard to the period of
temporary transfer, allow joining time
not exceeding three days as
mentioned under sub-clause (2)(i) to
enable him to reioin his permanent
station.

(v) During joining time, the workman will
not normally be required to attend to
off icial duties, but the competent
authority, may in the exigencies ol
work, recall him to duty, in which

44
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case the period of joining time shall
be extended correspondingly.

(vi) During loining time, the workman will
be entitled to the pay and allowances
of the post f rom which he is
translerred.

).
(3) TRAVELLING

(i) A workman on transfer and his family
where permitted shall travel by air,
sea, rail or road as may be required

, by the Competent Authority.

(ii) A workman and his family travelling
in the Company's aircraft under
these Standing Orders shall travel in
the lowest class, but the Managing
Director may; by general or special
order and on such lerms as he may
deem appropriate, permit any
workman or class of workmen and
their family/families to travel in any

. hioher class."T:..-.:.i,,n' q."#*+- . .:-. " . i +.l'q:#M?fir.?:r:..:
(4) A workman on transfer shall be entitled to

such travelling and other allowances as the
Company may lay down from time to time in' consultation with the Union subject to the
relevant law, settlement or award.

32. MEDICAL AIO IN CASE OF ACCIDENTS

Where a workman meets with an accident in the
course of or arising out his employment, the Company
shall, at its-expense, make satisfactory arrangements for
immediate and necessary medical aid to the injured
workman and shall arrange for his further treatment if
considered necessary by the doctor attending on him.
Whenever the workman is entilled for treatment and
behefils underthe Emplciyees'Statb lnsurance Act, 1948,
or the Workmen's Compensation Act, 1923, the
Company 'shall arrahEe for the treatment and
compensation accordingly.

.:f;IrB16*E::i: - : -
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33. MEDICALEXAMINATION

The appointment of every person in a permanent
vacancy shall be subject to his being certified medically fit
by the Company's Medical Officer or any other registered
Medical Practitioner approved in this behalt by the
Managing Director, provided that the Managing Director
may for reasons to be recorded in writing, approve of an
appointment not withstanding the medical opinion
expressed, if he is satisfied that the disability reported is
not likely to affect the occupational suitability of the
workman.

34. SECRECY

No workman shall take any papers, books,
drawings, photographs, instruments, apparatus,
documents or any other property ol the Company out of
the work premises including aircraft except with the
written permission of the otficer authorised in this behalf
nor shall he in any way pass or cause to be passed or
disclose or cause to be disclosed any informatinn or

rs @rrceming the manufacturing, preparing

documents of the Company including informatinn
maners relating to Company's business or Defence or
Security measures to any unauthorised person, Company
or Corporation nor shall any workman communicate
directly or indirectly to any outside party any documents
or information which has come into his possession or of
which he has secured knowledge in the course of his
official duties, without the written permission of the
Competent Authority.

35. EXCLUSIVE SERVICE

The workman shall not at any time work against
the interest of the Company and shall not take any
employment in addition to his job in the Company which
may adversely affect the interest of the Company.

36. LIABILITY OF EMPLOYER

The employer of the establishment shall personally
be held responsible for the proper and faithful
observance of the Standing Orders.

46
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37, APPEAL

(1) Any person desiring to prefer an appeal in
pursuance of sub-section (1) of Section 6 ot
the Act shall draw up a memorandum of
appeal setting out the ground of appeal and
forward it in quintuplicate to the Appellate
Authority accompanied by a certifiBd copy
of the Standing Orders, amendments of
modifications, as the case may be.

(2\ The Appellate Authority shall, after giving
th6 appellant an oppodunity of being heard,
confirm the Standing Orders, amendments
or modifications as certified by the
Certifying Officer unless it considers that
there are reasons for giving the other
parties to the proceedings a hearing before
a final decision is made in the appeal.

(3) Where the Appellate Authority does not
confirm the Standing Orders, amendments
or modifications it shall fix a date tor the
hearino of the aooeal and direct notice

. r'-Li\,-t-.1.,^-'- r..r--itt rF?*tEcGrffiElarylE

(a) Where the appeal is filed by the
employer or workman to trade unions
of the workmen of .the industrial
establishment, and to the employer.

(b) Where the appeal is filed by a trade
union to thd employer and all other
trade unions of the workmen of the
industrial establishment.

(c) Where the appeal is filed by the
representative of the workmen to the
employer and any other workman
whom the Appellate Authority joins
party to the appeal.

s

.*

(4) The appellant shall f umish each of
respondents with a copy of
memorandum of appeal,

the
the
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(5) The Appellate Authority may at any stage
call tor any evidence it considers necessary
for the disposal of the appeal.

(6) On the date fixed under sub-clause (3) of
the hearing of the appeal, the Appellate
Authorityghall take such evidence as it may
have called for or considered to be relevant.

38. SAVING

Nothing contained in these Standing Orders shall
operate in derogation of any Law for tire time being in
force or to the prejudice of any right or privilege under an
agreement or contract ol service or an award and other
conditions of service for the time being in force, as may
be applicable.

LIST.OI
FOh A

L.NO

Certified on amendment on
September, Two Thousand.

this 21st day of
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Appellate Authority under
lndustrial Employment (Standing Orders) Act, 1946
and Regional Labour Commissioner (C), Mumbai
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ANNEXURE'A'
I sEE STANDTNG ORDER 3(b) ]

OF CATEGORIES OF WORKMEN WHO ARE APPOINTED ON PROBATION
PERIOD OF SlX MONTHS

IGNA ON
CODE

GRAOE

hlsl Security Assistant

achnician's Assistant-lll
echnician's Assistant-ll
achnician's Assistant-l

Technician's Assistant
hief Technician's Assistant

round Services Departments)

Slores Assistant-lll
Slores Assistant-ll
Stores Assistant-l
Lead Stores Assistant
Chiel Stores Assistant
(Applicable for Materials Manage-
rn€nt Department)

Printe/s Assistant-lll
Printer's Assistant-ll
Printer's Assistant-l
l.ead Printe/s Assistanl
Chief Prinle/s Assistant
lApplicable for Materials Management

irlir<+ y . :...
DS

.t

c

s&

D rtment (Printi Press

Cook
ook

k

rity Assistant-lll
Assistant-ll

oad Ramp Assistant

amp Assistant-lll

amp Assistanl-l
p Assistant-ll

ok-ll

rity Assislant-l
Security Assistant

01

02
03
07
08

01

02
03
07
08

01

02
03
07
08

01

02
03
07
08

01
02
03
07
08

01
02
03
07
08

860-40-31 40-60-3620-80-3700
31 40-60-3620-80-4180
3 r 40-60-3620-80-41 80-1 00-4480
3560-60-3620-80-41 80- 1 00-4880
3620-80-4180-100-4880-135-5150-175-5850 l

2860-40-3 1 40-60-3620-80-3700
3140-60-3620-80-4180 '.
31 40-60-3620-80-41 80-1 00-4480
3560-60-3620-80-41 80-1 00-4880
3620-80-41 80-1 00-4480-1 3s-51 50- r 75-5850

60-40-31 40-60-3620-80-3700
40-60-3620-80-4180
40-60-3620-80-41 80- 1 00-4480
60-60-3620-80-41 80-1 00-4880
20-80-41 80-1 00-4880-1 35-51 50-l 75-5850

60-40-31 40-60-3620-80-3700
40-60-3620-80-4 1 80
40s0-3620-80-4 1 80-1 00-44a0
60€0-3620-80-41 80- 1 00-4880
20-RIr,{ l8lbl{p{88qUt+ijlt9- 1 7

14060-3620-80-4 !80
1 4o-60-3620-80-41 80-1 oO-4480

3620-80-4 1 80. 1 00-4880
3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850

2860-40-3 1 40-60-3620-80-3700
3140-60-3620-80-4180
31 4o-60-3620-80-41 80-1 oO-4480
3560€0-3620-80-41 80- 1 00-4880
3620-80-41 80-1 00-4880- 1 3s-51 50-1 75-5850

140-60-362G.80-3700

31

35
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L.NO ON
CODE
RA

3140-60=3620-80-4180
31 40€0-3620-80-41 80-1 00-4440
3560€0-3620-80-41 80-1 00-4880
3620€0.41 80-1 0Grl88G1 3S51 5G 1 75-5450

2860-40-3 1,1060-3620-80-3700
31 40€0-3620-80-4180
31 40€0-3620-80-41 80-1 00-4480
3560€O-3620{H t 8G.1 00-21880
3620-80-41 80-1 m-4880-1 35-51 5G1 75-5850

2860-40-31 40€G3620-80-3700
3140€O-3620{G,4180
31 40-60-3620-80-41 8G1 0O-214€O

3560$0-3620-80-41 80-1 0G4A80
3620-80-41 80-l 00-4880-'l 35-51 50-1 75-5850

-3140€G362G.8&3700
-3620-8(H180
-3620€G/t180'1m-44&l

1 -362G.80-3700

31zO€0
1/(}60

'10

7

9

1t

12

13

-i

Cabin Assistant-ll
Cabin Assistant-l
Lead Cabin Assistant
Chiel Cabin Assistant
(Applicable lor lnrlight Services
Deparment)

Commercial Assistant-lll
Senior Commercial Assistant-ll
Head Comm€rcial Assistanl-l

to Commercial Departflront)

Movern€nt Assistant-lll
Movement Assistant-ll
Movement Assistant-l
Lead Movem€nt Assistant
Chiel Movement Assistant
(Appticabdioo&'at6mF

Apron Assistanl-ll
Apron Assistant-l
Lead Apron Assistant
Chief Loading Supervisor
(Applicable to Ground Services
Department)

i+:+xip'r'

bin istant-ll

Le4C

pron Assistant-lll

Gardener-lll
Gardener-ll
Gardener-l
Lead Gardener
Chief Gardener

Attendant-lll
Attendant-ll
Attendant-l
Lead Attendant
Chief Attendant

Lift Assistant-lll
Lift Assistant-ll
Lifl Assistant-l
Lead Lift Assistant
Chiet Llft Assistant

01
02
03
07
08

01

02
03
07
08

01

02
03
07

ffit,

01
02
03
07
08

01

02
03
07
08

01
02
03
07
08

0
02
03
07
08

31 110€0-3620€0-41 8G'l 00-4,{80

140{0-3620{0-4180
1 4G60-3620€G41 80-1 0(F4.{A0

3620{0-418o.lq)-4880
1 80-1 00-4880-1 3$51 50-1 75-5850

2860-40-3 1 rlO€G3620€G3700
3140€0-3620-80-4180
31 4O€0-3620€G41 8G1 m-4480
3560€0-3620€0-41 80-1 0Oil88O
3620-80-41 80-10m0-135,51 50-1 75-5850

1

140€0-3620€0-3700

1@€O-36m"80-3700
1.rc€O-362G8H180

18G100"4880

.!

,.
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CODE
GRADEESIGNATIONL.NO

-t4

'15

16

't7

2860-40-3 1 40-60-3620-80-3700
3140-60-3620-80-4 r80
31 40-60-3620-80-41 80- 1 00-4440
3s60-60-3620-80-41 80- 1 00-4880
3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850

2860-40-31 40-60-3620-80-3700
3.t 40-60-3620-80-41 80

40-60-3620€0-41 80- 1 00-4,180
60-60-3620-80-41 80- 1 00-4880
20-80-41 80-1 00-4480-1 35-51 50-1 75-5850

140-60-3620-80-4180
1 40-60-3620-80-41 80- 1 0G.4480

3s60-60-3620-80-4 1 80- 1 00-4a80
3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850

3140-60-3620-80-4180
31 40€0-3620-80-41 80-1 00-4480
3560-60-3620-80-4 t 80-'t 00-4880
3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850

2860-40-3 1 40-60-3620-80-3700
3140€0-3620-80-4180
31 40€0-3620-80-4 t 80- 1 00-4480

35

3140-60-3620-80-3700

18G1

19

21

22

23

Lead Oflice Assistant

Hygiene Attendant-lll
Hygiene Atlendantll
Hygiene Attendant-l
Lead Hygiene Attendant
Chiel Hygiene Attendant

Canteen Assistant-lll
Canteen Assistant-ll
Cante€n Assistant-l
Lead Canteen Assistant
Chief Canteen Assistant

Printer's Assistant-ll
Printe/s Assistant-l
Lead Printe/s Assistant
Chiet Printe/s Assistant

ffidWB*pEaqlr
Cabin Attendant-lll
Cabin Attendant-ll
Cabin Attendant-l
Lead Cabin Attendant

S€nior Transport Operator
Head Transporl Operator

rce Assistant-l

f- fissen

ice Assistant-lll
Olfice Assistant-ll

hiel Otlice Assistant

hief Cabin Attendant

Messenger-ll
essenger-l

ranspott Operator

Hamp Attendant-lll
Ramp Atlendant-ll
Ramp Attendant-l

Scanning Assistant-ll
Scanning Assistant-l

Despatch Rider-ll
Despatch Ridar-l

Lead Messenger
Chief Messenger

01

02
03
07
08

01

02
03
07
08

01

02
03
07
08

02
03
07
08

01

02
03
07,.iff

01

02
03
07
08

02
03
07
08

02
03

03
07
08

02
03

-40-31 40€0-3620-80-3700
140€0-3620-8G4180
1 40€0-3620-80-41 80-1 00-4480

€0-3620{0-41 80-1 00-/B8O
1 80-1 00-4880-1 35-51 50-1 75-5850

31 4060-3620€0-41 80-1 00-44a0
3560-60-3620-8041 80-1 00-4880
3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850

31 40-60-3620-80-4 1 80
31 40-60-3620€0-41 80-1 00-4480

31 40€0-3620-80-4180
31 40€0-3620€0-41 80- 1 00-44a0

1 4060-3620-80-4 1 80- 1 0O-4,l8O
3620-80-41 80-1 00-.1880

1 80-1 00-4880-1 3551 50-1 75-5850

140-60-3620-80-4180

'r

l

1



SL.NO DESIGNATION GRADE
CODE

GRADE

31 40-60-3620-80-41 80-1 00-4580
3940-80-4180-100-4880- 135-51 50- 1 75_5850
41 80-1 00-4880-1 35-51 50-'l 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

41 80-1 00-4880-1 35-51 50- 1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

31 40-60-3620-80-41 80-1 00-4580
3940-80-41 80-1 @-4880-l 35-5.t 50- 1 75-5850
41 80-1 00-4880-1 35-51 50- 1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6s50

31 40-60-3620-80-41 80-1 0G.4580
3940-80-41 80-1 00-4880-1 35-51 50-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-65s0

3 t 40€0-3620-80-41 80-1 00-4580
3940-80-41 80- 1 00-4880- 1 35-5'l 50-1 75-5850

31 40-60-3620-80-41 80-1 00-4580

31 40€0-3620-80-41 80- 1 00-4580
3940€0-41 80-1 00-21880-1 35-51 50-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6200

ffiffi{ot{ffiS,*eq#+l
3r 40€0-3620-80-41 80-1 00-4580
3940-80-41 80-1 00-4880-1 35-51 50-1 75_5850
41 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-r 7s-6s50

31 40-60-3620-80-41 80- 1 00-4580

4380-1 004880-1 35-51 50-

41 80- t 00*4880-1 35-51 50-1 75-6200
4380- t 00-4880-1 35-51 50-1 75-6550

3940-80-4 1 80-1 00-4880-1 35-51 50-1 75_5850
41 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-l 75-6550

1 40€0-3620-80-41 80- 1 00-4580
940-80-41 80-1 00-4880-1 35-51 s0-1 75-5850
1 80-1 00-4880-1 35-51 50-1 75-6200
380-1 00-4880-1 35-51 50-1 75-6550

5-6550

*.+{&i

o4

*4ti6
14

04

11

14

04
09
1l
14

04
09
11

14

04
09
11

14

04
09

M
@
11

u
09
11

14

11

14

09
11

14

04
09
'tl
't4

Canteen Supervisor
Senior Canteen Supervisor
Assistant Oflicer-Canteen
Oflicer-Canteen

Assistant Ottf icer-Social Service

Catering Supervisor
Senior Catering Supervisor
Assistant Otf icer-Caterin g
Officer-Catering Services

Junior Artisl
Junior Arlist (Higher Grade)

Security lnspector
Senior Security lnspeclor
Assistant Otf icer-Secu rity

Vigilance lnspector
Senior Vigilance lnspeclor
Assistant Off icer-Vigilance
Otf icer-Vigilance

Senior Punch Operator
Assistant Otficer-Punch Room
Oflicer-Punch Room

Printer
Senior Printer Supervisor
Assistant Off icer-Press
Officer-Press

t.
r.-

l.Yl+

24

25

34

35

26

27

2A

31

32 Nurse

33 Assistant Otlicer-Clinic

Comptist

Officer-Nursing

Oflicer-Social Service

Oilicer-Clinic

Clerk / Typist
Senior Oftice Supervisor
Assistant Off icer-Admin.
Otf icer-Administration

F
Jt.t

I

_t

-l
^l

t

I
r
:

.,
s
*
s
a{

L



.,

tII
f
t

DESIGNATION GRADE
CODE

GRADEL.NO

31 40-60-3620-80-41 80-1 00-4580
3940-80-41 80-1 00-4880-1 35-51 50-1 75-5850
4 1 80 1 00-4880-1 35-51 50-175-6200
4380-1 00-4880-1 35-51 50-1 75-6550

31 40-60-3620-80-4 1 80- 1 00-4580
3940-80-41 80- 1 00-4880- 1 35-5.1 50- 1 75-5850

'I 80-1 00-4880-1 35-5 1 50-1 75-6200
380-1 00-4880-1 35-51 50-1 75-6550

31 40-60-3620-80-41 80-1 00-4580
3940-80-41 80-1 00-21880-1 35-51 50-1 75-5850
41 80-1 00-4880-1 35-5 1 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

31 40-60-3620-80-41 80-1 00-4580
3940-80-4180-100-4880- l35-5150-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

31 40-60-3620-80-41 80- 1 00-4580
3940-80-41 80- t 00-4880-1 35-51 50-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

3 1 40-60-3620-80-4 1 80- 1 00-4580
3940-80-41 80- r 00-4880-1 35-5150-1 75-5850

37

41

36

38

04
9

11
;, 14

04
09

04
09

04
09
11

14

04
09
1t
14

o4
09
11

14

04
09
'll
14

04
09
11

14

04
69
11

14

o4
09
11

14

Progress Chaser
Senror Progress Chaser
Assistant Off icer-Planning
Officer-Planning

Labaratory Technician
Senior Labaratory Technrcian
Assistant Otf icerLaboratory
Officer-Laboratory

Storekeeper
Senior Stores Supervisor
Assistant Otficer-Stores & Purchase
Officer-Stores & Purchase

Stenographer
Senior Stenographer
Assistant Off icer-Stenography
Otf icer-Administration

Hindi Typist Clerk
Senior Ofl ice Supervisor-Hindi
Assistant Otf icer-Hindi
Officer-Hindi

Scanning Technician
Senior Scanning Technician
Assistant Otticer-Scanning
Otf icer-Scanning

Sports Supervisor
Senior Sports Superuisor

lTeleprinter Operator
Senior Teleprinter Operator
Aqflislaplqfi icer-Telepri nt€r

ffiffiiffiopitr,{::- -' : '"*-+kq

Customer Services Suoervisor

-'itiirrofl rot€avrees Suprvsl-G
Assistant Oflicer-Customer Services
Otf icer-Customer Services

Junior Fire Assistant
Fire Assistant
Senior Fire Assistant
Officer-Fire Fighting

3 1 40-60-3620-80-41 80- 1 00-4580
3940-80-41 80-1 00-4880-1 35-51 50-1 75-s850
41 80-1 00-4a80-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

3'l 40-60-3620-80-4 1 80-1 00-4580
3940-80-41 80-1 0G4880-1 35-51 50- 1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

31 40-60-3620-80-41 80-1 00-4580
3940-80-41 80-1 00-4880-1 35-51 50-1 75-5850

Eltffitr3$ffi{ffiH#ff;rffi
41 80-1 00-4880-1 35-51 50- 1 75-6200
4380-1 00-4880-1 35-51 50- 1 75-6550

1

45



i,$.

SL.NO DESIGNATION GRAOE
CODE

GRADE

31 40-60-3620-80-41 80-1 00-4580
3940-80-4 1 80- t 00-4880-1 35-51 50-1 75-5850
4'1 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-'l 35-51 50-1 75-6550

31 40-60-3620-80-41 80- t 00-4580
3940-80-41 80-1 00-4880-1 35-51 50-1 75-5850

31 40-60-3620-80-41 80-1 00-4580
3940-80-41 80-1 00-4880-1 35-5.1 50- 1 75-5850
4 1 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850
41 80-1 00-4840-1 35-5 1 50-1 75-6375
4280-1 00-4880-1 35-51 50-1 75-6550-200-6750

3560-60-3620€0-41 80-1 0G4880
3620€0-41 80-1 00-488G.1 35-51 50-1 7s-5850

418Gr00:ffit_35€1 sGl 75$?00
#T{flTFffiE-Iffi.EEHE

3620-80-41 80-1 00-4880-1 35-51 50- t 75-5850

3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6375
4280-1 00-4880-1 35-51 50- l 75€550-200-6750

3620-80-41 80-1 0O-!188O-1 35-51 50-1 75-5a50
4 l 80-1 00-4880-1 35-51 50-1 7t6375
4280-1 00-4880-1 35-51 50-1 75-655G200€750
4280-1 00-4880-1 35-51 s0-1 7ffi55G.200-6750

3620-80-41 80-1 00-4880-1 35-51 50-1 75-5850
41B0Ef6@tbBCI35:51tilr.r75FEg75FY**$ri
4280-1 00-€80-1 35-51 50- I 75-6550-200-6750
4280-1 00-4880-1 35-51 50-1 75-6550-200-6750

3620-80-41 80-1 00-2880-1 35-5 1 50-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6375
4280-1 00-4880-1 35-51 50-1 75-6550-200-6750
4280- 1 00-4t180- 1 35-5 1 50- 1 75-6550-200-6750

3620-80-4 1 80- t 00-4880-1 35-51 50-1 75-5850
41 80-1 00-4a80-1 35-51 50-1 75-6375
4280-1 00-4880-1 35-51 50-1 7s-6550-200-6750
4280-1 00-4880-1 3s-5 1 s0-1 75-6550-200-6750

07
08

111 i'' .,t+'t

o8
p'*12

'13

13

o4
09

08

04
09
11

14

o4
09
11
'14

08
12
13

08
12
13

08
12
13
13

08
12
13
13

08
12

13
'13

Telecom Supervisor
Senior Telecom Supervisor
Assistant Olficer-Telecom
Officer-Telecom

Cleaning Assistant-Cum-Clerk
Senior Cleaning Assistant-Cum-Clerk

Senior Transport Supervisor
Assistant Otf icer-Transporl
Otf icer-Transport

Sewice Engineer-lll (Upholstery)
Service Engineer-ll (Upholstery)
Servie Engineer-l (Upholstery)

Service Engineer-lll (Carpenlary)
Service Engineer-ll (Carpentary)
Service Engineer-l (Carpentary)

Aircrafl Equipmenl Operator
Senior Aircraft Equipment Operator

SeNice Engineer-lll Aircraft (NA)
Service Engineer-ll Aircraft (NlL)
Service Engineer-l Aircraft (NA)
Senior Servace Engineer-ll Aircraft (l.l/L)

Service Engineer-lll (Painting)
Service Engineer-ll (Painting)
Service Engine€r-l (Painting)
Senior Service Engineer-ll (Painting)

Service Engineer-lll (Telecom)
Service Engineer-ll (felecom)
Service Engineer-l (Telecom)
Senior Service Engineer-ll Cfelecom)

erype -EIgiff)gr:!ll-(Elgg. Facilities)
ervice Engih-bir:ii'ifrigg.Facilities) -"
ervice Engineer-l (Engg.Facilities)
enior Service Engineer-ll (Engg.Facil.)

48

i-ri{bt

54

46

47

49

50 Chief Mukadam

51

53

55

56

52

i:

ransport Supervisor

9p-erator

S
S
S

T'
i
i

t



t
I

1

I

t

I

GRADEI
cooe I

GRADEDESIGNATIONSL.NO

Service Engineer-lll (Ground
Service Engineer-ll (Ground Equipment)
Service Engineer-l (Ground Equipment)
Senior Service Engineer-ll (Gr.Equip.)

SeMce Engineer-lll (CwP)
SeMce Engineer-ll (CWP)
Service Engineer-l (CWP)
Senior Service Engine€rll (CWP)

Engineer-lll (Carpentary)
Service Engineer-ll (Carpentary)
Service Engineer-l (Carpentary)

ior S€rvice Engineer-ll (Carpenlary)

Service Engineer-lll (Painter-cum-Bench
Fitte0
Service Engineer-ll (Painter-Cum-Bench
Fite4
Service Engineer-l (Painter-Cum-Bench
Fitter)
Senior Seruice EngineerJl (Painter-Cum-
Bench Fitleo

SeMce Engineer-lll (Ielecom)
Service Engineer-ll Cfelecom)

Service Engineer-lll (Vvelding)
Service Engine€r-ll (Welding)
SeMce Engineer-l (Welding)
Senior Seruice Engineer-ll (Weldlng)

.!

quipment

Senacd E

08
12

@;.'r
13

12

13

13

08

08
12
13
13

08
12
13
13

08
12
13
13

08
12
13
13

3620-80-41 80-1 00-4880- 1 3s-51 50- r 75-s850
41 80-.1 00-4880-1 35-51 50-1 75-6375
4280-1 00-4880-1 35-51 s0-1 75-6550-200-6750
4280-1 00-4880-1 35-51 50-1 75-6550-200-6750

3620-80-41 80-1 OO-4880-1 35-51 50-1 75-5850
41 80-1 00-4880-1 35-51 50-1 75-6375
4280-1 00-4880- l 35-51 sO-1 75-6550-200-6750
4280- 1 00-4880-1 35-s1 50- 1 75-6ssG.200-6750

1 80-1 00-4880-1 35-51 5G1 75-5850
1 80-1 00-4880-1 35-51 50-1 75-6375
80-l 00-4880-1 35-51 50-1 75-6550-200-6750
80-1 00-4a80-1 35-51 50-1 75-6550-200-6750

3620-80-41 80-1 00-21880-1 35-51 50-1 75-5850

41 80-1 00-4480-1 35-51 50-1 75-6375

4280-1 00-4880-1 35-51 50-1 75-6550-200-6750

4280-1 00-2lt}80-1 35-51 50-1 75-6550-200-6750

-8O.4180-1 00-fi8o-1 35-51 50-1 75-5850
41 80-1 00-11880-1 35-51 50-1 75-6375

0-80-41 80-100-tl880-1 35-51 50-1 75-5850
1 80-1 00-2t880-1 35-51 50-1 75-6375

1 OO.4a8O-1 35-51 50-1 75-6550-2oo-6i50
80-1 00-4880-1 35-51 50-1 75-6550-200-6750

1

15Gl

64

68

Flight Purser / Senior CabiriC
Check Flight Purser/Check Cabin Crew

Assistant Off icer-Cash
Ofiicer-Cash

Off icer-Data Op€rations

Ot icer-Art

Chiel Plant Operator

Assistant O{licer-Drawing
Oflicer-Drawing

rew

14

14

14

16
18

11

14

11

14

780-1 00{880-1 35-51 sO-1 75-6550-200-71 50

41 80-1 00-2t880-1 35-51 50-1 75-6200
4380-1 00rA80-1 35-51 5G.1 75-6550

4380-1 00-4880-1 35-51 50-1 75-6550

-1 00-1480-1 35-51 50-1 75-6550

-1 00-4480-1 35-51 50-1 75-6550

1 80-1 00-4880-1 35-51 50-1 75-6200
80- 1 00-4880-1 35-51 50- 1 75-6550

100-4880-135-515G.17

,'$ffi

16



SL.NO. DESIGNATION GRADE
CODE

GRAOE

69

70

71

72

73

74

Assistant Otf icer-Flighl Operations
Otf icer-Flight Operations

Assistant Ollicer-Telecom

Assistant Off icer-Telecom (LR)
OflicerTelecom (LR)

Assistant Off icer-Punchroom

Air Hostess /Cabrn Crew
Senior Air HostesYsr.Cabin Crew
Check Air Hostess/Check Cabin
Crew

Assislant Otficer-Apron
Olficer-Apron

'11

14

11

11.'
14

1.1

10
16
'18

11

14

4 1 80-1 00-4880-1 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50- 1 75.6550

41 80-1 00-4880-1 35-51 50- t 75-6200

4 1 80-1 00-4880- t 35-51 50-1 75-6200
4380-1 00-4880-1 35-51 50-1 75-6550

41 80-1 00-4880-1 35-51 50-1 75-6200

41 80-1 00-4880-1 35-51 50-1 75-5500
4580-1 0O-.88O-1 35-51 50- 1 75-6550-200-6950
4780-1 00-4880-1 35-51 50-1 75-6550-200-7 1 50

41 80-1 00-,880-1 35-51 50-1 75-6200
4380-1 00-4880- 1 35-51 50- 1 75-6550 *.t

. - i L+' 4Ea-_ *51r il-,!- , pJ,i;i.-;;i.r.-+ply t:j ,J.

.dre"r+r.. :..."o1rir*,",r.*---,4.-*ii .i,ts-, :-
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t
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$
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t
t
$
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o
o
o
o
o
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o
o
o
o
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ANNEXURE'B'
[sEE STANDING ORDER 3(b)]

Lrsr oF cATEGoRy oF woRKMEN wio nne ApporNTED oN pRoBATloN

FOR A PERIOD OF TWELVE MONTHS.

E

CODE
GBADESL.NO DESIGNATION

31

32

28
30
32
33

25
28
29

10

11

12

13

9

Assistant Aircraft Engineer
Aircraft Engineer
Senior Aircraft Engineer
Deputy Chief Aircraft Engineer

Sr.Service Engineer-l (Aircraft )(N/L)
Supervisory Service Engineer
Approved Lead Foreman

Flight Engineer (Higher Grade)

Additional Senior Check Air Hostess

Senior Check Air Hostess

dditional Senior Check Flt.Purser

Chiel Operator-Telecom (LR)

hief Aircraft Equipment Operator

Works Superintendant

Foreman '

n

First Otficer

0fset' qfi4 4 i

Special Assistant

25

25

26

28

25

25

25

26

"26

5675- t 75-6550-200-7 550-225-7 7 7
7 50 -200 -7 550 -225 -7 T7 5 -250 -AO?5 - 27 5 - 857 5

7 1 50 -200 -7 550 -225 -Tn 5 - 250 - 8025- 275-8850
7 350 -200 -7 550 -225 -7 77 5 - 250 - 8025 - 27 5 - I 1 25

975- 1 75-6550-200-7550
5675- I 75-6550-200 -7 550-225-7 77 5-250-8025
6375- 1 75-6550-200-7 550 -225 -7 77 5-250-8025-
275-A575

2965-70-3035-1 2G3395 (Pre-revised)

7 1 50 -200 -7 550 -225 -7 7 7 5-250 -AO25 -27 5-8850

4975-1 75-6550-200-7550

5500- 1 75-6550-200-7 550 -22s -777 5-250-8025-
275-8300

4975-1 75€550-200-7550

4975-1 7s-6s50-20G.7550

4975-1 75-6550-200-7550

5500-1 75-6550-200 -7 550-225 -777 5 -250-8025-
275-8300

5675. 1 75-6550-200 -7 550 -225-7 7 7 5:250-8025

4975-1 75$sso-200-7550

275-4300
5

250-8025

lIl
70-9 00777

,l

2

4



ANNEXURE'C
(SEESTANDING ORDER 8(g)

Notice of discontinuance / restarting ol a shift working to be given by an
employer

-I
l
I.

t.
l.
r_

r
l
t
t

, . t]i :,rr-. ;.;,;.-.r -=_ r_::r-r.n::1:,.i .: :-i

Name of employer..

Address...............

Dated the......

ln accordance with Standing Order No.......................of the
Standing Orders certified and approved in respect of my/our industrial
establishment, l/we hereby give notice to all concemed that it is my/our
intention to discontinue/ restart the s-hift working specified in Annexure, with
eflectfrom....

Signature

Designation
I. _ - .._:i+.r+*.{.1#ErI

ANNEXURE
: .Jril'iq4lft,rir.

(Here specify the particulars oJ change in the shift working proposed to be
efrected.)

Copy forwarded to:-

The Secretary of Fegistered Trade Union
Conciliation Otf ic€r (Central),
(Here enter office address of the Conciliation Ofticer in the local
area concemed.)
Regional Labour Commissioner (Central)

..........Zdne.
Chief Labour Commissioner (Central), New Delhi.

1

2

3

4

-F

:-t
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1

ANNEXURE'D'
(SEE STANDING ORDER 15)

KINDS OF LEAVE

Subject to the conditions hereinafter laid down, workman
shall be allowed the lollowing types of leave:

)a

Casual Leave J
Privilege Leave 11

Sick Leave(
Special Sic( Leave-(-- ,l
Ex-gratia Sick Leave2l
Disability Leave4.
Studv Leave o '
Matemity teaVeq(4
Medical Terminati'd-n of Pregnancy 1G)
Patemity LeaveqLc )
(luarantlne Leave lb
Sports Leave 11

Special Casual Leave I
Extraordinary Leave 

13

2. GENERAL CONDITIONS REGARDING LEAVE:
iE€j\r"i:-+, 

i :Iil.d;r;fi:ifr.b#f1Eiiffi tffiFj4

a
b
c
d
e)
0
s)
h)
i)

i)
k)
r)

m)
n)

discretion lo retuse, postpone, curtail or revoke
leave according to the exigencies of service.

iD An employee may be required to take such
privilege leave as the Competent Authority may
decide on giving him three days notice. lf leave so
oflered is not availed off bv emolovee. he shall''*'--'":;" r'&r'*'''*'6?rife1 

it anffij3"uave,u1ffftsrrdn renffiit"ot,#*'-- ffi+
accordingly.

iiD AII leave shall be applied for in writing addressed to
the Competent Authority. ln case the application is
for Privilege or Study Leave, such application shall
be submitted atleast 15 days prior to the date ot
commencement of leave.

iv) Sundays and holidays may be prefixed and/or
suffixed to any type of leave with the prior
permission of the Competent Authority. When so
allowed, they shall not be counted as part of the
leave.

v) Sundays or holidays intervening during the period
of leave shall count as part of the leave.

.l



I
I

vi) lf leave is refused; postponed, curtailed or revoked,
the reasons therefor, shall be recorded in writing
and communicated to the employee.

vii) All leave to the credit oI an employee shall
ordinarily lapse on the date of cessation of his
services provided that :-

,a
(a) the Privilege Leave admissible and applied for

in writing well ahead of the date of retirement
or resignation and refused in writing by the
Competent Authority may be granted from the
date of such retirement or resignation, or the
leave salary in lieu of Privilege Leave to the
extent referred to above may be paid to the
employee.

(aa) ln the case of an employee retiring on
superannuation, he shall be eligible to encash
unutilised Privilege Leave standing to his
credit at the time of retirement on
superannuation subject to the following
conditions namely: -

1) The Privilege Leave which the employee is
entitled to encash under this Standing Order

and shall be paid in lumpsum as one time
settlement.
Explanation: For the purpose of this
Standing Order, Leave Salary shall be same
as determined for the purpose of
contribution to the Provident Fund.

. . .i:ri;(ii.ii;. '., ., r,t,;i.;i:ri, ,ilr..:,. tri rL iqevd,Eli;i.....2I.,
be authorised to grant encashment of
Privilege Leave standing to the credil of the
employee on the dale of retirement on
superannuation.

3) The benefit under this Standing Order shall
also be admissible to employee who has
attained the age of retirement on or after 1"t
March 1979 and are granted extension ol
service after that date.

(b) ln the case of death of permanent employee or
a temporary employee who has completed one
years' continuous service, the legal heir/s of the
deceased employee, shall be paid the leave

:

2

: .it,:;i:)r"l i4 e I;',,r-',:r"'.-'. .,]i' l]6,.a.leli;ls 'shafi

t^



24,

salary in respect of the Privilege Leave standing
to the credit of the employee on the date of his
death subject to a maximum of 300 days. The
payment of leave salary is to be made on
compassionate grounds and cannot be claimed
as of right.

(1) Subject to proybion of Standing Order 2 above, an
employee on lndian Scale of Pay shall be eligible to
encash Privilege Leave in accordance wilh the following
conditions, namely:

(a) The encashment of Privilege Leave shall be
allowed at the option of an employee;
Provided that encashment shall not be
allowed'where leave cannot be granted in
the interest of the Company.

(b) Maximum period of leave that can be
encashed shall be 5Oo/" ol the Privilege
Leave sanctioned to an employee subiect to. the condition that the employee actually
proceeds on not less than 15 days leave.

(c) Encashment of Privilege Leave shall be
allowed only once in a financial year.

(d) For the purpose of encashment of Privilege
Leave only pay as counted for Provident

(e)
Allowance shall be taken into account.
The rhte of encashment per day shall be
calculated on lhe basis of the emoluments
specified in condhion{s) and drawn by an
employee in the month preceding the month
in which he proceeds on leave divided by

B

1

I
.',..,'' ,. (f) Where an employee, havins rece

encashment, .curtails his leave at his option,
and il the rest of the leave being availed is
for less than 15 days the entire amount paid
as encashment shall be recovered from the
salary. ne)d payable to.the employee.
lf an employee who avails of encashment
benefils is called by the Competent Authority
before the expiry of the period of privilege
leave permitted, the encashment benefit
already sanctioned shall be allowed to the
employee irrespective of the portion of the
privilege leave actually availed off by him.

(s)

3



(h) The Competent Authority, while sanctionrng
for encashment of the portion of the
Privilege Leave shall specifically indicate the
total period of leave sanctioned indicating
therein the portion of the Privilege Leave
allowed for encashment and the portion of
the privilege leave that the employee shall
actuallyavail off .

(i) No encashment of Privilege Leave shall be
permissible to an employee during the
period of his suspension f rom service.

(k)

No deduction other than income tax shall be
made f rom the amount payable, if the
encashment is for a period less than 30
days.

The amount payable towards the Privilege
Leave allowed to be encashed shall not be
reckoned as Pay for any purpose including
Provident Fund Contribution.

(l) The period of Privilege Leave permitted to
be errcashed shall not be. reckoned for

0)

',1 :.-i"l'. n;!ri+cF"-"tl "'-1.--!.,f,8;.rt+ ;r..,.tlr.+:'ij:-rp*il*H5F,"or

other kind of leave.

2A. (2) The benefits of encashment of Privilege Leave
shall not be admissible to: -

(a) EmPtgv*eg? on contract;
,iF;lf,r-+:*'|*i'61}1*i+l+'j+. ., j4i:*.a!nr5"l j,s:i:'-': -,i . :

(c)
(d)
(e)

3. CASUALLEAVE:

(i)

Apprentices and trainees;
Employees appointed for a specific project;
Employees on deputation.

An employee will be eligible for 10 days casual
leave with pay in a financial year. A temporary
employee with less than a year's service will be
granted casual leave on pro-rata basis.

4



(ii) Casual Leave shall not be accumulated nor shall it
be combined with any type of paid leave other than
leave admissible under Clause 5, 5A, 6 and 12.

(iii) Orclinarily not more than 3 days tasual leave will
be granted at a time.

(iv) specialSuch leavq is intended to meet
clrcumstanc-es, which cannot be foreseen.

I

t
1
(

{

(v) Ordinarily the previous permission ol the
Competent Authority shall be obtained before such
leave is taken, but when this is not possible, the
Competent Authority, shall as soon as practicable,
be informed in writing of the absence from and of. the probable duration of such absence.

4. PRIVILEGE LEAVE:

(D An employee on completion of twelve months
continuous service shall be eligible lor 30 days
privilege leave with pay. On completion ol the first
twelve months' service, his privilege leave account
shall be credited with 30 days and thereafter at the
@le ol 2Y2 days p€r month.-.--i .,+..;;e+ra€qtr+rr tftdr€Ei#naunr

ln the cas6 of flight

the end of each linancial year with 30 days or
proportionate number of days, as the case may be.
The privilege leave may b€ accumulated uplo 300
days.

(ii) For the purpose of d€temining the privilege leave

not be counted as service:
(l) Periods on loss of pay
(ll) Unauthodsedabsence
(lll) Study Leave absence

5. SIGKLEAVE:

(D An employee other than Flight Crew and Cabin
Crew will be eligible lor 10 days and Flight Crew
and Cabin Crew for 14 days sick leave wlth pay in
a financial year. A temporary employee wilh less

5
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than years' service will be granted sick leave on
pro-rata basis.

(ii) The leave admissible under the Standing Order
can be accumulated upto a maximum limit of 120
days during the entire period ol his service. lt can
be availed of :

(a) in case of Fligrllt Crew on duty when normal sick
leave, casual leave and privilege leave in case

.of 205 days are exhausted and
(b) in case of other employees, after all other types

of paid leave are exhausted.

(iiD Sick leave lor a period exceeding three days shall
be supported by a medical certif icate ot the
Company's Medical Officer or of any other
registered Medical Practitioner acceptable to the
Company's Medical Otficer provided that in the
case of employees governed by the Employees'
State lnsurance Act, a Certificate of the lnsurance
Medical Praotitioner will be required irrespective of
the duration of the sick leave. ln case the employee
does not have any sick leave to his credit, he will
have to produce a medical certificate of the

other

to sickness.

SPECIAL SICK LEAVE:

(i) Subject to the conditions hereinafter mentioned,
Special Sick Leave shall be admissible to
dmployeaS-'
specffied below:
(a) to Flight Crew, at the rate ol 15 days with

Pay for each completed year of service to be
'computed lrom 1't August 1953, or the date
of loining whichever is later, in cases where
the employee is sutlering from any major or
prolonged. , illness or where h6 has to
undergo a surgical operation, or in the event
of an accident involving personal injury.

(b) ' To all other categories of employees, at the
rate of 30 days on half basic pay in respect
of each completed year of continuous

5A

,r,Jr,,r- -B,r., i\,1.'i..;|1 "1.,1 a:iqrlfti\iint,,. _,
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service, in cases where the employee is

suff ering f rom:
(i) Tuberculosis,
(ii) leprosy,
(iiD cancer,
(iv) organic ear diseases requiring

hospitalisation and/or prolonged rest
il the bed,

(v) paralysis or vascular, inlective or
degenerative origin affecting one or
more limbs (minor paralysis like bell's
palsy is not included in this category),

(vi) significant mental illness treated in a
Government Mental Hospital (in such
cases, a cerlificate regularising
sickness will be accepted by the
Company, subject to the approval of
the same by the Director of Medical
Services of the Company), - Hospital
Superintendent or any Competent
Authority of a Govemment Mental
Hospital empowered to issue such a
Certificate; A Psychiatrist on Air lndia
P alist,.attach Jo ,a

Hospital or Nursing Home.

(vii) On the basis of the recommendation
of the Company's Chief Medical
Officer, Special Sick LeaVe will also
be admissible in cases where the

.r.ttF+d{iq{*rrrr "***.q*liff ii*ilsFitr
followin! diSeaSeS, ai[ments or inlu'ry,
provided the employee has been
hospitalised continuously for more
than three months on account of
anyone or more of the diseases or
ailments or injuries mentioned below:

i

E

it

I
-[

t
tI
1

1

2
3
4
5
b

Head lnjury,
Fracture ol Bone,
lniury to any intemal organ,
Renal (Kidney Failu )
Hepatic (Liver Failure),
Respiratory Failure

I
7) Bone Marrow Failure ?

7



8) Unconsciousness from any
cause

9) Brain abscess
10) Liver abscess
11) Abscess of the Bone

(Osteomylitis)
121 Subdiaphragmaticabscess
J3) lntra-abdominalabscess
14) Empyema
15) lntracranical aneurysms or

vascular abnormalities
requiring surgical treatment

16) Collagen diseases listed
below:
(a) Systemic Lupes

grythematosis
(b) Polyarteritis nodosa
(c) Progressive systemic

sclerosis
(d) Polymyositis

17) RheumaticPolyarthritis
18) RheumatoidArthritis
19) Septic Arthritis
20) Sacroidosis

9'.1." '.: i ".:- r-1 .l ar13e3_+r, ,

:llil.i . ,; 
'" dqUiiJ;re," r

2ll tlcstrli.ve Colitis
^. --rry,iEq6aiili1#ih!lga*i.!..ls . 1

231
211
251

26)

.. ?7)
,,-.d;;s,l

28)
2s)
30)

Cinhosis of the liver
Peptic Uhrr and its sequelae
Hyper or hypofunction of the
endocrine glands
Glaucoma
Prolapsed intervertebral disc

,.*ai*imfu aqurls;i;i*..r"'-;,o{&ffi,.,
De-myelinatihg diseasos
Myasthenia Gravis
Coronary Thrombosis and its
sequelae

(ii) The leave admissible under this clause may be
accumulated up to the maximum limit of 180 days
during the entire period of the service. lt can be
availed off when the normal sick leave, casual
leave and privilege leave in excess of 45 days are
exhausted.

I

l"'^:. -.:.:. --'
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6. EX.GRATIA SICK LEAVE:

The Managing Director may, in his discretion grant or
authorise any other officer to grant in deserving cases ex-
gratia sick leave as follows to permanent employees: -

0 30 days lgave with half basic pay and half
dearness or foreign allowance as may be
admissible for every two years of completed
service subject to a maximum of 60 days during the
entire period of the employees' service.

(ii) Ex-gratia sick leave will commence only after an
employee has exhausted all other categori€s of
paid leave.

DISABILITY LEAVE:

(i) An employee who is injured in and during the
course of his employment, or who contracts any of
th6 occupational diseases enumerated in Schedule
lll to the Workmen's Compensation Act and is
thereby temporarily disabled, may on production of
a Medical, le to the nt

F*ve;ry1tf:r+. s"r.:'

7

exceeding 120 days except in cases of employees
who are covered by the Agreemenl wilh the
Appropriate Union/ Association providing lor grant
ol leave in excess of this limit. Such leave may
also be granted in the event of an injury sustained
by an employee while aclually participating in any

(iD The grant of this leave is sublect to the following
conditions: -
(a) that the accident or disease is not due to the

employees' own negligence or default and
(b) that he obeys all instructions as to treatment

given by the Company's Medical Officer.

(iii) Where Disability Leave is applicable and the
employee complies with the condition specified in
(ii) (b) above, any reasonable expenses incurred by
him on the trealment of the iniury or occupational
disease and on transportation involved in attending
Hospitals or Medical Clinics shall be reimbursed to

o

I
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him by the Gompany, provided that in the case of
an employee govemed by the Workmen's
Compensation Act or the Employees' Slate
lnsurance Act, the pay and allowances admissible
to him during such leave shall be subject to
adjustment in respect of any compensation or other
benefits to .yvhich he may be eligible under any of
the said Aits.

8. STUDY LEAVE:

Study Leave may be granted by the Managing Director in
accordance with the procedure prescribed by the
Company from time to time.

9(A) MATERNITY LEAVE:

Where the local law applicable to a Station does not
provide for the granl ol matemity leave to temale
employees, or where such employees are not covered by
any Scheme of Social or Heatth lnsurance, permanent
female employees may be granted matemity leave with
pay for a period wtrk*r may extend up to 135 days.

(i) MTP leave not exceeding 6 weeks may also be
granted to a female employee (irrespective ol the

' number of surviving children) in case of
miscarriage or Medical Termination of Pregnancy
on production of Medical Certificate acceptable to

(iD Matemity Leave may be combined with any other
kind of leave.

9(C) PATERNIW LEAVE:

A male employee upto two surviving children may be
granted Palemrty Leave for a period of 15 days during the
confinement of his wife. During the period of such leave,
he shall be paid leave salary equal to the pay drawn
immediately before proceeding on leave. Patemity Leave
shall not be debfted against the leave account and may be
combined wilh any other kind of leave.

10
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10. QUARANTINE LEAVE:

(i) An employee may, on production of the Quarantine
Certiticate issued by a Government or Municipal
Medical Authority or the Medical Ofticer of the
Company, be granted Quarantine Leave with pay
for the perjod not exceeding 30 days.

(ii) Quarantine Leave is to be granted in cases of
cholera, small pox, plague, diphtherla, typhus
lever, measles and cerebrospinal meningitis.

(iii) Quarantine Leave is not admissible in cases in
which an employee himself is suffering f rom an
inlectious disease. ln such cases, he will be given
the normal casual, sick or privilege leave, as may
be due.

11. SPORTS LEAVE:

An employee selected to represent the country or the
State or the Company in any form of competitive sport or
called for trials, test or training connected with/ preceding
such selection may, at the discretion of the Competent

iB*l'ffi{ffiffin,
periods as

'bFr
may be necessary, not excee tng

in a financial year.

12. SPECIAI,CASUALLEAVE:

' (i) The Managing Director may, subject to such
r.a.+.--a*F>-,f.o:u-;*e++-*="iiffi$f;x.i"- msy., prffi_Egdt?3l#dasffffi,i*r"*.

pay to an employee who, being a representative of
any Association of the employees recognised by
the Company, is required to attend its Annual
General or Executive Meetings or any intemational
meetings or conferences, The period of such leave
on each such occasion shall be in accordance with
the terms of the Agreement, if any, with the
respective Associations, but shall not, in any case
exceed 10 days at a time, inclusive of loumey time.
Any leave availed off in excess of this period shall
be debitable to the normal casual leave or privilege
leave account ol the employee.

Ill
fr
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(ii) Any employee intending to undergo sterilisation
operation under the Family Planning Scheme shall
be granted Special Casual Leave with pay not
exceeding six working days to undergo such
operation and for post-operative treatment or rest
thereafter or {or both. A woman employee who
undergoes n6n-puerperal sterilisation operation
may be granted such leave not exceeding 14 days
at a stretch.

(iii) A male employee whose wife undergoes non-
puerperal tubecolomy operation under the Family
Planning Scheme may be granted Special Casual
Leave up to seven days subject to production of
medical certificate from the Doctor who performed
the operation to the effect that the presence of the
employee is essential for the period of leave to look
after the wife during convalescence after operation.

13. EXTRAORDINARYLEAVE:

Any leave granted to an emp&cyee in excess of leave with
pay admissible to him shall be without pay unless the

b-e treated as Leave
With Pay
account.

debitable to the employees' future leave

...1i.,|!-,;ii}. . ,1-1..',{dqcE€|*Lj:}tr";r*}6Ei*F*Id*,n.
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-HEVIEWNGAUTHORITY---]FFE-LLATE
AUTHORITYMENT BE IMPOSED

PU

rsH-
NT

s.No DSCIPLINARY AU

-HoRITY
1

2

I-ofrMEFEIATDEFARTMENT

a) Station Head at Outstations
(in SM grade) or its equivalent
Grade Code No.32

b) Station Head (in Senior SM
grade) or its equivalent
Grade Code NO.34

c) Commercial Manager/Regional
Manager or its equivalent
Grade Code No.36

d) Airport Manager (Traff iclCargo)
or its equivalent
Grade Code No.36

FINANCE & ACCOUNTS
DEPARTMENT

a) Dy.General Manager-Finance
or its equivalent
Grade Code No.36

nypr all
fI
t

nybr all
irq

>
E

{I
nt'or all

1

i{
t

:

Any all

or all

1.

I
br
.,

A

A

^"1
t.
,$

$

---

,ft,

To ,ny *odif,l"n not above the
orade of OlSbr-Administration
ir its eouivffit - Grade Code 14

i#

ir

r Administration/

leouivalent
lTo any wo

not above the
Administration/
r Services or its

Code 14

not above the
Administration/
r Services or ils
e Code 14

not above the
Administration/
r Sewices or its

Code 14

not above the

er Services or its
Code 14

equivalent -
Otficer-Cus

To any wo
grade of

equivalent -

To any wo

Olf icer-Cu
grade ol

To any wo
grade ol Otl
lOlficer-Cus

lgrade of

Otricer-Cus
equivalent -

Sr.Station Manager or

its €quivalent
Grade Code No.34

Commercial Manager
or its equivalent
Grade Code No.36

RD-lndia/Dy,CD or its
equivalent
Grad€ Code No.39

Dy.Commercial Director-
Admn./Dy.CD-Cargo or
Trafric or its equivalent
Grade Code No.39

General Manager-Finance
or its equivalent
Grade Code No.39

Commercial Dilector
or ils equivalent
Grade Code No.40

Commercial Director

lor its equivalent
Grade Code No.40

Commercral oireclor
or its equivalent

Qgade Code No.40

lCommercial Director

lor its equivalent
Grade Code No.40

Director-Finance or its
equivalent
Grade Code No.40



DISCIPLINARY AUTHORITY NATUBE OF
PUt\4SH-

MEiIT

WORKMAN
MENT C

gT
AN

.WHOM PUNISH.
BE IMPOSED

APPELLATE
AUTHOBITY

BEVIEWING
AUTHORITY

3

4

5

,HUMAN RESOURCES DEVELOP-
MENT DEPARTMENT

a) Dy.General ManagerHRD or
its equivalent
Grade Code No.36

MATERIALS MANAGEMENT
DEPARTMENT

a) Dy.General Manager-Materials
Management or its equivalent
Grade Code No.36

ENGINEERING DEPARTMENT

a) Additional General Manager-
Engineenng or its equivalent
Grade Code NO.38

b) Dy.General Manager-Engg
or its equivalent
Grade Code No.36

c) Dy.General Manager-Engg.
(Line Stations & Administration)
or its equivalont
Grade Code No,36

Any or all

?
Any or,all

Any or.all

Any oi all

r

Any I

,i-t

*
+
{

"h,
I

s
;h

$

., ^i
t{ii

;li
: ,1'
;.,./

To any workman not above the
grade of Otf icorr-Administration
or its equivalent - Grade Code 14

To any workma6 not above the
grade of Oflicei'Adminislration
or its equivalenl- Grade Code l4

.*.',

9

:r.,

dministration or

To any emp not above the
grade of Dep hiel Aircraft
Engineer or it8 ulvalent
Grade Code

not above the
Lead Foreman

To any emp
grado ol App
or its equivale
Grade Code

not above the

e Code 14

To any emplo
grade of Offic
ils equivalsnt

General Manager-HBD
or its equivalent
Grade Code No.39

General Manager-MM
or its equivalent
Grade Code No.39

General Manager-Engg.
(Licensed/Approval Holder)
or its equivalent
Grade Code No.39

Addl.General Manager-
Engg, or its equivalent
Grade Code No.38

Addl.General Manager
Engg.(HQ) or its equivalenl
Grade Code No.38

DirectorHRD or its
equivalent
Grade Code No.40

DirectorMM or its
equivalent
Grade Code No.40

Director-Engineering
or ils equivalent
Grade Code No,40

D irecto rEnginee rin g

or its equivalent
Grade Code No.40

Director-Engineering

3/-
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s.No DISCIPLINARY AUTHORITY
PUNI

ME

ioF
rl
t

WORKMAN Oililil'HoM PUNISH.
MENr cA$!E tMPosED

i{

APPELLATE
AUTHORITY

REVIEI'\'ING
AUTHORITY

Director-EOD or its
equivalent
Grade Code No.40

Director-EOD or ils
equivalent
Grade Code No.40

Dire0tor-Operations or
its equivalent
Grade Code No.40

DirectorOperations or
its equivalent
Grade Code No.40

DirectorAir Safety or
its equivalent
Grade Code No.40

Director-Air Salety or
its equivalent
Grade Code No.40

6

7

I

ENGINE OVERHAUL
DEPARTMENT

a) Addl.General Manager-EOD or
it6 equivalenl
Grade Code NO.38

b) Dy.General Manager-EOD or
its equivalent
Grade Code No.36

OPERATIONS DEPARTMENT

a) Addl.General Manager-Ops
or its equivalent
Grade Code No.38

b) Oy.Genoral Manager-Ops. or
its equivalent
Grade Code No.36

AIR SAFETY DEPARTMENT

a) Addl.General Manager-Air
Sal€ty or its equivalent
Grade Code No.38

b) Deputy General Manager-Air
Safety or its equivalent
Grade Code No.36

lil

To any empl not above the
grade of Otf ministralaon or

rade Code No.14its equivalent

ot above the

ivalent
iel Aircratt

To any employe

Grade Code No
Enginaer or its
grade o{ Dep

To any empl
grade of App
Oflicer-Admini
equivalent - G

not above the

not above the

not above the
Captain or its

e Code 36

To any empl
grade ol Seni
equivalent -

equivalent - G

To any empl

its equivalent .l

To any empl
grade of OII

ion or its
Code No.29ll4

ot above the
Lead Foreman/

ptain or Flighl
rade) or its
Code 36/31

ministration or
de Code No.1 4

grade of Seni
Enginee(Hig

General Manager-EOD
(Licence/Approval Holder)
or its equivalenl
Grade Code No.39

Addl.General Manager-EOD
or ils equivalent
Grade Code No.38

General Manager-Ops. or
ils equivalent
Grade Code No.39

General Manager-Ops. or
its equivalent
Grade Code No.39

General Manager-Air Safety
or its equivalent
Grade Code N0.39

General Manager-Air Salety
or its equivalent
Grade Code No.39
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S.NO DISCIPLINARY AUTHORITY NATI'HE OF
PUIrltsH-

IIIENT

woRKMAq$r
MENr jl(Il

;?i

IYHOM PUNISH-
BE IMPOSED

APPELLATE
AUTHOBITY

REVIEWING
AUTHORITY

SECURITY DEPARTMENT

a) Senior Manager-Security/Sr.
Manager-Secu rity(Outstation)or
its equivalent
Grade Code No.32

VIGILANCE DEPARTMENT

a) Senior Manager-Vigilance/ Sr.
Manager-Vigilance(Outstation)
or its equivalent
Grade Code No.32

PROPERTIES & FACILITIES
DEPARTMENT

a) Dy.General Manager-P&F
or its equivalent
Grade Code No.36

b) Senior ManagerTechnical/
Manager-Technical or its
equivalent
Grade Code No.32/30

Any or all

Any or all

h

L

L

"h

I

tu

ilAny

:
otAny

To any workrtsn nol above the
grade of Off loEr-Adminiskation/
Olficer-Secur:[qor its equivalent
Grade Code Ni1.14

To any workmtin nol above the
grade ol Otf icer-Administration/
Oflicer-Vlgilanbs or its equivalent
Grade Code No.14

:,

14

rade Code 28114

inistration or

not abov6 the

t Otllcer-Admn
ry Service

its equivalent

To any empl

To any emp
grade of Supe
Enginser/Assl
or ls oqulvalg
Grade Code

'iri

not above the
ory Servicegrade ol Sup

Engineer/Otl

General Manager-Security
or its equivalent
Grade Code No.39

General Manager-Vigilance
or its equivalent
Grade Code No.39

General Manager-P&F
or is equivalent
Grad€ Code No.39

General Manager-P&F
or its equivalenl
Grade Code No.39

Director-Security or
its equivalent
Grade Code No.40

Director-Vigilance or
its equivalent
Grade Code No.40

Director-Properties &

Facilities or its
equivalenl
Grade Code No.40

Director-Properties &

Facilities or its
equivalent
Grade Code No.40
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3.NO DISCIPLINARY AUTHORITY
H.

NT
MENT BE IMPOSED

OM PUNISH- APPELLATE
AUTHORITY

REVIEWING
AUTHORITY

12

13

14

15

INFLIGHT.SERVICES
DEPARTMENT

a) Dy.General Manager-lFS or its
equivalent
Grade Code No.36

MEOICAL SERVICES
DEPARTMENT
a) Dy.General Manager-Medical

or its equivalent
Grade Code No.36

PLANNING & INTERNATIONAL
RELATIONS

a) Dy.General Manag€r-Planning
& lntrl Relations or its
equivalent
Grade Code No.36

GROUND SERVICES
DEPARTMEiIT

a) Dy.General Manager-GS or its
equivalent
Grade Code No.36

General Manager-lFS
or its equivalonl
Grade Code No.39

General Manager-Medical
or its equivalent
Grade Code No.39

General Manager-Planning
or ils equivalent
Grade Code No.39

General Manager-GS or its
equivalent
Grade Code No.39

Director-lnflight
Services or its
equivalent
Grade Code No.40

DirectorMedical
Sqrvices or rts
equivalent
Grade Code No.40

DirectorPlanning &

lnternational Relations
r its equivalenl

Grade Code No,40

Director-Ground
Services or its
equivalent
Grade Code No.40
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ny or all

allAny
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or
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Of f icerAdministration

r-Administration or
Grade Code No.14

not above the grad
ervice Engineer or

26114

ade Code No.14
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grade ol Se
Senior Chec
equivalent an

not above lheo any emp

its equivale
rade of

nol above the
Administration or
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grade ol Olfi
its equivale

o any wo
Supervis

Otlicer-Admin. or
rade Code 28114

or its equival
Grade Code
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7.

I
REVIEWING
AUTHOR ITY

S.NO DISCIPLINARY AUTHORITY A
P

MENT
rsH-
EO WORKMATT'ON WHOM PUNISH.

MENT IIAN BE IMPOSED
APPELLATE
AUTHORITY

16

17

18

b) Sr.Manager-Technical/Manager-
Technical(Outstations) or its
equivalent
Grade Code No.32130

DEPARTMENT OF INFORMATION
TECHNOLOGY

a) Deputy General Manager-lnfo
Technology or itq equivalent
Grade Code No.36

HEADOUARTERS

a) Senior ManagerHo or itb
equivalenl
Grade Code No.32

PUBLIC RELATIONS

a) Senior Manager-PR or its
equivalent
.Grade Code No.32

Any pr all

i;
&

anyftr a

h.III
II

Anybr a

it

ft

allAny

I I

$
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br

To any workiilan not above the grad

of Supervisoft Seruice Engineer or
its eouivalentor Off icer-Admin. or
its equivaten{'.,' Grade Code 28/14

its equivalenlbr OflicerAdmin. or
its equivalenle Grede Code 28114

Grade Code No. l4

l-Administration or
Grade Code No.14

fl
a wo non a VEbo the dtarkrliany s

Se ec nE ene oo Us s sp€

To any emp

its equivale
grad6 ol

not above lheTo any em

-Administration or
not abovo the

grade ol Ol
its equivals

General Manager-GS or its
equivalent
Grade Code No.39

General Manager-lnf o.Tech.
or its equivalent
Grade Code No.39

Dy.General Manager-Hqrs
or its equivalent
Grade Code No.36

Dy.General ManagerPR
or its equivalent
Grade Code No.36

Director-Ground
Services or rts
equivalent
Grade Code No.40

Direclor-lnformation
Technology or its
equivalent
Giade Code No.4O

Secretary & General
ManagerAdmin. or
its equivalent
Grade Code No.39

DirectorPublic
Relations or its
equivalent
Grade Code No.40
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M)TE: ln the absence ol the Disclpll ry Authorities ilied above, the Appeilate Authority shall
exercise the power ol Dlscipl ry Authorlty ln such event the Reviewing Authority shall
exerclse the power ol Appell Authority and Deputy Managing Dlrector/Managing
Dlrector shall ererclse the r of Reviewln orlty.
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REVIEWING
AUTHORITY

s.No DISCIPLINARY AUTHOHITY

NT
H.

WORKMA
MENT

NilN WHOM PUNTSH-

G{iN BE rMPosED
APPELLATE
AUTHORITY
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General Managerlnternal
Audit or its equivalent
Grade Code No.39

Director-lnternal
Audit or its equivalent
Grade Code No.40

INTEPNAL AUDIT

a) Dy.General Manager-lnternal
Audit or its equivalent
Grade Code No.36

IF-
:f.""t!
4
'tworkn{n

grade of Oflicf-Administration or
its equivalent {€rade code No.14

ixL

To any not above the

r.1.,

all
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ANNEXURE'F'

PROCEDURE FOR DISCIPLINARY ACTION
(See Standing Order 23)

Where Disciplinary Action has to be taken against an
employee under Standing Order 23, the following procedure
shall be followed:

COMPETENT AUTHORITY:

For the purpose of this Annexure, "Competent Authority"
in relation to any employee specified in Column 4 of
Annexure "E" means the authorily specified in the
corresponding entry in Column 2 of the said Annexure
E

I. INVESTIGATION:

(i) When the Competent Authority receives any
information or a report indicating that an
employee has committed a misconduct, he may
call an investigation to be carried out to ascertain
as to whether
udBsS
exists against the employee concemed in which
case, the Competent Authority may dispense with
such investigation and proceed to issue or
authorise the investigation and proceed to issue
or authorise the issuance of a chargesheet to the
employee conce med.

The investigation when conducted should be brief
and should conclude as soon as it is clear that
there is a prima facie case or that the allegation is
groundless. lf during such investigation the
person admits guilt or default on his part, such
admission should be recorded in the presence of
and signed by the employee concemed.

1!. CHARGESHEET:

lf the Competent Authority is satisf ied on receiving
information or report as mentioned in para l(i) above, or
a report of investigation as mentioned in para l(ii) above

1

(i0



that a prima facie case exists for taking disciplinary
action against the employee, the latter should be served
with a written charge-sheet clearly and specifically
setting foilh the alleged misconduct. The employee
charged should be given a reasonable time (not less
than 48 hours) to submit his written explanation and
asked whether he desires to be heard in person.

III. ENQUIRY:

(i) Should the employee so charged asked to be
heard in person or should his written explanation
be considered not satisfactory or should his
written explanation disclose other facts which
require an enquiry, the Competent Authority shall
appoint an Enquiry Committee for the purpose of
enquiring into the charges.

(ii) lf however, the employee admits in writing the
misconduct alleged against him, the Enquiry
Committee may not be constituted and the
authority competent to impose punishment under
Standing Order 22 may proceed to pass an order
of punishment under Standing Order 20.

ffi#.;:,fi"6

:1'
tnton a 'are g s

the truth of ariy imputation of misconduct or
misbehaviour against an employee, it may
appoint an otficer of the Company or any retired
official of Central or State Govemment or any
Public Sector Undertaking (hereinafter called the

"En ul ,to into tlre--

(b) The Enquiry Committee may comprise of one
or more otficers, one of who must be a representative of
the Department to which the charged employee belongs.
The Enquiry Committee must be constituted in writing in
such a manner that the member/members appointed to
hold the enquiry is/are always in a grade higher than that
of the person charged. ln cases where the Committee
consists of more lhan one person, it should be indicated
in the Order as to who will be its Convenor.
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(iv) The employee charged should be informed in
writing of the date and time when the enquiry will
be held and be asked to attend, and further inform
that if he fails to attend enquiry or attending it
refuses to take part in it, the enquiry will proceed
ex-parte. He should also be informed that at such
enquiry, he shall be entitled to be defended by an
employee of the company employed at the same
station. ,'

(v) The employee charged, along with the person
permitted to defend him will be entitled to be
present during the hearing of the witnesses.
Should the person charged fail to attend enquiry
or attending it refuses to take part in it, the
enquiry should Proceed ex-Pade.

(vi) When the Enquiry Committee commences its
work, the person charged would be asked to state-
if he has anything further to say beyond already
what has been submitted in his written
explanation. Any such statement should be
recorded in writing and signed by the person
charged.

,W,-.. .:,::,:.:;!-

The following witnesses shall thereafter be examined or
cross€xamined as the case may be by the Committee:

(a) Those upon whose testimony, the charge was
based;

whom the c

charged will be required to indicate the points.'on
which such witness will give evidence and it is
open to the Enquiry Committee, on scrutinising
the list, where it appears to be vexatious or
frivolous, to restrict the number of witnesses only

. to those whose evidence is relevant and material
to the proceedings of enquiry.

(c) Any other person whose evidence being relevant
the Committee censiders it necessary to record.

(d) The statement made by each witness shall be
succinctly recorded by the committee and will be
signed by the witness and counter-signed by the

J
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,(b) Those
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(e)

person charged. lt is not necessary to wrile down
questions and answers except where absolutely
necessary on a crucial point, where the admission
or denial must be recorded verbatim.
When a witness comes before the Enquiry
Committee, he should be asked to make a
statement ol facts within his knowledge relating to
the chargq. The person charged shall be entitled
to cross-examine such a witness, but the witness
will not be permitted to cross-examine the person
charged. The person charged can be only
examined by the Enquiry Committee. lf on the
evidence given by a witness, the Enquiry
Committee wishes to examine the person
charged, this may be done but not in the
presence of the witness who has made the
statements. The witness can be recalled later, if
necessary. The person charged will also be given
an opportunity to examine his witness in his
defence.

FINAL STATEMENT:

After all the evidence which is necessary and relevant
has been lhe--

making a final statement in his defence should he desire
to do so. This statement should be recorded in writing
and signed by the person charged. ln case the person
charged or any witness refuses to sign the statement or
deposition, that fact should be recorded in the Enquiry

VI. REPORT OF THE ENOUIRY COMMTTTEE:

The Enquiry Committee should formulate its Report in
the following order:
(i) Charges contained in the chargesheet
(ii) Summary of the evidence recorded
(iii) Analysis of evidence and Enquiry Committee's

observations thereon
(iv) Findings in respect of each of the charges and

reasons for arriving at these findings

i

f

t
t
f
t
t

Proceedjngs.
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VII. ORDER BY THE COMPETENT AUTHORITY:

The Competent Authority on receiving the report of the
Enquiry Committee shall satisfy itself as to the
correctness of the findings by giving its independent
attention to the weightage of evidence both for and
against the charge-6. Where the Competent Authority
agrees with the findings of the Enquiry Committee, it is
not necessary for it to give reasons for the acceptance of
the Report, but where it disagrees, it shall record the
reasons for such disagreement. The Competent
Authority shall thereafter issue an Order of punishment
after having given the workmen concemed a reasonable
opportunity of making representation on the penalty
proposed. ln awarding punishment, the Competent
Authority shall take into consideration, the elitent and
gravity of the misconduct, previous service record of the
person charged and any extenuating or aggravating
circumstances of the case.

VIII. GENERAL:

(a)

' I a c{r .j L.ii flqs-

ln a case where an appeal lies and the person
. charged "

uests copy .ot. the 
-E

enabb him to prefer an appeal, the Competent
Authority shall supply him with a copy of the
Enquiry Committee's report and/or with a copy ol
enquiry proceedings. Similarly, at a requesl of the
person charged, the Enquiry Committee shall
during the course of the enquiry also supply him

:,t,. with a .cogaf-','#:Ifla,
statements recorded before the Enquiry
Committee.

(b) lt is important that an investigation and/or enquiry
into an irregularity or misconduct be completed
within the shortest possible time.

i' -: 
- rll;icir+ijiiitrrri:;r:i:,i .;,
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ANNEXURE 'H'- SEE CLAUSE 3O-A

Before passing an order of Compulsory Retirement, the
Managing Directpr shall duly consider :-

a) Recommendations of the Review Committee
b) The Service Record of the employee for a period of last live

years immediately preceding the date of consideration
wherever applicable.

c) The Appraisal Report trom lhe Head of the Department
concemed and shall also take into consideration other
relevant factors enumerated hereinatter :-

(i)
(ii)
(iii)
(iv)
(v)
(vi)

(vii)

Suitability
Etf iciency
Competence
Ouality of Performance
Health of employee
lnstance of non-availability of the employee lor duty
in the past, as a result of ill-health or olhenyise
Compatibility with the management and co-

..tlt{f;?;S3t!&eE{eht*F.31Ji,r g E

(viii) The opinion of the management that the em oyee
has become redundant due to technological
advances and non-tamiliarity with the new systems
and working requirements.

(ix) The tact that the management has reasonable
apprehension that the continuance of the concerned

;ffi"soffi; r,, 
" r. "r&Smrs,S6Fq€+{njustifiable lack of conlidence in the employee.

2. The Managing Director of the Company shall constitute
a Review Committee consisting ol atleast three persons
amongst senior Departmental Heads/ Deputy Managing
Director of the Company as may be deemed fit by him for the
purpose ol making recommendations of the Management in
respect of the Compulsery Retirement of an employee atter the
concemed employee attains the age of 55 years. The said
Committee shall consider as to whether the concemed
employee should be required to retire compulsorily or not,
keeping in view the requirements ot the Clause 1(b) and (c)
reterred to above.
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3. The Review Committee shall lormulate its
recommendations rn this behalf and fonrvard the same to the
Managing Director for appropriate action.

4. ln an appropriate case and after due consideration of
relevant factors, the Managing Director of the Company may
pass an order for compulsory retirement even during the
pendency of a disciplinary enquiry or even where the
disciplinary enquiry against the employee is under
contemplation or is already completed, if the management
decides to drop the disciplinary proceedings in the interest of
the Company and is of the opinion that it would be reasonable
to direct compulsory retirement ol the employee concemed
under the Standing Order herein. The Managing Director shall
exercise his discretion after taking an overall view of the matter.

5. The Review Committee as well as the Managing Director
shall record briefly the r€ason in support of the view taken. The
reasons so recorded ne€d not be communicated by the Review

employe€ concem€d. The reasons so recorded shall be treated
asConfidentiatnecouorm;*o.TI;'....**'.'':i].3i,:?s:':..Y,'*.,'.*..=,..Wffi

6. The Board of Directors may review the decision of the
Managing Directrr wheher against the emplcyee or in favour ot
the employee conc€med of its own or in pursuance of written
representation of the employee concemed within 60 days of the
receipt of the representation provided the representation from
the employee concemed should be with
date ol order ol the .f{ellnsqg atrnctor"

"r - 
't "sFreclfic"tliiiitli on of the Board of Directors to the contrary, the

decision of the Managing Director shall be implemented even
during the pendency of the Review Proceedings of Board of
Direclors on the basis of the relevant record before the
Managing Director in the light of recommendations ol the
Review Committee and/or the decision of the Managing
Director and the written represenlation of the employee
concemed. The Board of Directors shall not be obliged to grant
any personal hearing while deciding the Review. The Board
shall dispose off the Review expeditiously and as far as
possible within three months from the receipt of the
representation for Review. The decision of the Board ol
Directors in this behalf shall be binding on the employee.
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