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THE{SEiRVICJE RULES FOR THE EMPLOYEES OF THE COOPERATIVE SUGAR
MILLS IN THE STATE OF HARYANA

1.
a)

b)
c)

\ Short title and Commencement

\ The service rules shall be called “The Service Rules
- for the employees of the Cooperative Sugar Mills in the State of Haryana.

- These servics rules shall come into force immediately.

' These service rules shall be read with and subject to the Haryana Cooperative
- Sacieties Act, 1984 and -ules made there under as amended from time to time.

 Definition

In these rules unless there is anything repugnant to the subject of context:-

egistrar" means the Registrar, Cooperative Societies, Haryana.

hairman" means the Chairman of the Sugar Mills.

anaging Director” means the Managing Director of the Sugar Mills.

ociety means Cooperative Sugar Mills located in the State of Haryana.

ye-Laws means the bye-laws of the Society.

oard” means the Board of Directors or the Board of Administrators of the Society.
as the case may be.

xecutive Committee” means the Executive Committee appointed by BOD of the
Society.

"Employees” means any parson in the employment of the Society.

"Direct Recruitment” means the appointment made otherwise than by
promotion/on deputation from open market or from within serving employees of the

‘quivalent Pcst' means any two or more posts in the service carrying
identical time scales

alary" means the basic monthly pay which shall also include other
emoluments.

"Fay" means the basic monthly pay.

"Substantive Pay" means pay to whicn an employee is entitled on account of his
post to which he has been appointed substantively or by reason of his substantive
position in a cadre.

"Year" means the Financial Year of the concerned Society i.e. from 1st April to 31st
March.

"Henalty" means censure with-holding of increment, demotion/reduction to  lower
past aof time scale, suspension, removal or dismissal termination of any employee.
"Act" means Haryana Coogerative Societies Act,1984.

"Standing  Orders" means the Standing Order under the Industrial
Employment(Standing Order)Act, 1946 as applicable from time to time.
"Appointment Authority" means the Authority in which the powers of appointment of
parsonnel of a  particular category vests.

"Clompetent Authority" means the Authority in which the powers by the appointing
authority have been delegated for accomplishment of certain purposes.

"Family" means an employee's spouse, parents/step parents, children/step children
wholly dependert on the employee and actually residing with the employee.

"Nptice” means a notice in writing required to be give or to be posted for the purpose
of these rules.

"Factory” means the premises of the mills as defined under section(2m) of the
Factory Act 1948,

"Medical Certificate” means a certificate regarding illness issued by a registered
Medical Practioner or from a doctor to be prescribed by MD from time to time.
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a)
b)
C)

Applicability

These rules shall apply to all the employees of the Society with the exception of -

On deputation to the society.
Employees in respect of whom matters referred to in these rules are governed by

standing orders under the Industrial Employment(Standing Orders) Act 1946 or
any other legislation or statutory orders for the time being in force.
Employees whose service conditions are regulated by a contract entered into by

them with Society

Provided that the services of such employees will be regulated by the terms and
gonditions contained ir the contract.

Provided further that where the Standing Orders, the legislation or orders aforesaid
are silent on any mater for which provision has been made in these rules, the
provision of these rules shall apply to such extent to such categories of employees
also.

The Authority for implementation / interpretation / Amendment

The implement to these rules will be the concerned society through its Board of
Directors.

If any doubt arise at any time as to the interpretation of these rules or their
application not withstanding anything contained in these rules, the matter shall be
referred to the Registrar whose decision shall be final.

;Becrngitmen_t

The power of recruitment in the service of the mills shall vest in the authority
specified in the Bye-Lzws of the respective society.

Methc»d of recruitment

The rmethod of recruittment will be as under -

By Promotion.
On Deputation.
Direct Recruitment.

By Promotion
By promotion from the permanent/temporary employee of the Society fulfilling the:
gualification and experience of the post and having good work and conduct.

On Deputation
By taking on deputation from the Govt. or coop. sugar mills in the state of Haryana

Direct Recruitment
Direct Recruitment through advertisement /employment exchange as pe-

instructions of Govt. issued from time to time.

Reservation

Reservation in appontments for the candidates belonging to SC. ST, BC,
Ex-servicemen and physical handicapped category etc shall be given as per the
Govt instructions issuad from time to time.

The Ex-servicemen if seiected for the service of the Society will be given benefit of
the military service as per practice and rules followed by the State Govt. from time

to time.
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11.

i)

Senjority
Seniority in each category will be fixed as per selection list for direct recruitment.
For promotion. senicrity will be fixed on the basis of the length of service in that

category in the society.

Lien of service

If an emplcyee is promoted from the junior post to higher post, and at the higher
promoted post till he is not confirmed due to any reason. he shall be having lien ¢n
the post held by him earlier than his promotion on the present post.-

Job inheritance

As per the Haryana Compassionate Assistance to the dependents of deceased
Cooperative Sugar Mills employees rules, 2005 amended from time to time.

{Appointment

Every employee shall at the time of his appointment produce as proof for -

Qualification and Experience

He shall be required to produce the original certificates alongwith attested copies
of the said certificates for the qualifications and experience claimed by him
.enabling him to be a candidate for the relevant post.

Proof for Reservation

Persons belonging to ST.SC & BC shall furnish his certificate in original from tha
Distt. Magistrate/Sub-Divisional Magistrate/City Magistrate of the District to which
they belong

Every person who is appointed from the category of Ex- servicemen shall produce
discharge certificate alongwith other certificates as proof in respect of his previous
service making hm Ex-army personnel.

Fhe persons whe are physically handicapped have to produce proof for their being
fully or partially handicapped from the authorised Medical Officer.

Frp_c:!’__of Age
Every employee shall at the time of his appointment produce as proof of his age of
the following -

Scheol leaving certificate or High School certificate containing the date of birth of
the person.

Date or birth as certif ed by Municipal Board or any other relevant authority for the
purpcse.

Ari insurance policy ta<en out before January, 1st,1984 .

A certificate from Mecical Officer of the Society
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11(A)

®

Fitness Certificate

Every person before joining the service of the society shall furnish a medical
fitness certficate from the Chief Medical Officer/Medical Officer of any Civil
hospital in the: district or from Medical Officer to be presented to MD.

Rlule 11 - Appointment

Type test is substituted with State Eligibility Test in Computer Appreciation and
Aprlications (SETC) as a part of service requirement for Clerks, Steno-typists.
Stenographer-cum-PA/MD. State Eligibility Test in computer Appreciation and
Aprlications (SETC) which shall be post requisite condition/qualification and all
the newly recruited/appointed Clerks, Steno-typists, Stenographer-cum-PA/MD
shall have to qualify the State Eligibility Test in Computer Appreciations and
Applications (SETC) in the organization. The existing Clerks who have been
premoted from Cane Kamdar/Daftri/Centre Chowkidar/Peon or similar equal
pos:s and have not passed the type test till date as required under the Service
Ruies shall have an  option either to pass the Type test or State Eligibility
Test in Computer Appreciation and Applications (SETC). Besides, Steno-typist,
Stenographer-cum-PA/MD  shall have also to qualify stenography test as
orescribed in the service rules of the Department.

The candidates shall have to qualify the State Eligibility Test in Computer
Appreciation and Applications (SETC) within the probation period of one years,
extendable by ore year in case of direct recruitment. The candidate appointed
against the aforesaid categories of posts in Group C shall not be entitled to earn
any increment in his/har pay scale till he/she qualifies the said test failing which
the services of such employees shall be dispensed with. The persons who are
promoted tc the post of Clerk, Steno-typist, shall also have to qualify the State
Eligibility Test in Computer Appreciation & Applications (SETC) within the
probation period o one year, extencable by one year failing which he/she will be
reverted back.

The Government of Haryana hereby authorize Haryana State Electronic
Development Corporaton Ltd.,(HARTRON) or any other Agency as prescribed
by the Gov:., as the authorized agency for conducting State Elgibility Test in
Computer Appreciation and Applications (SETC) alongwith a test in typing speed
in accordance with the syllabus as the State Govt. may specify in this regard
from time to time besides the syllabus already provided in Para-d of these Rules.
The pass certificate issued by HARTRON or any other agency as approved by
the Government would be accepted as an evidence of the fulfilment of the
prescribed condition of the Service Rules.

The syllabus for the State Eligibility Test in Computer Appreciation and
Applications; (SETC) would contain Word processing, Internet Browsing and E-
mai' management only.

In the case of Clerks, typing speed of 30 words per minute in English and 25
Words per minute in Hindi converted with equivalent key depressions in both
cases as the typing speed would be tested on computers.

The Employees possessing any of the following qualification are exempted from
tgking the State Eligibility Test in Computer Appreciation and Applications
(SETC:-

(i) M Tech/B.Tech(Computers) MCA, BCA or Diploma in Computes from

recognized institutions e.g.Polytechnics

(i) Basic Computer literacy certificate from any recognized centre efstablished
under the National Institute of Electronics & Information Technology
(NIELIT) (erstwhile DOEACC Society).

1',.7
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12.

13.

(i)~ Haryana State - Certificate in Information Technology (HS-CIT) from the
Authorised Learning Centres (ALCs) of the HKCL.

(iv)  Candidates/ employees who have already passed the SETC and the
same are valid at the time of joining the service. The State Eligibility Test
in Computer Appreciation and Applications (SETC) passed by any
cancidate earlier shall be considered valid for a period of 5 year from the
date of issue of such certificate by HARTRON or any other agency
authorized by the Government.

(W) Physically disabled candidates i.e amputation of hand (Left and Right).
Amputation of upper limbs, Paralysis of Radial Nerve (Radial Nerve Palsy)
either upper limbs, Declination degenerative disorder effecting the nervous
system which may cause paralysis and atrcphy of the hand and its
muscles and Visually Handicapped.

However, these employees with the exception of those mentioned under
sub para (v) above, shall be required to clear the ‘typing test’ being part of
the  State  Eligibility Test in  Computer  Appreciation and
Applications(SETC)..

Test will be applicable from the date of issue ¢f Govt. instructions dated
711.2013

g’:hgr.acter Verification

very person selected for the post shall have to furnish particulars required to be
verified by the police alongwith 3 copies of his passport sized photograph. The
character verification shall be got carried out before any person joins the duty of
regular nature in the service of the society.

’I'hg person who join the service of the society by leaving their earlier employment,
shall furnish a character certificate of acceptable nature from his previous employer.
It will be within the rights of the society whe may ask for fresh character verification
of any employee at any time, if situation so warrants and decided by the society.

Cpnditiions of Service

Probation

All the appointments shall ordinarily be made in the first instance on prokabtion for
a jperiod of one year. This probation period shall be extended as per the
conditions as specified under Rule 11A for the posts wherever applicable.
Tiis will be mentioned in the appointment order/letter. This probaticn period can
bé extended by the appointing authority at its sole descretion without any reason,
from time to time. The probation period shall, however, not be extended more than
one year. Thus, the total probation period shall not go beyond 2 years.

During the pernod of probation the service of any employee can be terminated by
the Appointing Authority by giving a notice of one month, if the performance of the
employee is not focund satisfactory and non clearance of SETC as provided
under Rule 11(a) & 171(b) for the posts wherever applicable or if there is any
reason sufficient for the action. For this purpose whether the reason is sufficient or

will be decided by the Appointing Authority.

The Society shal have the right to transfer one employee from one
department/section to another or from one machine to another at its sole
descretion not affecting his salary/wages and class or service provided, such
transfer does not affect the functioning of the mills.
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Q}onfi rmation

Upon the satisfactory completion of probabtion period an employee shall be
eligible for confirmation.

After confirmation

After confirmation unless otherwise agreed upon in writing between the society
and the employee, no employee of the society shall resign from the service of the
society, at time, without giving the society atleast 3 months notice in writing of his
intention to do sc or on surrender of salary of the equivalent period i.e. 3 months in
lieu thereof or salary for the unexpired period of notice. Similarly, after confirmation
af an employse unless, otherwise, agreed to in writing between the society and the
employee the society shall have the right to terminate the service of the employee
an giving him not less than three months notice in writing or salary of 3 months
period in lieu thereof or salary of the unexpired period of his notice.

Rrovided that no such notice or payment of equivalent salary in lieu thereof will be
required when an employee is retired at attaining the age of super-annuation or
dismissed from the service as a result of an enguiry conducted against him.

13A. A@nnua.l Confidential Reports

14.

15.

The Annual Confidential reports of the employees of the Coop. Sugar Mills in the
State of Haryana shall be written every year and maintained in accordance with
the instructions/guidelines issued by the Managing Director, Haryana State
Federation of Coop. Sugar Mills Ltd. Panchkula from time to time.

ﬁe‘rvic:e Rules amended (new clause added) vide letter No.SMF-03/AR/589-600
dt.28.4.03.

etirement

All the employees except covered under Sugar Wage Board shall retire from the
service of the society on attaining the age of 58 years. However, this age limit can
be extended by a period of 2 years, in case the employee is found to bhe
outstanding and competent for the duties and the health of the employee so
qérmit:s subject to the approval of Registrar. The retirement age for the employees
whereby Sugar Wage Board will be as per the retirement age mentioned in the
Wage Board recornmendation.

Quty of the employees

Eivery employee shall perform the duties entrusted to him, from time to time in
ajccordanoe with and in implementation of the policy laid down by the society.

No employee shall divulge any secret or any confidential information pertaining to
the working of the society to any person other than his immediate superior.

Facilities
Gontributory Provident Fund:- As per the Provident Fund Act.

Gratuity:- As per Gratuity Act.



17.

ii)
1))
iv)

Vi)

Leave

The foliowing types of leave will be admissible to the employee of the Society:-

Casual Leave
Earned Leave

Sick Leave

Maternity Leave
Compensatory Leave
Extra-crdinary Leave

No leave can be claimed as a matter of right

Full descretion shall rest with the leave sanctioning authority to grantrefuse of
rgvoke any kind of leave at any time according to the exigencies of the service of
the society.

Casual Leave

Casual Leave upto a maximum of 10 days in each year shall be admissible to
cover the usual absence of an employee for personai reasons provided not more
than 6 days casual leave will be admissible to an employee whose services with
the society does not exceed six months. On leave shall be admissible for every
one month of service.

Casual Leave will be non-cumulative and the balance if any at the credit of an
employee on his 31st December, will  lapse automatically. An employee will not
be allowed to avail more than four days casual leave at one time.

Earned Leave

Eérned leave shall be admissible to an employee at the rate of one leave for every
20 days work perfcrmed in the service of the society. The total earned leave in one
Calender year will be 18. The earned leave can be accumulated upto a maximum
180 days. When an employee who has to his credit 180 days of Earned Leave
applies such leave and that leave is refused, he shall be entitled in respect of the
period covered by such refusal, to an armount which could have been payable to
him as salary :n case he had been sanctioned earned leave during that period |
provided that the amount of such payment shall not in any case exceed the
amount of salary for 30 days.

The amount payable to the employee under the provision of this sub-rule shall be
in; addition tohis salary for the period for which leave has been refused. On an
employee receiving the said amount the earned leave to his credit shall be
reduced by the number of days in respect of which such amount has been paid.

F¢r the purpose of the rule "Salary" shall be deemed to mean basic pay and
dearness allowance if admissible and shall not include House Rent Allowance or
any other type of allowance.

Where an employee has to his credit minimum 45 days or more of Earned Leave,
he shall be entitlec, at the time of his availing duly sanctioned Earned Leave for
11 days or more to encash Earned Leave lying to his credit on that date upto a
maximum of 30 days, to meet his leave expenses, and in that case his Earned
lLeave shall stand reduced to the extent of Earned Leave encashed by him as
aforesaid. The encashment will be permissible only if the employee goes out of
station for any personal reason.

Where the services cof an employee are terminated or where the employee
terminates the employment after giving the due notice, he shall be paid salary for
the number of days for which the earned leave is due to him, on the basis of last
p%y' drawn up to a maximum of 180 days.

f 7



v)

An employee wno is due/to retire on his completing 58/6() years of age will be
entitied before retirement to avail of the earned leave at his credit, or encashment
as per hig choice. Such encashment will be upto a maximum of 180 days on the
basis of last pay drawn.

Sick Leave

Maximum 10 days sick leave will be allowed to an employee in each year.

Sick Leave may be availed of only on Medical grounds duly supported by a
medical certificate from a Registered Medical Practioner,Govt /Factory Medical

Officer to the satisfaction of the leave sanctioning authority. Indoor expenses

actually paid for treatment in a Govt, Hospital will be re-imbursed to the

employee on the certification of the concerned Medical Cfficer.

Sick leave is lixe the medical leave (Half pay leave) admissible to Gout.
employees. The sick leave admissible to the workers in a year will not lapse in that
year like casual leave. The unavailed sick leave in the year will be carried forward
and creditad to the account of the employee concerned. The accumulation of sick
leave will commence w.e f.1.12.2001".

Qualification amended by RCS(SM) vide letter No.SMF-01/AR/974&
dt.13.12.01

Extra-ordinary L.eave (Leave without Pay)

Extra-ordinary leave without pay may be sanctioned to an employee in special
gircumstances when no other kind of leave is admissible to him.

The period of extra-ordinary ieave granted to an employee on one occasion shall
not exceed S0 days.

The Society may retrospectively convert periods of absence without leave into
Extra-ordinary leave even when any other kind of leave was admissible at the time
when absence without leave commenced.

No pay or allowance of any kind shall be admissible during the period of
extra-ordinary leave.

Where an ermployee fails to resume his duties on the expiry of of extra-ordinary.
hee shall be deerned to have resigned his appointment and accordingly cease to
be in the employment of the society unlass the Managing Director may determine
otherwise in view of the exceptional circumstances of the case.

Maternity |_eave
A female employee of the society shall be entitled to maternity leave benefits in

accerdance to matarnity benefit Act,(1961 in force and amendments made from time
to time.

Vi)

Compensatory Leave

The employees will be entitled for compensatory leave for extra work got done
from them. These leaves can only be availed after the close of the crushing
season and purely at the discretion of the Managing Director . The Managing
Director will alsc be competent to decide whether compensatory leave is
adrnissible or not.




vii)

b)

viil)

18.

19.

20.

21.

jSundays & Holidays

Sundays or Holidays immediately preceding or followed any type of leave shall be
deemed 1o be prefixed or sufficed to that leave in the normal course unless

specifically ordered otherwise by the leave sanctioning authority and they shall not
e counted as part of the Earned Leave.

As Sunday or Holiday falling between the first and the last day of leave period shall
count as part of that leave.

p:i()mlbina1:ic||n of Leave

Any kind of leave permissible under these rules may be granted in combination
with or in continuation of another type of leave except that casual leave: can not be
combined with ard availed of in continuation with any other type of leave.

Rate of Salary during Leave Period

During the perice of all types of leave, except extra-ordinary leave an employee
shall be entitied to the same pay and allowance as would have been admissible to
him had he not proceeded on leave.

?\bse.-nce without sanction of Leave

Leave shall in the ordinary course be got sanctioned before it is availed of
otherwise. it may be treated as absence without leave. The leave sanctioning
authority may, in that event retrospectively convert the period of absence withou-
leave into extra-ordinary leave without pay, even when any other kind of leave was
admissible to the employee at the time when the absence without leave
commenced.

An employee who remains absent continuously for 10 days without making any
leave application it shall be presumed that he has left the services of the society
and his name shall be struck-off from muster- roll of the factory and an intimation
to “his effect will be sent to the employee concerned, in the manner possible.

An empioyee shail be deemed to be absent if he fails to attend to his duty, unless
he has obtained prior permission for such absence from the competent authority
and in case of unforeseen circumstances has made an application to this effect
Withiﬁl 24 hours of the commencement of the absence:.

Iﬁ an employee is absent from premises of the establishment during the hours of
his duty without proper permission he shall be treated as absent for whole day.

Leave Sanctioning Authority
|

¢asual Leave will be sanctioned by such authority as may be notified in this behalf
by the Marnaging Director.

Earned Leave upto a period not exceeding 3 cays where no substitute is required
may be sanctioned by such autherity as may be notified in this behalf by the
Managing Director.

All other type of leave will be sanctioned by the Managing Director.

Recall from lLeave

The leave sanctioning authority shall with the previous permission of the
Managing Director have discretion to recall an employee to duty before expiry of
his leave, If the emergencies of service of the society so require.

If an employee is out of his headquarter at the time when he is so recall«se«d,‘he Sh?”
Qe treated as on cluty from the date of which he starts for the station to which he is

a



22.

23.

ordered tc report provided that the leave is curtailed by a period equal to not less
than one third of “he total leave sanctioned to him.

Miscellaneous about Leave

If a workman who falls sick and has no sick leave to his credit or he is not entitled
to such leave. then he may avail the earned leave/privilege leave to cover the
period of his illness duly certified to the satisfaction of the management.

Nc person in the service of the milis shall accept other service during the period of
leave.

If the workman remains absent beyond the period of leave originally granted or
subsequently extended, he shall lose his lien on his appointment automatically
unless he returns within eight days of the expiry of the leave and explains to the
satisfaction of the Managing Director/Manager, his inability to return before the
expiry of his ieave.

No person shall se allowed leave for the absenting period. He shouid apply for
leave before he proceeds.except in some genuine casuality or emergency.
Absenting period will be treated as absent from duty.

Any employee who aftercoming to his work in the deptt. in which he is employed, is
found absent from his proper place of work during working hours withour
permission of the appropriate authority or without any sufficient reason shall be
liable to be treated as absent for the period of his absence.

Notwithstanding any thing mentioned above any workman remain absent without
réasonable cause, will render himself liable for disciplinary action.

No leave shall be granted to an employee who is under suspension.

Two hours short leave will be allowed to an employee in a month and not more
than 24 hours in a year. Short leave above this period shall be adjusted against his
lgave a/c.

Short leave means to ieave the mills premises for a short time of not more than 2
hours and resume his duty(short leave will not be allowed for late comers),during
short leave.

National and Festival Holidays
All the employees shall be granted 15 Festival Holidays and 3 National Holidays
with wages in a calander year. The National and Festival Holidays to be observed

by the society are as under :-

N‘pt‘iorual Holidays

Republic Day
Independence Day
Gandh: Jayant

Festival Holidays

13 holidays to be decided by the Management according to the local conditions.

10



i)

Should an employee be required to work on a National or Festival holidays, he
shall at his option and entitied to twice his average daily wage for that day, or his
average daily wage for that day and a substituted holiday with his average daily
wage on any other day within ninty days from the day on which he so works.

In the majority of the employees desire and give in writing that they want to enjoy
festival holiday on any other day in addition to the days as already agreed in(i)
above and agree to work in lieu of that holiday on preceding or next, weekly
off-day, the management may declare such other day as holidays for the purpose
of this crder.

DISCIPLINARY PROGEDURE
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24,

Pqnishment for misconduct

"Any employee is found, after proper enquiry, to be guilty of mis-conduct shall be
liable for imposition of penalty prescribed in Appendix-'B".

The affected employee can file an appeal to the appellate authority against the
punishment awarded within 60 days of the receipt of the order of final punishment
awarded to him, provided further that the appellate authority may condone the
delay in filing of appeal depending upon the exceptional circumstances of the
case and by passing a speaking order.

Qualification amended by RCS(SM) vide letter No.SMF-05/AR/3399-3401 dt.7.7.05

25.

Misconduct

Without prejudice to the general meaning of the terms misconduct, it shall deem
and mean, all acts of misconducts and other acts of omissions specifically
provided herein below:-

Insubordination |, refusal to work or disobedience whether alone or with others, of
any lawful and responsible orders of supervisors including the orders which the
Managing Director ray issue under these Service Rules.

Thef:, fraud or dishonestly in connection with the employer's business or property.
the theft or property of another pe-son or employee on the premises of the
establishment or unauthorised retention of any property or quarters of the society.

Habitual absence without leave or absence without leave for more than seven
consecutive days or over staying the sanctioned leave without sufficient cause.

Breach cf any Serv ce Rule or any law applicable to the establishment or any rule
made thereunder.

Saliciting or collecting contribution for any purpose whatsoever including Union
dues or subscription or convessing union membership at anytime inthe
establishment without the written permission of the Managing Director.

Engaging in trade including money lending or borrowing within the premises of the
establishment without the written permission or the Managing Director.

Riotous, disarderly or indecent behavior or wrongfully interfering with the work of
other employees or any improper act within the establishment premises or
preaching or inciting violence.

Darage whether willful or due to irresponsible action or negligence to any plant,
machinery or work in process or to any property of establishment.

/1
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10)

11)

12)

13)

14)
15)

16)

17)

18)

19)

20)
21)
22)
23)

24)

25)
26)

27)

28)

29)

30)

Disclosing to any unauthorized person any information in regard to the process or
relating to business of the establishment which may come into possession of
employee in the course of his employment.

Distributing or exhioiting or causing to distribute or exhibit hand bills pamphlets,
pasters and/or such other things or causing to be displayed by means of signs or

writing or other visible representation of any matter within factory premises without
previous sanction of Managing Director in writing.

Taking or smugglirg or being found in possession of any lethal weapon in the
establishment.

Daing private, personal or which work within the establishment with or without tools
or materials belonging to the establishment without the previous permission of the
Managing Director.

Making false, derogatory, defamatory or malicious statements against the
establishment or its officer or any emgloyee of the establishment.

Willful falsification, defacement or destruction of records of the establishment.
Aliowing an unauthorized person to operate his machine.

Any act of bad faith towards the superiors or any intentional act likely to harm the
interest of the superiors.

Biecking or obstructing the gate or gates of the establishment factory or office.

Any other act, though not specified but which would constitute gross misconduct in
general law or which is incompatible with the employment of the employee.

Hunger strike within factory premises, go slow dharnas, stay in strike for any
reason whatsoever.

Habitual late attendance for more than 3 times in a month.
Resorting to lllegal strike or inciting others to resort to such strike.
Smoking at werkshop floor and places where smoking is prohibited.
Sleeping, napping or dozing while on duty.

Willful or deliberate or intentional or knowingly slowing down of production or
ingiting others to slow down.

Conviction by a court of law for any offence involving moral turpitude.

Corrmitting or including in anti-social act or involvement in act or moral turpitude.
Threatening. intimicating, insulting, abusing, using abusive language or assaulting
any superior or co- employee in connection with the employee's business, either

inside or outside the factory.

Preaching or inciting to violence likely to jeoparadise the safety of the
establishment or threatening , intimidating any person inside the factory.

Berrowing money from a subordinate.

Terrpering with any safety devices installed in the establishment or not following
the given instructions pertaining to safety or refusal to use safety

‘appratus/equipment.
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31)  Drunken or intoxication or gambling while on duty.

32) Refusal to undertcke training in First-Aid, fire fighting and Air Raid precaution
without congent reasons.

33) Distributing of parnphlets and holdings of meetings in the premises without
parmission.

34) Refusal to receive official communicazions.
35)  WIillful absence from duty or making application for leave on false grounds

36) Unmauthorized occupation or use of Society's quarters, telephones, conveyance or
other property.

37)  Going on strike, joining or calling other to go on strike without giving 15 days
natice.

38) Making false compiaints, statements, representations to any body which is likely
to bring the Society and officers of the society into disrepute or defamation in
puclic orin the eyes of laws.

39) Refusal 10 be transferred from one job to another, from one shop to another, from
one work to anothe-.

40) Agting, agitating against or breaking violating any agreement settlement or award,
apclicable to binding upon the society and the erployee.

41)  Divulging of official secret or trade secret giving out informations which may come
to Fis notice during the course of employment.

42)  Operating or attempting to operate or use of any machuine without specific
permission or instruction of the Head of the Department.

43)  Any other act subersive of discipline.

NOTE: The above list is only illustrative and not exhaustive. The other acts and omission
will also be misconduct as provided anywhere else.

26. quuirv into misconduct

If ary report or complaint verbal or written is received and if disclosed on the fact
of it that the accusation made against an employee constitute a major misconduct
and disciplinary action is contemplated, the employee shall be given a
charge-sheet in writing. The employee so charge-sheeted shall be given atleast 48
hours to enable to him to prepare and submit his explanation. The employee may
at the discretion of the Managing Director, be granted exiension of time for
submission of the explanation , if the employee refused to accept the
charge-sheet, it shall be sent to him by registered post and simultaneously
displayed on the Notice Board. The charge sheet so served will contain the
statement of charge or charge setting out the alleged misconduct and also may
contain suspension from duty. Where the employee who has been served with a
charge sheet has denied or controverted the charges levelled against him, his
explanation shall be considered. In case the Managing Director/Competent
Authority is satisfied with the explanation submitted by the employee he shall be
apsolved of all the charge. Otherwise, the employee will be issued an enquiry
notice containing the name of the Enquiry Officer. date. time and place where the

enquiry shail be held.
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27.

28.

29.

The enquiry will be conducted by the Managing Director/Competent Authority. The
Enquiry Officer will hold enquiry proceedings and empioyee will be given full and
fair opportunity to defend himself or to present his case. In case, the employee
fails to participate or present himself in the enquiry proceedings, the Enquiry
Officer will be within his right to proceed ex-parte in the absence of the employee.

The Enquiry Officer after recording the evidence will submit his findings to the
Managing Director. The Managing Director/Competent Authority will consider the
examine all the: records of the Enquiry will pass an order either of punishment or of
withdrawing the charges as the case may be. The order of punishmert shall be
cammunicated to the concerned empioyee.

PUNISHING AUTHORITY

The Managing Director/BOD of the society will be Punishing Authority as per the
provision of bye-laws of the Society. If any minor punishment as mentioned in
Section 29, i to v the punishing authority will the the MD.

NATURE OF PENLITIES

The nature of penalities which may be imposed, the authority empowered to
impose such penalities and appellate authority shall be such as specified in
appendix 'B' to these rules. No order of punishment falling under penalities shall be
madz except after holding an enquiry against the employee concerned.

SUSPENSION

If having regard to the nature of the misconduct, the society is satisfied that it is
necessary or desirable to place under suspensicn the employee against whom an
enquiry is being made, the society may pass an order placing him under
suspensicn.

An employee of the society who is arrested & detained in official custody whether
on a criminal charge or otherwise, for a period longer than fortyeight hours shall be
deemed to have been suspended by the society with effect from the date he was
placed under custody.

An employee who is placed under suspension shall be entitled to receive payment
from the society as subsistence allowance a sum not exceeding half the pay to
which he would have been entitled but the order of suspension.

If however, the employee is punishec after the enquiry or permission to punish is
grantec by the authority concerned he shall not be entitied to wages for the period
of suspension.

A emplovee who is suspended shall not during the period of his suspension enter
the factory without permission of the Management in writing.

i) On notice of termination of service being given tc an employee, the accrual
of any kind of leave shall stop with effect from the date of notice.

i) On nctice of resignation from services being given by an employee, he will
not be entitied any an-availed oortion of casual and sick leave, but shall be
given the priviledge/earned leave already sarned.

i) On notice of termination of services being given to an employee, the
unavailed portion of his earned/priviledge leave, if any, will be paid
equivalent wages to which he would have been entitled to for that period if
he would have remained in the service of the mills.

4
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30.

it
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31.

An employee can leave the mills service by giving three month's notice or three
month's salary in lieu of notice period. Similarly, the Management can terminate
the service of the employee by giving three month's notice or three months salary
in lieu of notice. However, this condition does not apply if employee is terminated
on the basis of mis-conduct.

Duties of an employee on termination of service

An emgloyee under orders of transfer or on termination of his service must return
ana submit forthwith and in any case within 24 hours of such orders of rermination
all pooks, papers, documents, files, diaries. drawings. maps, charts, instrument
tools, cash and all other articles whatsoever. belonging to the mills in his
possession. given charge of the same to the person or the persons duly authorised
to receive them.

He shall vacate the house within 24 hours of termination if provided by the mills
unless specially permitted in writing to stay longer.

His accounts will be settled and final payment will be made to him on getting a
Clearance certificate in respect of above items.

RECEIFT OF CASH

No employee shall unless duly authorised in writing by the Managing Director of
the Society, receive, coilect or realise any cash, property or assets of the Society.

Every employee shall before the close of the day deposit with cashier or any other
person authorsed to receive cash, as the case may be all the cash received or
collected by him on behalf of the Society during the course of the day.

Every employee dealing in cash or store of the Society shall have to furnish cash
security or other guarantee as and when required from time to time, as decided by
the Managing Director.

HANDING OVER OF PROPERTY

Every employee shall on termination of his service or on retirement or at any time
during his term of services as and when called upon by the society shall hand over
of all the money, fies, registeres anc other properties of the society in his custody
or control and vacate handover possession of the accommodation or quarter if
any of the society alloted to him. the said accommodation or quarter being
deemed to have been occupied by him under lease/licence of the society for
convenient performance of his duty and not as a tenant.

Failure on the part of the employee to handover charge and possession as
aforesaid shall entitle the society to forfeit the salary security deposit and other
dues, if any, of such employee payable by the society without any prejudice to the
rights of action which the society may have in law or under its regulation against
such employee.

Private trade or Employment

No employee of the society, shall except with the previous sanction of the society
obtained in writing, engaged directly or indirectly in any trade or business or
undertake any employment.

Provided that an employee of the society may without such sanction, undertake
honorary waork social or charitable nature or occasional work of a literary, artistic or
scientific character, subject to the condition that his official duties do not thereby
suffer; but he shali not undertake or shall discontinue such work if so directed by

the Society.
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Explanation

Canvassing by an employee of the Society in support of the business of insurance
agency or commission agency, owned or rranaged by his wife or any other
member of the farily shall be deemed to be a breach of this sub-rule.

Every employee cf the society shall, if any member of his family is engaged in a
trade or business or owns or manages an insurance agency or commission
agency, report that fact to the society.

No employee of the society shall, without the previous sanction of the society
obtained in writing or except in the discharge cf his official duties, take part in the
registration, promotion or management of any company registered under the
comparies Act, 1956 or any other law for the time being in force or any cooperative
society the primary object of which is commercial purpose.

Provided that any employee of the society may take part in the registration,
promotion or rmanzgement of the cooperative society substantially for the benefit of
the socety employees or of a literary, scienti‘ic or charitable society registered
under the Soc eties Registration Act or any other corresponding law in force.

Explanation

In this sub-rule 'Cooperative Society' means a Society registered or deemed to be
registered in the cooperative societies Act or any other law relating to the
cooperative society for the time being in force in any state .

No employee of the society shall accept any fes for any work done for any public
body or for any private person without the sanction of the society.

TAKING PART IN POLITICS AND ELECTION

No employee of the society shall be a member of or be otherwise associated with
any political party ror shall he take part or subscribe in aid of or assist in any other
manner, any political movement or political activity.

Provided that nothing contained in this rule shall debar an employee from taking
partin any form of legitimate trade union activity.

Provided further that on a question arising, the decision of the Managing Director
as to the legitmacy of the trade union activity shall be final,

It shall e the duty of every employee of the scociety to endeavour to prevent any
member of his family from taking part in or subscribing in aid of or assisting in any
other manner. any movement or activity which is or tends directly or indirectly
subversive of a Government as by law established and where an employee of the
saciety is unable to prevent a member of his family from taking part or subscribing
in aid of or assisting in any other manner, any such movement or activity, he will
make a report o that effect to the society.

No employee of the society shall convass or ctherwise interfere with or use his
Influence: in connection with or take part in election to any legislature or local body.

Provided that an employee of the soc ety qualified to vote at any such election may
exercise his right to vote but while doing so he shall give no indication of the
manner in which he proposes to vote or has voted.



34.

i)

35.

36.

(2)

Explanation

The display by an employee of the society on his person/vehicle or residence or
any electoral symbol shall amount to using his influence in connection with election
within the meaning of the sub rule.

CONNECTION WITH PRESS OR RADIO

No employee of the sociaty shall except with the previous sanction of the society,
own wholly or in part or Conduct or participate in the editing or Management of any
newspaper or other periodical publication.

No employee of the society shall except with the previous sanction ofthe society or
by any other authority empowered by it in this behalf or except in the bona-fide
discharge of his dulies.

Publish a book himself or through a Publisher or contribute an article to a book or a
campilation of articles or

Partcipate in a radio broadcast or contribute an article or write a letter to a
nawspaper or periodical -

either in his own name or annonymously or in the name of any other person:-
Provided that ro such sanction shall be required:-

If stch publicetion is through a pubisher and of a purely literary, artistic or
scientific character or

if such contributior broadcast or writing is or a purely literary, artistic or scientific
character.

CRITICISM OF GOVERNMENT OR SOCIETY

No employee of the Society shall in any radio broadcast or any document
published anonymaously or in his cwn name or in the name of any other person in
any communication to press or in any public utterance make any statement of fact

or opinion:

Which has the effect of an adverse criticism of any current or recent policy or
action of the society or the central or State Government.

Which is capable of embarrassing the relation between the central or any State
Government.

Provided that nothing in this rule shall apply to any statement made or views
expressed by an employee or the Society in his official capacity and in the due
performance of the duties assigned to him.

GIFTS

Save as provided in these rules no employee of the Society shall accept or permit
his wife or any other member of his family or any other person acting on his behalf
to accept any gift exceeding Rs.100/- in value without the previous sanction of the

society.
Where it is not practicable for an employee of the society to obtain .pre\_lious
sanction of the society under preceding rule for accepting or permitting his wife or

any other member of his family or any other peson acting on his behalf to accept
any gift exceeding Rs.100/- in value. he shall within one month of the acceptance

17



37.

39.

40.

41.

of such_ gift make a report to the society stating the circumstances under which
such gift was accepted, and if the society does not approve of such acceptance |
he shall return the gift to the donor or deposit the same with society.

On occasion, such as wedding anniversaries. “unerals, religious functions, when
making of gifts is in confirmity with the religious or social custom, gifts may be
accepted -

From near relations, provided that a report shall be made to the society if the value
of any such gif: exceeds Rs.500/-.

From personal friends having no official dealings with the employee of the society,
provided that a report shall be made to the scciety if the value of any such gift
exceeds Rs.200/-.

CONSUMPTICON OF INTOXICATION DRINKS AND DRUGS

An employee of the socigty shall:-

Strictly abide by any law relating to intoiicating drinks or drugs in force in any area
in which ne may happen to be for the same time being.

Not be under the influence of any intoxicating drinks or drug during the course of
his duty and stall also take due care that the performance of his duties at any time
is not affected in any way by the influence of such drink or drug.

Not appear in a public place in a state of intoxication .
Not use such drinks or drugs to excess.

IMMOVABLE/MOVABLE PROPERTY

At the time of joining the service and on the 31st of March every year
thereafter/movable property possessed by him and its market value and situation
thereof in such form as may be prescribed.

EMPLOYMENT OF NEAR RELATIVES OF ENMPLOYEES IN FIRMS
ENJOYING SOCIETY'S PATRONAGE:

No employee holding a supervisory post, shall except with the perevious sanction
of the society permt any member of his family to accept any employment with any
private firm with wh ch he had official dealings.

CONVICTION OR ARREST OF AN EMPLOYEE:

An employee convcted by a court cf law or arrested shall report the fact of his
conviction/arrest to his department superiors promptly and failure to do so shall be
considerad as misconduct within the meaning of rule 25.

BIGAMOUS MARRIAGE

No employee who has a wife living shall contract ancther marriage without first
obtaining the permission of the Society, notwithstanding the such subsequent
marriage is permissible under the personal law for the time being applicable to
him.

No female employee shall marry any person who has a wife living and vice versa,
without f rst obtaining the permission of the society.

18
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42. FORWARDING APPLICATIONS:

(1) No employee shall forward any application for employment
elseswhere, except throuch proper channel and after approval of MD or
any body authorised.

{(2) No employee sheall forwara an application for an award of a
fellowsnip, scholarship etc. directly to the authority concerned, unless he
15 sponsered by the society or is permitted to take up such sc hotarshtp or
fellowship.

43. PAY AND ALLOWANCE:

tmployees covered under Sugar Wage Board will be
governed in the matter cf pay and allowances as per the Sugar Wage
Board recommendations. The pay of other employees will be as per
Annexure'A’ and their allowances wil be as per Govt. rules.

44, QUALIFICATIONS:

No parson shall be appointed to any post in the service unless he is in
powe‘mon qualifications and experience specified in column 3 of
Appendix 'C' to these rules in case of direct recrutment and those
specifiea in Column 4 of the aforesaid Appendix in case of appointment
other than by direct recruitment.

45. RELAXATION OF QUALIFICATION:

In case of appointmert of deceased employee, relaxation in
qualification will be allowed in sgecial circumstances with the pricr
approval of Registrar,Cooperative Sccieties, Haryana.

4e. AGE:
No  person  shall be appointed tc  any post by direct
recruitment who is less than 18 years or more than 42 years except
tecanical posts and senior post mentioned oelow. For the tecnnical post,
the upper age limit for direct appointment will be 45 years. The upper age
limit  for recruitment for Chief Engineer,Chief Chemist. Cane
Manager,Chief Accounts Officer will oe 50 years.Reservaticn in upper
age of recruitment will be given as per Govtinstruction issued time to
tima,
Amended oy RCS(SM) vide letter Nc. SMF-Z019/AR/8012-21 dt. 15.1.19
47. BONUS:

The employees shall be allowec Bonus as per the provision of the
Bonus Act as amended from time tc time.
48. RELAXATION OF RULES:

th re th@ Managmg Director is of the opinion that it is necessary or
expedient to do, so he may be , by order, for reasons to be recorded in
writing, relax of the provisions ¢f these rules with respect to any class or
catzgory of persons with the prior approval of Board of Directors and the
Registrar,
Noe:-Advice has been issued by RCS(SM) vide letter No HCSMF-
EstV/AR/9E21-30 dt.21 2.07 not to recommend any cases of relaxation in
basic academic qualifications. Similary, cases for relaxation in age and
experience should be recommended when these two requirements are
we | compensated by other merits of the candicateyi.e. either higher
academic qualification or  higher academic merit. or establi$hed
credenrtals for meritorious work done by the cand/zte/wl.{rmg hIS tenure.
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43.

44,

45.

46.

47.

48.

Note:-

FORWARDING APPLICATIONS

No employee shall forward any application for employment elsewhere, except
through proper channel and after aoproval of MD or any body authorised.

No employee shall forward an application for an award of a fellowship, scholarship
etc. directly to the authority concerned, unless he is sponsered by the society or is
permitted to take up such scholarship or fellowship.

PAY AND ALLOWANCE

Employees covered under Sugar Wage Board will be governed in the matter of
pay and allowances as per the Sugar Wage Board recommendations. The pay of
other employees will be as per Annexure'A’ and their allowances will be as per
Govt. rules.

QUALIFICATIONS

No person shall be appointed to any post in tre service unless he is in possession
qualifications anc experience specified in column 3 of Appendix 'C' to these rules
in case of direct recruitment and those specified in Column 4 of the aforesaid
Appendix ir case of appointment other than by direct recruitment.

RELAXATION OF QUALIFICATION

In case of appcintment of deceased employee, relaxation in qualification will be
allowed in special circumstances with the prior approval of Registrar, Cooperative
Societies, Heryana.

AGE

No person shall ke appointed to any post by direct recruitment who is less than 18
years or more than 40 years except technical posts and senior post mentioned
below. For the technical post, the upper age limit for direct appointment will be 45
years. The upper age limit for recruitment for Chief Engineer Chief Chemist, Cane
Manager, Chief Accounts Officer will be 50 years.Reservation in upper age of
recruitment will be: given as per Govt.instructicn issued time to time.

Qualification amended by RCS(SM) vide letter No.SMF-01/AR/3410-21
dt.5.10.01

BONUS

The employees shall be allowed Bonus as per the provision of the Bonus Act as
amended from time to time.

RELAXATION OF RULES

Where the Managing Director is of the opinion that it is necessary or expedient to
do. so he may bz | by order, for reasons to be recorded in writing, relax of the
provisions of these rules with respect to any class or category of persons with the
prior approval of Board of Directors and the Registrar.

Advice has bheen issued by RCS(SM) vide letter No.HCSMF- Estt/AR/9821-30
dt.21.2.07 not to recommend any cases of relaxation in basic academic
qualifications  Sirnilarly, cases for relaxation in age and experience should be
recommended when these two reguirements are well compensated by other merits
of the candidate i e. either higher academic qualification or higher academic merit
or established credentials for meritorious work done by the candidate during his
tenure.
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48(a)

49,

Board shall be competent to amend any of the provisions of these rules with the
pricr approval of the Registrar and the Finance Department/ HBPE through
Administrative Deptt.

(Amendment made by RCS(SM) vide letter No.SMF-2017/AR/72-81 dt.6.4.17)

SAVING CL.AUSES

Where these rules are silent or in case of by doubt then shall be referred to RCS
where decision shall be final.
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ANNEXURE-A

"'Sr. [ Name of Posts Revised pay scales applicable w.e.f. | Corresponding
| No. 01.09.09 level in pay
: i matrix w.e.f.
| o ) 01.01.16
1.1 Chief Engineer Rs.15600-39100+Grade Pay Rs.6400 11
2. [ Chief Chemist | Rs 15600-39100+Grade Pay Rs.6400 | 11
3. | Cane Manager  Rs.15600-39100+Grade Pay Rs.6400 11
4. Chief Account Officer  Rs 15600-39100+Grade Pay Rs.6000 | 11
5. Deputy Chief Engineer | Rs 9300-34800+Grade Pay Rs 4200 7

6. | Deputy Chief Cnzmist | Rs.9300-34800+Grade Pav Rs 4200 7

7. | Deputy Chief Accounts | Rs.9300-34800+Grade Pay Rs.4200 | 7

Officer 7 B - |

Note :-

1. On the recommendation of the sugar mills, the Registrar shall fix the staff
strength in consultation with the suger mills Federation, with the approval of the
Finance Department/ HBPE through Administrative Deptt.

2. Pay scale and allowances of those employees who are covered under the Sugar
Wage Board shall be determined by the mills as per direction of the State
Government from time to time with the prior approval of Registrar and the
Finance Department/HBPE through Administrative Deptt.

3. The categories of the employees which are covered by the Sugar Wage Board
but the pay scales are to be determined by the mills according to the duties and
quelification shall be determined by the Board with the approval of the Registrar
and the Finance Department/HBPE through Administrative Deptt.

4. The pay scales and allowances of those categories not covered by the Sugar

Wage Board, shall be fixed by the Registrar, Coop. Societies, Haryana in
consultation with  Sugarfed with the prior approval the Finance
Department/HBPE through Administrative Deptt.



Sr.No.

Nature of penalty

Warning with a copy on
Personal file.

Censure

Recovery from the pay of
the whole or part of any
pecuniary loss caused to
the Society by willful
default, negligence or
breach of orders.

With-holding of
increments
Or promotion, including
stoppage at any efficiency
Bar, if any.

Suspension without pay

Termination/dismissal of
Services

Reversion to the lower

Grade.

I
o

Authority

empowered
to impose

penalty

Managing
Director

-do-

_dO_

-do-

-do-

Appointing
Authcrity

-cdo-

APPENDIX - 'B'

Appellate Authority

Board of Directors

-do-

-do_
Board in case MD is

appointing authority.
RCS in all other cases.

-do-

(In other cases where orders have been passed by MD, the appellate

authority shall be Board and cases where appellate authority is Board,

RCS shall be authority).

Authority empowered to impose penalty shown in column 3 be delegating

its powers shown in column.2 subject to the superintendent and control of

the authority delegating its powers.



