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ORISSA STATE FINANCIAL CORPORATION

STAFF REGULATION,  1975

PREAMBLE

Whereas  it is necessary to define  the  terms and  conditions of appointment and service of the  Staff  of the Orissa State Financial Corporation and to provide  specially the nature of their duties, official conduct and  discipline and  the  remuneration  payable  to  them  ,  the  Board  of  Directors , in exercise of the power conferred by Section 48 of  the  State Financial Corporations Act,  1951(LXIII  of  1951)  and  after  consultation with  the  Reserve  Bank  of India and with previous sanction of the Government of Orissa has made the following Regulations , namely:-

CHAPTER-I

PRELIMINARY

1.
Short  Title:   These Regulations may be  called  the Orissa  State  Financial  Corporation  (Staff)   Regulations  1975.It  shall  come into force with effect  from  the  26th May,1975. 

2.
(I) Application: These Regulations shall apply to: 

(a)
Every whole time employee of the corporation. 

(b) 
Staff employed temporarily or advisers, officers or other staff recruited on special  contracts, unless the contracts contain different provisions.

(2)
Nothing  in  these regulations shall apply  to  the  Managing  Director, unless the application of him on all  or any  of  these regulations has been approved by  the  Orissa  State Government. 

(3)
The Corporation may, with the previous sanction  of  the State Government and in consultation  with  the Reserve  Bank  of India enter into a  special  agreement  or arrangement  with  an employee with  terms   and  conditions  which may vary from the provisions of these Regulations                       

3.         Definitions: In  these  regulations , unless  there  is anything repugnant in the subject or context:     

      (a) "Corporation"  means the Orissa  State  Financial  Corporation.

      (b) "The  Board" means the Board of Directors of  the Corporation and in relation to any powers exercisable by  it and includes the Executive Committee.

      (c) "The Managing Director" in relation to any  power exercisable by him, includes any Director or Officer who  is authorised  by the  State Government, to exercise the powers and functions of the Managing Director during the  temporary absence  of  the  Managing  Director.

      (d) "The   Secretary"   in  relation  to   any   power exercisable  by him includes any officer authorised  by  the Managing  Director to exercise the powers of  the  Secretary during the temporary absence of the Secretary . 

(e) "Pay"  means  the  amount  drawn  monthly   by  an  employee  of  the  Corporation as the  pay  which  has  been  sanctioned for a post held by him/her substantively or in an  officiating  capacity  or to which he/she is entitled  ,  by  reason of his/her position in a cadre ; and includes ;

(i) Special pay and Personal pay.

(ii) any  other recurring emoluments which  may  be specially          classed as pay by the Board.

(f) "Substantive pay" means the pay other than  special  pay and personal pay and other emoluments classed as pay  by the  Board  under Regulation 3 (ii) to which an  employee  is entitled  on  account  of a post to  which  an  employee  is entitled  on  account of a post to which  he/she  has  been appointed substantively or by reason of his/her  substantive position in a cadre ; 

(g) "Probationary pay" means the pay other than special  pay  and personal pay and other emoluments classed as pay by the  Board under Regulation  3(e) (ii) to which an  employee is  entitled on account of a post to which he/she  has  been appointed on probation. 

(h) "Special pay" means an addition , of the nature  of  pay  to  the emoluments of a post or of an employee  of  the Corporation granted in consideration .

(i) of the specially arduous nature of the duties ; or  

(ii) of   a   specific  addition  to  the   work   or  responsibility :

(i) "Personal Pay" means an additional pay granted to an employee, 

(i) 
to save him/her from a loss of substantive pay in respect of a permanent post due to revision of pay or to any reduction of  such  substantive pay  otherwise  than as a disciplinary measure;

or

(ii)

in exceptional circumstances , on other personal  considerations.

(j) "Average Pay" means the average monthly pay earned  while  on  duty  during the  ten  complete  calendar  months immediately  preceding  the  month in  which  the  employee  proceeds on leave and in the case of an employee who has not been  on duty for more than a year the average  monthly  pay  earned while on duty during the calendar  months immediately  preceding the months in which he/she proceeds on leave. 

(k) "Compensatory  allowance" means allowances  granted  in   consideration  of  personal  expenditure  or  loss   of  amenities  or private practice ,necessitated by  the  special circumstances in which duty is performed.

(l) "Duty" includes-  

(i) service as a probationer,

(ii) period spent on casual leave duly authorised .

(m) "Family" means an employee's wife/husband ,son  and step-sons,   if they are legitimate and below 21 years of age, daughters  and  step-daughters, if they are  legitimate  and either unmarried or widowed .

When an employee dies while on duty or for the purpose of  Gratuity  "family" includes parents, sisters  and  minor  brothers  if actually they are residing with him and  wholly dependant on him/her.               

4.
Circulation  of  Amendment:
Any  new  Regulation  or  alteration in an existing Regulation shall be issued in  the form of a circular for circulating among the staff.  

Provided that no new regulation or an alternation in an existing Regulation shall operate to reduce the scale  of  pay  of an employee on which he/she is entitled to draw  pay in   a  substantive  capacity  on  the day the  new  Regulation   or alteration comes into force.        

5.
   Power to interpret and implement Regulations:

 The power to interpret the Regulations vests in the  Managing  Director who is also   hereby empowered to issue such  administrative  instructions  as  may be necessary to give effect to, and carry out the purpose of the provisions of these Regulations provided  that  ,if  as  a result of  any  decision  of  the Managing  Director  as  regards  the  construction  of   any   Regulation  or  Regulations, an  employee  feels  aggrieved he/she shall have a right to appeal against such decision of the  Managing Director to the Board whose decision shall  be final and binding on all concerned.

*6.
 Managing  Director, power to delegate-:
The  Managing Director  may , subject to such restictions and for so  long as he may deem fit , delegate to the Secretary or any  other officer  appointed by him in this behalf ,any of the  powers conferred  on  him  by  these  regulations  in  relation  to employees  except  the  power  referred  to  in  Regulations  7(iii), 8, 15, 16, 17, 21, 44, 56. 

                       * Gazette No. 1181,dt.3-9-1990.

CHAPTER II

APPOINTMENTS,PROBATION AND TERMINATION OF SERVICES

SECTION-I

APPOINTMENTS
*7.
Classification of staff- 

(i)
The Staff of  Corporation shall be grouped as follows:-

Class-'A' Officers


                            Class-'B' Supervisory & Ministerial Staff

      Class-'C' Subordinate Staff

 (ii)
The Board shall fix from time to time the number  of  posts  in  all categories, the  service  conditions,  the method   of  recruitment/promotions,  the   criteria   for eligibility  for  recruitment/promotion etc.,  required  for  each  post. The  pay scale of the officers ,the  supervisory  and  ministerial  staff & the subordinate staff shall be as  laid  down in the Appendix hereto.        

**8.
Power of Appointment:- 

            All  appointment  to  the  service  of   the corporation shall be made by the Managing Director  provided  that  no  person  in Class-'A' shall  be  appointed  to  the services  of  the corporation unless a  Selection  Committee appointed by the Board has selected him/her :

 Provided that no person shall be appointed as an  officer unless his/her appointment is first approved  by  the Board: 

 Provided further that no person shall be appointed unless he is found medically fit for service under the Corporation:

  
 Provided further that the terms and conditions of the appointment fixed by  the Selection Committee / Managing  Director shall be final subject   to  any  reference under Regulation 45 in case  of first appointment:  

Provided further that the provisions of Orissa  Reservation    of  Vacancies  in  posts  and  services   (for  Scheduled Casts and Scheduled Tribes) Act, 1975 (Orissa  Act 38 of 1975) and the Rules made thereunder and the  provision for  reservation  of  posts  and  services  for  physically handicapped  persons as may be made by the State  Government  from time to time shall be followed mutatis mutandis. 

*, ** Gazette No.631 Dt.26.5.86

   ***   "Provided  further  that  the  provisions  for  reservation  of posts and services for ex-servicemen as  may  be  made by the State Government from time to time shall  be  followed mutatis  mutandis."                    

9.
Certificate of the health and good character:- 
 No  person shall be appointed to the service of  corporation unless-

(a) he/she has been certified by a  qualified  medical  practitioner  approved by the Corporation  to  be  of sound  construction  and  medically fit and  free  from  all  communicable  diseases and is fit for  employment  under  the Corporation. 

(b) he/she  produces  certificates  of  good  character from two respectable persons. 

10.
AGE:   

The  age of a person at the time  of  his/her  first  appointment to the service of the  Corporation  shall   not  exceed 25 years provided that the Board may in  special  cases appoint or authorise the appointment of persons  above the  said  age limit to obtain the services  of  experienced staff.


 Provided further that the minimum age limits for entry in to the corporation service shall be as follows.

Class of employee



  Minimum age

            1. Class `A' 




     21 years

            2. Class `B'& `C'



     18 years

11.
Grant of advance increment on first appointment:- 

The  Board may in exceptional  cases  advance increments to an employee on his/her first appointment.  

12.
Re-appointment in the Corporation Service:-

 (1)  No person who has been dismissed or  has  otherwise  ceased  to be in the service of  the  Corporation  shall  be re-employed without the specific approval  of  the  Board.


Provided that no Government servant who has been dismissed from  Government services would be re-employed by the Corporation without the specific approval of the Board.

***   Gazette No.87 Dt.22.1.1990.

(2)  Except  as otherwise  provided  by  the Board   at   the  time  of  his/her   re-employment,   these  regulations  shall apply to a person who is  re-employed  in the  Corporation   service  as if  he/she  had  entered  the service  for  the  first time on the  date  of  his/her  re-employment.

13.
 Commencement of Service:-

 
(1)  Except  as  otherwise provided  by  or  under these  Regulations, "Service" of an employee shall be  deemed  to  commence  from  the working day  on  which  an  employee reports  for  duty  in  an  appointment  covered  by   these  Regulations  at the place and time intimated to his/her   by the  Managing Director provided that he/she  reports  before noon otherwise his/her service shall commence from the  next following working day. 

(2) Definition of Service:

 
    "Service" includes the period during which an employee  is on duty as well as on leave duly authorised  by the Managing Director but does not include any period during  which an employee is absent from duty without permission  or overstay  his/her leave, unless specially permitted  by  the  Managing Director.

SECTION -II

 PROBATION

14.
       Period of Probation:  

(1) An   Officer   directly  recruited   to   the Corporation's  service shall be required to be on  probation  for  a  period which shall not be less than six  months  and  more  than  one  year  as  may  be  fixed  at  the  time  of  appointment.  

(2) Employees not included in Sub-Regulation  (1) of this shall, on their first appointment  in   the  Corporation's service, be required to be on  probation for one or for any lesser period as the Board may decide. 

15. 
Discharge during probation:-

 During the first month of his/her probationary  period  an  employee may  be  discharged  from  his/her  service by the Managing Director after seven  day's notice  in  that  behalf  or  by  payment  of  seven   day's probationary  pay  in lieu thereof and during  the  rest  of  his/her  probationary period he/she may be discharged  after  15 day's notice in that behalf or by payment of probationary pay  for 15 days in lieu thereof, provided that in  case  of officers no such notice of discharge shall be issued by  the Managing Director without the prior approval of the Board.

16.
Managing Director's power to  extend  Probationary period:-
The period of probation of an employee may be extended at the discretion of the Managing Director, if its work is not found satisfactory during the probationary period.  In the case of Officers the approval of the Board should be taken and in other cases the Managing Director should extend the period on his own authority, but in no case shall the total probationary period exceed two years.

SECTION - III

 TERMINATION OF SERVICE

17.
Termination of service by notice:

(1)  During the probationary period  an  employee shall  not  leave  or discontinue his/her  service  in  the Corporation  without giving prior notice in writing to  the Managing   Director  or  his/her  intention  to   leave   or discontinue the service.   The period of such notice shall  not be less than 15 days.

        (2) After confirmation an employee shall not leave or  discontinue his/her service in the  Corporation  without giving prior notice in writing to the Managing Director  of  his/her  intention to leave or discontinue the service.  The period  of such notice shall not be less than  three  months except in cases where special contract is executed. 

       (3) An  employee  who  shall   contravene   the provisions  of the foregoing sub regulation shall be  liable to  pay  to the Corporation as compensation a sum  equal  to his/her  probationary  substantive  pay for  the  period  of  notice required of his/her

       (4) The Corporation may terminate the service of any employee after expiry of the period of his/her probation on giving him/her.

              (a) Three months' notice, or substantive pay in lieu thereof, if he/she is a confirmed employee.

              (b) 15 days' of notice, or substantive pay in lieu thereof if he/she is an employee under probation.          

               The power to terminate the services of an employee shall be exercised by the Managing Director, subject to in the case of an officer, with the prior approval of the Board.

      (5) Nothing in this regulation shall effect the right of the Corporation.

    (a) to  retire or dismiss an  employee  without  notice  on  pay  in  lieu thereof  in  accordance  with  the provision of the Regulation 18 and 44.

               (b) to  determine the service  of  an  employee without  notice  or pay in lieu thereof   on  his/her  being certified  by  the  Corporation's  Medical  Officer  to   be permanently incapacitated for further continuous service  in  the Corporation.

Explanation-I:

The expression "month" used in this Regulation shall be reckoned according to the  English Calendar  and   shall commence  from  the day following that on  which  notice  is given by the employee or the Corporation as the case may be. 

Explanation-II:
A notice given by an employee under Sub regulations, (1)and (2) shall be deemed to be proper only if he/she remains on duty during the period of the notice, and an employee shall not be entitled to set off any leave earaned and not availed of by him/her against the period of such notice. 

Explanation-III: 

If  an  employee  to  whom  notice  is  given  by   the Corporation   in  pursuance  of  this   Regulation   absents himself/herself  from  duty without  permission  during  the period of notice he/she shall not be entitled to receive any  pay  or  allowance during the period of  absence  and  shall further be liable to such further penalties as the  Managing Director may deem fit to impose.

 * 18.     Superannuation and retirement:        (* Effective from 1.3.87)              

             An employee shall retire at fifty eight years of  age  provided  that  the Board  may  at  its  discretion sanction  from time to time the extension of employment  of  an employee for a period not exceeding one year at a time until  he/she attains the age of sixty years.

Explanation-I:

For  the purpose of these Regulation  service shall  not be included any period of service rendered by  an  employee before attaining the age of twenty one year.

Explanation-II:

Notwithstanding  any thing contained in  this Regulation,  where an employee has at the credit of  his/her leave account ordinary leave earned and has in  sufficient time before the date of retirement either-

(1) formally  applied for  leave  and  been refused it: 

or

       (2)   ascertained  in  writing   from   the Managing  Director that  leave if applied for  would  not  be granted  he/she  may be permitted to avail of the  leave  so refused and in that case the employee would be deemed to have retired from service on the expiry of the leave.    

CHAPTER -III


Record of service, seniority and promotion

19.
Record of service-

A record of service shall be maintained in respect of each employee in such form as may be prescribed by the Managing Director from time to time.

20.
Seniority-

Inter se of officers appointed in each grade shall be regulated by the order in which their names are included in the selection list for  that grade irrespective of their sates of appointment in the grades.

Provided that a candidate who joins the appointment after three months of the issue of the appointment order shall be placed below all those who have joined earlier.

21.
Promotion


The Selection Committee appointed by the Board shall recommend candidate whom they consider suitable from amongst employees on selection basis for promotion to posts in category ‘A’.  The Board of Directors may on the advice of the Selection Committee make such promotion in regard to the officers as it deems proper on the basis of suitability and merit, having due regard to seniority.


The Managing Director may make such promotions in regard to posts in Category ‘B’ & ‘C’ on the basis of merit with due regard to seniority.


No employee shall have right to be appointed or promoted to any particular post or grade.


Provided that the Managing Director may at his discretion make temporary promotions pending selection of outside candidates, or approval of promotion by the Board of Directors in Category ‘A’.

22.
Reversion- 

An employee who has been appointed to officiate or promoted on probation to higher post shall be liable to be reverted without notice at any time within two years of such appointment of promotion provided that he/she is found unfit to held the post.

Gazette No.631 dt.26.5.1986.

CHAPTER – IV

CONDUCT DISCIPLINE AND APPEALS

SECTION - I

 CONDUCT AND DISCIPLINE

23.
Scope of an employee’s service-
 Unless in any case it be otherwise distinctly provided the wholetime of an employee shall be at the disposal of the Corporation and he/she shall serve the Corporation in its business in such capacity and at such place as he/she may from time to time be directed.

24.
Liability to abide by the Regulations and Orders:-

 Every employee shall confirm to and abide by these Regulations and shall observe, comply with and obey all orders and directions which may from time to time be given to him/her by any person or   persons  under whose jurisdiction, superintendence or control he/she for the time being is placed.

25.
Employees to promote the Corporation’s interest: – 

Every employee shall serve the Corporation honestly and faithfully and shall use his/her  utmost endeavors to promote the interest of the Corporation and shall show courtesy and attention in all transactions and intercourses with every person with whom he/she may come into contract in his/her capacity as an Office-bearer of the Corporation.

26.
Omitted

27.
Contributions to Press:-

 No employee may contribute to the press without the prior sanction of the Managing Director or make public or publish any document, paper or information which may come in to his/her possession in his/her official capacity.

28.
Omitted.

29.
Part-time work for outside bodies:-

No employee shall undertake  part-time work for a private or public body or a private person or accept fee there for, without the sanction of the Managing Director who may grant sanction only in exceptional cases when he is satisfied that the work can be undertaken without detriment to his official duties and responsibilities.  The Managing Director may in case in which he thinks fit to grant such sanction stipulate that any fee received by the employee for undertaking the work shall be paid in whole or part, to the Corporation.

30.
Omitted.

31.
Divulging Official information-

Official information or business secrets which come in to possession of the members of the Corporation in their capacity as employees or otherwise must not be divulged to others.

32.
Omitted.

33.
Removal of files from office-

 No file shall be removed  outside the office premises by any employee unless permitted by the Managing Director.

*33(A) – Application of the Government Servant Conduct Rules of the Government of Orissa to the employees of the Corporation .


All the provisions of Government Servant Conduct Rules of the Government of Orissa as amended from time to time shall, mutatis mutandis, be applicable to the employees of the Corporation and any contravention of the said rules shall make the employees concerned liable to penalties enumerated in Regulation  44 of the O.S.F.C., Regulations, 1975.


In case there is any conflicting provisions in the Regulations in this chapter, the provisions of this Regulation shall prevail, and, save as above the provisions in other Regulations shall be in addition to and not in derogations of the provisions of this Regulation.”

34.
(1) Hours of attendance:-

(a) Office hours are from 10.30 A.M. to 4.30 P.M.  Any member of the staff may be required to work beyond office hours if the business of the Corporation demands it.

(b) Any Member of the staff who attends office after 10.45 A.M. will explain his late attendance to the Managing Director.

(c) Any member of the staff who attends office after 10.45 A.M. will be treated to have attended office late.

(2)Attendance Register :– 

On arriving at office, every employee under Class “B” and “C” is required to note the hour of his arrival in the attendance register with initial.  The attendance Register will be placed by the Secretary or any Officer so authorised before the Managing Director by 10.45 A.M. everyday.  Similarly, departure will be recorded by every employee under Class “B” and “C” at the time of departure.

At the close of the month the position with regard to the punctual attendance, late attendance or otherwise will be reviewed by the Secretary or any officer so authorised on 1st every month.

35.
Employees not to be absent from duty without permission or be late in   

           attendance 


(1) An employee shall not absent himself/herself from his/her duties without having first obtained the permission of the Managing Director nor shall he/she absent himself/herself in case of sickness or accident without submitting within three days of such  absence a sufficient medical certificate, provided that in the case of a temporary indisposition the production of a medical certificate may at the absolute discretion of the Managing Director be dispensed with

(2) An employee who absents himself/herself from duty without leave or overstays his/her leave, except under circumstances beyond his/her control for which he/she must tender a satisfactory explanation shall not be entitled to draw any pay and allowances  in respect of the period of such absence or overstayal.  Such unauthorised absence would be treated as misconduct and the employees shall further be liable to such penalties for misconduct as the Managing Director may deem fit.  The period of such absence or overstayal may, if not followed by termination of services under Regulation 17 or dismissal under Regulation 44, be treated as period spent on ordinary, sick, special or extraordinary leave as the Managing Director may determine.

(3) An employee who is habitually late in attendance shall be liable to such penalty  as the Managing Director may deem fit to impose or shall, at the discretion of the Managing Director have one day of his/her casual leave forfeited for every three days he/she is late in a month.  Where such an employee has not causal leave due to his/her, the period of leave to be so forfeited may be treated as ordinary or extraordinary leave as the Managing Director may determine.

36.
Absence from Station – 

An employee in Class “A” and an employee in any other shall not absent himself/herself from his/her station overnight without obtaining the previous sanction of the Managing Director.

*Gazette No.1099 dt.28.7.1989

37.
Acceptance of gifts:-

(1) Save as otherwise provided in this Regulation, an employee shall not except with the previous sanction of the Managing Director accept directly or indirectly on his/her own behalf of any person or permit any member of his/her family so to  accept any gift, gratuity or reward from a person who is not a member of his/her family.

(2) Subject to any general or special order of the Managing Director, any employee may accept a complimentary present or fruit or flowers or similar articles of trifling value, but all employees shall use their best endavours to discourage the tender of such gifts.

(3) Any employee may accept or permit any member of his/her family to accept a gift from a personal friend provided he/she is not in a position to confer any benefit upon the donor in discharge of his/her official duties and has no reason to suppose that the gifts is offered with any ulterior motive.

38.
Acceptance of testimonials, etc.

(i) Save as otherwise provided in this Regulation, an employee shall not except with the previous sanction of the Managing Director.:

(a) receive any complimentary or valedictory address, accept any testimonials presented to him/her or attend any public meeting or entertainment held in his/her honour or

(b) take part in the presentation of complimentary or valedictory address or of a testimonials to any other employee of the Corporation or to any person who has recently quitted the service of the Corporation or attend a public meeting or entertainment held in honour of such employee or person.

(ii) Notwithstanding anything contained in Sub-Regulation (a)

(a) an employee may at the request of any public body sit for a portion, bust of statute not intended for presentation to him/her.

(c) Subject to the  provisions of any general or special order of the Managing Director an employee may attend a farewell entertainment of a substantially private and informal character held as mark of regard to himself/herself or to some other employee of the Corporation or to a person who has recently quitted the service of the Corporation, on the occasion of the retirement from the service or department from a district or station of himself/herself or such other employee or persons.

39.
Omitted.
40.
Speculation in stocks, shares, etc.-
An employee shall not speculate in stocks, shares, securities or commodities of any description, provided that nothing in this regulation shall be deemed to prohibit an employee from making a bonafide investment of his/her own funds in such manner as he/she may consider necessary.

41.
Omitted.

42.
Employees in debt-  

(a) When an employee of the Corporation is adjudged  or declared insolvent or when a moiety of the salary of such employee is constantly being attached or has been continuously under attachment for a period exceeding two years, or is attached for a sum which in ordinary circumstances having regard to his/her personal resources and unavoidable current expenses can not be repaid within a period of two years.  He/she shall be liable to dismissal.

(b)
In such cases the Managing Director shall report the matter to the Board.

(c)
Where a moiety of  an employee’s salary as attached, the report shall show what is the proportion of his/her debts to the salary, how far they detract from the debtor’s efficiency as an employee of the Corporation whether the debtor’s position in irretrievable, whether in the circumstances of the case it is desirable to retain him/her in the post occupied by him/her at the time when the matter is brought to notice or any other post in the Corporation.

(d)
In every case under this Regulation the burden of proof that the insolvency or indebtedness is the result of circumstances which with the exercise of ordinary diligence the debtor could not have foreseen or which he/she had no control and does not proceed from extravagant or dissipated habits shall be  upon the debtor.

(e)
Notwithstanding anything contained in the proceeding Sub-Regulations of this Regulation, the Managing Director, may at any time, call for a statement of his/her debts from any employee and after considering the facts and   explanations, he may with the previous approval of the Board and after giving sufficient notice in that behalf, terminates the services of such employees.

43. 
Employees arrested for debt or on criminal charge:-

(1) An employee who is arrested and detained in custody for a period exceeding a continuous period of 48 hours for  debt or on a criminal charge shall be considered as under suspension from the date of his/her arrest, and shall be allowed the payments admissible to an employee under suspension under Regulation 44 until the termination of the proceedings against his/her when an adjustment of his/her pay and allowances shall be made according to the circumstances of the case and in the light of the decision as to whether his/her absence is to be accounted for as a period of duty or leave, the full  pay and allowances being given only in the event of the employee being acquitted of all blame and treated as on duty during the period of his/her absence less the period spent by the employee, in actual detention. An employee who is committed to prison for debtor is convicted of any criminal offence shall be liable to dismissal.

(2)  Where conviction of an employee is set  aside by a higher court, and the employee is acquitted honourable he/she shall be reinstated in service.

Explanation- 

In this Regulation the expression “termination of the proceedings” shall mean the decision of the lowest  Court which first finally disposes of the case, committal or conviction by the lowest court or any of the appellate courts and it shall open to the Corporation to dismiss an employee who is committed to prison or who is convicted of a criminal charge as from the date of the order of the court that convict him/her.

*44. 
Disciplinary Proceedings

 (I) Without prejudice to the provisions of other Regulations, an officer/employee who commits a breach of regulations of the Corporation  or who displays a negligence, inefficiency or indolence or, who knowingly does anything detrimental to the interest or prestige of the Corporation or in conflict with its instructions or who commits a breach of discipline or is guilty of any other act or misconduct or misbehaviour or, does not comply with the official norms, procedures and instructions while discharging his duties or, misbehaves with officers and employees of the Corporation, shall be liable to disciplinary proceedings and penalties as are provided in Orissa Civil Services (Classification, Control and Appeal) Rules, 1962 as amended from time to time mutatis mutandis.

(2) The procedure for disciplinary proceedings as contained in the Rules mentioned in Sub-Regulation (above shall be followed by the Corporation mutatis mutandis.

*Gazette No.1181 dt. 3.9.1990

*(3)
(a) An employee may be placed under suspension by the Managing Director and he will appoint one of the Officers of the Corporation Senior to the employee placed under suspension to hold an inquiry into the charges against such employee and to make a report. During the period of suspension, the employee under suspension may be entitled to the following payments, namely”

Subsistence  allowance at an amount equal to the leave salary which the employee would have drawn if he had been on leave on half  average pay or on half pay and in addition to the dearness allowance based on such leave salary.

Provided that where the period of suspension exceeds twelve months, the authority which made or is deemed to have made the order of suspension shall be competent to very the amount of subsistence allowance for any  period subsequent to the first period of the first twelve months as follows:-

(i) The amount of subsistence  allowance may be increased by suitable amount, not exceeding 50 percent of the subsistence allowance  admissible during the period of the first 12 (twelve) months, if in the opinion of the said authority, the period of suspension has been prolonged for reasons, to be recorded in writing not directly attributable  to the employee.

(ii) The amount of subsistence allowance may be reduced by a suitable amount, not exceeding  50 percent of the subsistence allowance admissible during the period of the first twelve months, if, in the opinion of the said authority the period of  XE "pay :allowance" \r "p1" \b \i suspension has been prolonged due to reasons to be recorded in writing directly attributable to the employee.

(iii) The rate of dearness allowance will be based on the increased or as the case may be, the decreased amount of subsistence allowance admissible under Sub-clauses(i) and (ii) above.

(b) 
No payment under Sub-Regulation (1) shall be made unless the employee furnish a certificate that he is not engaged in any other employment, business, profession or vocation.

(c) 
When the employee who has been dismissed , removed or suspended is reinstated, the Board shall consider and make a specific order:-

(i) Regarding the pay and allowances to be paid to the employees for the   period     of his absence from duty, and 

(ii)Whether or not the said period shall be treated as a period on duty ;

* Gazette No.1466 dt.26.10.1987.

"Provided that if the suspension is held by  the Board to be wholly unjustified and the employee is fully exonerated the period of suspension shall be treated as on duty and the employee shall be entitled to the difference between his/her subsistence allowance and the emoluments which he/she would have received but for such suspension for the period he/she was under suspension. In any other case the employee shall be entitled only to such proportion of pay and allowances as the Board may decide on the recommendation of the inquiry officer after deducting the amount of subsistence allowance and dearness allowance drawn during the period of suspension provided further that the Board shall not pass any order which shall have the effect of compelling the employee to refund the amount drawn by him/her by way of subsistence allowance and dearness allowance during the period of suspension.

SECTION- II 

 APPEALS

45.
Right to appeal
An employee shall have a right of appeal against any order passed by a superior authority which injuriously affects his/her interest.

46.
Appellate authorities 

(1) An appeal shall lie  against any orders passed by the Secretary in exercise of the powers conferred on him by or under these Regulations to the Managing Director an that of the Managing Director to the Board provided that a copy of the appeal may be submitted direct to the appellate authority.

(2) An application for revision or review of an original order passed by the Board shall be submitted to the Board.

47.
Period of limitation for appeals
No appeal under these regulations shall be entertained unless it is submitted within a period of three months from the date on which the appellate  receives copy of the order appealed against.

Provided that the appellate authority may entertain the appeal after the expiry of the said period, if it is satisfied that the appellant has sufficient cause for not submitting the appeal in time.

48.
Conditions which an appeal should satisfy
Every appeal shall comply with the following requirements:

(a) Every employee submitting an appeal shall do so separately and in his own name.

(b) The appeal shall be addressed to the authority to whom the appealies, shall contain all material statements and arguments on which appellant relies, shall  not contain any disrespectful or improper language and shall be complete in itself.

(c) It shall specify the relief desired.

(d) It shall be submitted through the proper channel.

49.
Withholding of appeals
An appeal may be withheld by the Secretary or the Managing Director, as the case may be, if-

(a) It is an appeal against an order from which no appealies.

(b) It does not comply with any of the provisions of Regulation 48: 

or

(c) It is illegible or is unintelligible;

(d) It repeats an appeal already rejected by the authority to whom the appeal is addressed and does not, in the opinion of the Secretary or the Managing Director, as the case may be disclose any new points or circumstances which afford grounds for re-consideration, provided that an appeal is withheld under this clause, the Secretary or the Managing Director shall submit to the appellate authority concerned a statement of the grounds on which the appeal is withheld.

(e) It is addressed to an authority to which no appeal lies under these Regulations.

(f) It is not submitted within the period specified in Regulation 47 and no reasonable cause is shown for the delay.

Provided that an appeal withheld on the ground merely that it does not comply with the provisions of rule 48 shall be returned to the appellant and, if resubmitted within one month thereof after compliance with the said provisions shall not be withheld.

50.
Grounds for withholding the appeal to be communicated to the applicant in every case in which an appeal is withheld 

The authority withholding the appeal shall inform the applicant the fact of withholding the appeal and the reasons for withholding it.

51.
Appeal must be forwarded to the appellate authority with due despatch
An appeal which is not withheld under Regulations 49 shall be forwarded to the appellate authority with the comments of the Secretary or the Managing Director as the case may be as soon as possible. 

52.
No appeal lies against order withholding appeal 

No appeal shall lie against the order withholding of the appeal. 

53.
Appeals not to be addressed to Directors or the State Government
Appeals shall not be addressed to the Ministers or officers of the State Government, or to the Directors of the Board personally and any such action shall be deemed to be a breach of discipline. 

54.
Joint Petitions:-
 The  provisions of Regulations 48 to 53 shall also apply to the extent they  are relevant to petitions which concern more than one employee and are preferred jointly by  a class or group of employees or by an association or union of employees recognised by the Corporation.  A joint petition shall not be entertained, if: 

(a) It relates to a subject on which the Managing Director is authorised to pass orders, and  no application for redress has been made to him.

(b) It relates to a matter regarding the redress of which a specific procedure has been prescribed under any rule or instruction issued by the Corporation, or 

(c) It  relates to an individual and is not submitted by him/her.

             CHAPTER – IV

PAY, ALLOWANCES AND OTHER CONCESSIONS

SECTION-I

PAY AND ALLOWANCE

55.
When accrue and payable
 Subject to the provisions of the Regulations, pay and allowances shall accrue from the Commencement of the service of an employee and shall become payable on the first working day of the month, following the month during which the services are performed.

56.
When an employee leaves on discontinues his/her service without giving notice as prescribed under Regulation 17 to the Corporation, his/her pay and allowances for the part of the month, if any shall not be payable.  

57.
When cease
 Pay and allowances shall cease to accrue as soon as an employee cease to be in service. In the case of an employee dismissed from the Corporation’s service, they shall cease from the date of his/her dismissal.  In the case of an employee who dies while in service, they shall cease from the day following that on which the death occurs. 

58.
All employees to be graded
 Every employee who is confirmed after his/her probationer period  is completed should have a post in one of the grades referred to the Appendix which will be considered as his/her substantive grade, and to which he/she shall revert when he/she ceases to be:-

(a) under suspension, 

or

(b) on leave or deputation, 

or

(c) helding a temporary post 

or 

officiating in another grade. 

59.
Adjustment of pay and allowances on change of charge when taken     effect
 An employee shall commence to earn the pay and allowance of a post to which he/she is appointed as from the date on which he/she assumes the duties of the post if the charge is transferred before noon of that date and from the following working day if the charge is taken over in the afternoon of that date. 

60.
Two persons not to be appointed to a post at the same time except as otherwise provided in these Regulations, no two persons may be appointed to, or draw the pay and allowances of a post at the same time. 

61.
Employees on transfer 
 
When an employee is transferred from one post to another, he/she shall during any interval of duty between the date of his/her handing over charge of the old post and the date of his/her taking over charge of the new post, draw the pay and allowances of the old or the new  post, whichever are less. 

62.
Admissibility of allowances

Allowances shall only be payable to employees who are actually at the time fulfilling the conditions subject to which they are admissible. 

63.
Overtime allowance
(1) Notwithstanding the fact that the whole time of an employee is at the disposal of the  Corporation, the Corporation may grant overtime allowance, not counting as pay to an employee in Class ‘B’ or ‘C’ who is required to work on Sundays or Holidays or to put in extra hours on week days in connection with the Corporation’s work provided that such an employee, when required to work on any Sundays or Holiday, may be given by the Corporation at its choice instead of such overtime allowance another holiday in lieu of such Sunday or holiday. 

(2) The rate at, and the circumstances in which such allowance may be drawn shall be determined by the Board.

64.
Increments
(1) In an Incremental scale, the increment shall accrue on the completion of each specified period of service on each stage of that scale, whether such service be probationary, officiating or substantive. 

“Acting service in a higher grade will count for increments in an employee’s substantive grade as well as in the higher grade in which he/she is acting and if these are an intermediate grade between the two in which he/she would have officiated had he/she not been appointed to officiate in the higher grade also in the intermediate grade, but the period during which an employee is on leave  without pay will not count for increment. Provided that whenever any employee goes on extraordinary leave on account of illness or for any reason beyond his control he/she should not be allowed to count that period for increment unless so authorised  by the Board/Managing Director for officers others respectively for reasons to be recorded in writing. Sanction to draw increments will be given by the Managing Director in the case of officer and by the Secretary in the case of other employees.

(2)
No increment may be withheld except as a disciplinary measure under Regulation 44 and each other withholding an increment shall state the period for which it is withheld and whether the withholding shall have the effect postponing further increments. 

65.
Premature increments

The Board may grant premature increments to an employee provided that such increments shall be given only in special cases as recognition of outstanding ability of 

an employee and provided further that such increments shall not affect seniority of any other employee of the Corporation.

66.
Refixation  of pay on promotion:-
   

On  promotion from one grade to another, the substantive  pay of an employee shall be initially fixed at the stage  in the new scale which is next above his/her substantive pay in the old scale.

67.

Officiating pay

An employees who is appointed  to officiate in higher grade shall, so long as he/she shall, officiate on such  a grade  ,draw an officiating pay equal to the difference between the substantive pay in the  old scale and the stage in the scale of pay of the of the post to which he/she is appointed  which is next above his/her substantive pay in the old scale  provided that when the promotion so justify, the Managing Director may fix the pay of an employee in the higher scale  at a stage not  lower than the next above the employees pay in the old scale.

68.     Re-fixation of pay on transfer from one scale of pay to another when an employee is transferred from one scale of pay to another on the revision of the scale or otherwise and such transfer does not involve the assumption of  duties or responsibilities of  greater importance, his/her initial pay on the new scale  shall be fixed.

(a) in case his/her substantive pay on the old scale  is lower than the minimum of the scale to which he/she is transferred, at the minimum of the new scale.

(b)
in other cases, at state which is equal to his/her  substantive pay in the old scale, or if there is no such stage below ,that pay plus personal pay equal to the difference ,such personal pay to be  drawn until such time as it approved by subsequent  increments in the new scale.

69.      Pay and allowances-    

The scale of pay attached to the various posts under the Corporation shall be these laid down in the Appendix to these Regulation and the same shall not be varied without first amending the relevant Regulation.

70.
Special Pay


The grant of special pay to an employee shall required the sanction of the Board.

70(A)
Regulation-incentive Allowance

Basing on the financial result and working of the Corporation during the  previous accounting year an incentive allowance not exceeding  16.2/3 % of the aggregate of  pay  and  D.A. drawn by an employee for the period of duty in the preceding  accounting year  may be paid to every full time employee of the Corporation subject to the following conditions.

NOTE:- Full time employee includes the State Government employee whose services are lent to the Corporation on “Foreign Service” terms and conditions but excludes retainers.” Period of duty” includes period on earned leave on full average pay.

1. The employee has served the Corporation continuously for not less than 30 working days during the preceding accounting year.

2. The employee has not resigned or has not been  dismissed from the Corporation service on any ground during the period for which the  allowance  is  admissible.

       *3.          “No employee  shall be entitled to incentive  allowance if his/her pay is 

                      Rs.1,600/- or more per month.

*Gazette  No.1515 dt.17.12.82

   If the pay of an employee  exceeds  Rs.750 per month the incentive      allowance will be calculated as if the pay was Rs.750 per month.”

4.
The employee shall not be entitled  to incentive allowance to the

               extent indicated  below in the  following cases:

a) If he has been reprimand    10%

b) If he has been warned         10%

c) If his increment or promotion has been withheld stopped due to unsatisfactory performance. 80%

d) If he has been reduced to a lower post or grade as a measure of punishment.                          100%

e) If  he has been  asked to make good  any  pecuniary loss caused to the  Corporation by him.      40%

f) If he has been suspended from service for any  reason the suspension has been held valid in a disciplinary  proceeding. 50%

g) If he has attended office late for more than 12 working days. 10%

h) If he has availed of earned leave without  prior permission/sanction on more than three occasions. 10%

i) If he has not submitted the monthly pending lists for more than 3 months.

Provided  the Board may relax the conditions in deserving cases and record reasons therefor.

**70(B)  
Special Allowance for Green Card holders.
If an employee or his/her spouse holds a Green Card, he/she would be eligible for a special incentive allowance subject to terms and conditions decided by the State Government from time to time.

Explanation:-

Green card holder means a person within the age group of 15-48 issued with a certificate by the Director of Family Welfare of Health & Family Welfare Department  of the Government of Orissa  that he/she has undergone the terminal method of Sterilisation  viz. Vasectomy/ tubectomy operation, on or after 19th October 1983 in accordance with  the  instruction issued by the  State Government from time to time.

71.
Personal pay-The grant of personal pay in the circumstances referred  to in Regulation 3 and also in any other cases shall be subject to prior sanction of the Board.

 **Gazette No. 36 dt.08.11.87 &   

    Gazette No.594 dt.10.06.96
CHAPTER  VI
LEAVE

SECTION-I

72.
Kinds of leave
Subject to the provisions of these Regulations the following kinds of leave may be granted to an employee:-

a) Casual leave 

b) Ordinary Leave 

c) Sick Leave 

d) Special Leave

e) Extraordinary  leave.

                      f)      Maternity leave
73. 
Authorities empowered to grant leave-

(1)
The Power to grant leave  shall vest  in the Managing Director  in the  case of Officers and subject to such general or special  directions as may be issued by him,   in the Secretary in the case of other employees  and, except as provided in these  Regulations or in any directions issued by the Managing Director all applications for leave shall be  addressed to  the authority empowered  to grant leave.

(2) Willful absence without leave will be treated  as misconduct.

(3) Unless his leave is extended by the authority empowered to grand  leave ,an employee who remains absent  after expiry of  the  leave granted to him will not be entitled  to any leave salary and the period of absence will be treated as leave as may be due to him from the date of the overstay  of leave  begins. If no leave is due, the period will be treated as  extraordinary leave.

(4) Willful absence after expiry of leave may make an employee liable for disciplinary action.

(5) An employee suffering from T.B. and being  treated in recognised sanatorium can be granted extraordinary leave up to one year if the Medical Officer in charge of his treatment in the sanatorium recommends grant of leave and if but for leave the employee would have continued in his post.

(6) A leave account shall be maintained for all employees governed by these regulations and the account shall show interalia accrual  of leave taken and the balance of leave.

(7) Employees on contract will be governed by the terms of contract regarding grant of leave if there be any, if there is no term in the contract regarding grant of leave ,they will be governed by these Regulations.

(8) The grant of leave to an employee shall be subject to the condition that but for the leave, he would have continued to hold a post under the Corporation.

74.
Power to refuse leave or recall an employee on leave-


Leave cannot be claimed as a matter of right. When the exigencies of  the service so require, discretion to refuse revoke leave of any  description is reserved  to the authority empowered  to grant it, and an employee already on leave may be recalled by that  authority when it considers this necessary in the interest of the Corporation.

75.
Lapse of leave on cessation of service-                

Leave earned  by employee lapses on the date on which he/she ceases to be in service or on the date of compulsory retirement of the employees.

Provided that an employee who has been  denied full or put enjoyment of earned leave applied for by him, on grounds of exigencies of service and which would otherwise have been granted to him may be granted leave to such extent as the sanctioning  authority may consider appropriate even if the leave extends to a date beyond the date of compulsory retirement.

76.
Earlier return from leave 

Unless he/she is permitted to do so by the authority which granted his/her leave, an employee on leave may return to duty before the expiry of the period of leave granted to him/her.

77.
Commencement and termination of leave

(1)
The first day of an employee’s leave is the  working  day succeeding that upon which he/she made over charge.

(2) The last day of an employee’s  leave is the working day preceeding that upon which he/she reports his/her return to duty.

(3) A substitute appointed in a leave Vacancy shall be considered to be on  duty on that post during the period of leave as defined in Sub-Regulations (1) and (2) of this Regulation.

78.
Obligation to furnish leave address 

An employee shall before proceeding on leave intimate to the authority granting leave his/her address while on leave, and shall keep the said authority informed of any change in the address previously furnished.

79.
Station to which an employee should report on return 

An employee on leave  shall unless otherwise instructed  to the contrary return for duty to the place  at which he/she was last stationed.

80.      When Medical Certificate of fitness  may be   demanded  


An employee, who has availed himself/herself of leave for reasons of  health may be required to produce a medical certificate of fitness before he/she resumes duty even though such leave was not actually granted  on a medical certificate.

81.
Leave not admissible to an employee under suspension 

Leave may not be granted to an employee who is dismissed or discharges from service on grounds of indisciplinary activities or under suspension or against whom proceedings are pending under chapter IV of these Regulations.

SECTION-II

ORDINARY LEAVE
82.
When applications should be submitted


(1)
 Application for ordinary leave required shall ordinarily be submitted at least one  month before the date from which leave is required.

(2) Applications which do not satisfy  the requirements of this regulation may be refused without reason being given.

*83.(1)
Scale on which ordinary leave is earned and retirement benefit.
(a) The amount of ordinary leave earned  shall be I /11 th.  part of duty in case of an          employee of the Corporation :

      Provided that an employee will cease to earn such leave when the O.L. due amounts to      

      300 days.

 (b)  The maximum ordinary leave that may be granted at a time to an employee shall be 120  days. 

 (c) In calculating  ordinary leave, ordinary leave earned by an employee shall first be taken of the completed period of 11 months during which an employee has been on duty since the date of his/her appointment and one month accounted for, for each period of 11 months of duty as shall be admissible to him/her under clause (a). Thereafter an account shall be taken of any balance period of duty left over and the employee shall be credited  with one day for every 11 days of duty rendered by him/her :

Provided that while computing, a half-day will be taken as one day and a day less than a      

half-day will be ignored.

   (d) The limit of 300 days of unutilised ordinary leave will be available to the employee of the Corporation for  the purpose of availing the benefit of encashment of ordinary leave at the time of retirement or otherwise in respect of the following categories:-

(i) Retirement on attending the age of superannuation

(ii) Voluntary/premature retirement or retirement on invalidation

(iii) Where the service of an employees is terminated by notice or by payment of pay and allowance in lieu of notice or otherwise in accordance with the terms and conditions of the appointment.

(iv) In the case of termination of re-employment on superannuation

(v) Cases where the service of an employee has been extended in the interest of public service beyond the date of retirement on superannuation.

(vi) In the case of death of an employee while in service to the family of the deceased

(vii) In the case of leave preparatory to retirement


 (e)  An employee who resigns or quits service shall be entitled to cash equivalent in respect  

                    of ordinary leave at credit on the date of cessation of service, to the extent of half of such  

                    leave at his credit, subject to a maximum of 120 days. 

*Gazette No.1524 dt.10-11-2004 (The above amendment will be effective from September,2002)

*83.(2)     (a)  
An employee will be allowed to surrender ordinary leave up to a maximum of 30 days in lieu of leave  salary and allowances for the period of the leave  surrendered provided that he has  not less than 120 days ordinary leave at his credit and that a minimum reserve of sixty days ordinary leave is left in the leave account of the employee after encashment of the ordinary leave:

(b) The concession of encashment of ordinary leave shall be allowed once in a block period of 24 months, commencing  from the Ist. January 1975:

(c)  The leave salary and allowance admissible for the leave surrendered shall be equivalent to that which the employee would have received had he actually availed himself of the leave so surrendered. 

(d)   Leave salary for the period of surrendered leave shall be paid in full as soon as possible after the commencement of leave surrendered:

(e)  The benefit of surrender of leave shall be admissible to Corporation employee who holds a post either in the Head Office or Branch Office or Agency Offices or Sub-Office or in any of the financial unit to which he is under deputation for a specific period:

(f)   In the case of an employee of the Corporation who is on the verge of retirement, the period of leave surrendered shall not exceed the period of duty between the date of expiry of ordinary leave actually availed of  and the date of retirement:

The benefit of surrender of leave shall not however, be allowed in respect of leave sanctioned either as leave preparatory to retirement or as refused leave under rule 75 of the regulations:

(g)  The leave salary and allowance admissible for the leave surrendered shall not be liable to any deduction on account of Provident Fund subscription, insurance premium, house rent, repayment of advance, etc. due to the Corporation but shall  be liable to deduction of income tax if the income is assessable to such taxes in the hands of the employees:

*Gazette No.1515 dt.17.12.82

(h) The authorities who are empowered to sanction ordinary leave will be competent to accept the surrender of leave:

(i)   The details of the surrender leave shall be entered in the leave register at the time of leave salary is drawn. A certificate to the effect that necessary entries have been made in the leave register shall be recorded by the concerned officer of the Corporation.

84.
Ordinary leave due
The ordinary leave due to an employee is the period which he/she has earned, diminished by the period of leave actually taken.

85.
Pay during ordinary leave
 An employee on ordinary leave shall draw leave pay equal to average monthly pay earned during the ten complete months immediately preceding the month in which the leave commences.

SECTION - III

CASUAL, SICK, SPECIAL, EXTRA ORDINARY AND MATERNITY LEAVE.

86.
Casual leave:- 

(1)
Casual leave may be granted to an employee up to a maximum of 15 day in each calendar year, provided that not more than six days  leave may be taken continuously that the state of work permits and that no appointment is required to replace the employee on leave and provided that public holidays may not be combined with such leave in such a way as to increase the absence any one time beyond eight days, casual leave may not be granted in combination with any other kind of leave.

(2) If the absence of any employee is extended beyond the limits laid down in this Regulation or if any of the other conditions lay down in this Regulation is not fulfilled, the employee shall be treated as on ordinary leave for the entire period of his/her absence.

(3) Notwithstanding anything contained in this Regulation the Managing Director may when the absence is necessitated by reason of an employee being a member of auxiliary forces, having to attend an annual camp or be on training, grant casual leave which may not be debited to leave account of  such an employee.

(4) When there are other exceptional circumstances  necessitating the grant of casual leave in excess of the prescribed limits, the same may be granted provided that the total period of casual leave granted to an employee in any one calendar year shall in no case exceed 30 days, and if the grant of casual leave under this Sub-Regulation shall result in the total period being extended beyond 30 days any period of absence in excess of 30 days shall be treated subject to the provision of Regulations 88 and 89 as ordinary, sick, special or extraordinary leave as the employee concerned may request.

87.
Sick and special leave, limit up to which may be granted- (1) During  the full period of his/her service an employee may be granted special leave on private affairs and sick leave on medical certificate for a period calculated at the rate of-

(a) Twenty days for each completed year of service in case he / she is an employee in class “A” or “B” and

(b) Fifteen days for each completed year of service in case he/she is an employee in class ‘C’.

88.
Pay during sick and special leave 

Sick and special leave shall be on half average pay subject to the maximum of Rs.500.00 per month and such pay shall be reduced (unless the Board sanction otherwise) to one quarter of average pay after twelve months in the case of sick leave and six months in the case of special leave provided that where an employee has served the Corporation for at least a period of five years he/she may if he/she so request, be permitted to avail himself/herself of sick leave on average pay up to a maximum period of six months during the full period of his/her service, such leave on average pay being entered as twice the amount of leave taken in his/her sick leave account.

89.
Extraordinary leave 

(1)
 Extraordinary leave calculated at the rate of half month for every year of service may be granted to an employee when no ordinary leave is due to him/her and when having regard to his/her length of service sick or special leave is not considered justified. Except in exceptional circumstances the duration of extraordinary leave shall not exceed four months on any one occasion and 12(twelve) months during the entire period of an employee’s service.

(2) 
An employee may be granted extraordinary leave in combination with or in continuation of leave of any other kind admissible to the employee: and may commute retrospectively period of absence without leave into extraordinary leave.

(3) 
No pay allowances are admissible during the period of extraordinary leave.

*90.
Maternity Leave:- 

(1) 
The Managing Director may grant to a female   employee  who has put in at least one year of continuous service maternity leave for a period which may extend up to the end of 3 months from the date of its commencement or to the end of six weeks from the date of confinement which-ever is earlier, such leave shall not be debited to the leave account of the employee provided that the maternity leave so granted in respect of each female employee should not be for more than two times during the whole period of her service.

* Gazette No.___ dt.13.04.1984

(2) The leave salary admissible during the period of maternity leave shall be regulated as follows:

(I) In the case of an employee who has put in two years continuous service or more, the leave salary shall be greater of the amount specified below:-

(a) The substantive pay on the day before the leave 

commences: 

or

(b)
(i) In respect of the first sixty days of the maternity leave the average monthly pay earned during twelve complete months preceding the month in which the leave commences.

(ii)
thereafter the average monthly pay earned during the 36 complete months or actual number on complete months whichever is less, preceding the month in which the leave commences.

(II) A female employee may be granted leave of any other kind admissible to be in combination with or in continuation of maternity leave if the request for its grant is supported by sufficient medical certificate.

91.
Grant of Quarantine Leave- 
(1) 
Quarantine Leave is leave of absence necessitated by orders not to attend office in consequence of the presence of infectious diseases in the family or household of an employee. Such leave may be granted by the sanctioning authority prescribed in Regulation 73 on the certificate of an authorised Medical Officer or Public Health Officer for a period not exceeding 21 days or, in exceptional circumstances 30 days. Any leave necessary for quarantine purpose in excess of this period shall be treated as ordinary leave. Quarantine leave may also be granted when necessarily in continuation of other leave subject to the above maximum. An employee on quarantine leave is not treated as absent from duty and his/her pay is not intermitted.

Explanation- Cholera, Small pox, Plague, Diphtheria, and cerebro-spinal, Mennegitise will be treated as infectious diseases for the purpose of this Regulation. In the case of chicken-pox quarantine leave should not be sanctioned unless the responsible medical officer considers that because of doubt as to the true nature of the disease, for example small pox there is no reason for grant of such leave.

CHAPER-VII

COMPENSATORY ALLOWANCE
SECTION-I 

General
92.
Kinds of compensatory allowance 

(I) The following kinds of compensatory allowance shall be granted in accordance with the provisions of this Section:-

a) Dearness allowance

b) Travelling allowance

c)   Grant of compensatory allowances not mentioned in Sub-Regulation. The above shall require the specific sanction of the Board in each case.

93.
Compensatory allowance not to be a source of profit. 

The grant of compensatory allowance shall be so regulated that the allowance shall not, on the whole be source of profit to the recipient.

SECTION-II

Dearness Allowance
94.
      (1) At what rate to be paid-until the Board otherwise determines the dearness allowance shall be paid to the employees of the Corporation at the same rates and subject to the same conditions on which such allowance is paid to the employees of the Orissa Government.

(2) Dearness allowances during leave- A dearness allowance may be drawn during any period of leave, other than extraordinary leave in India or outside  and except that during leave preparatory to retirement, it will be admissible only for the first four months of leave spent in India.

SECTION-III

95.    Travelling Allowance
(1) In the matter of travelling allowance, the rules applicable to the employees in the service of the State Government will mutatis mutandis apply to the employees of the Corporation with the following modifications.

(2) For the purpose of calculating travelling allowances, the             employees of the Corporation are graded as follows:-

(a)  1st  Grade:- Employees getting pay of Rs.1,000 and above

(b)  2nd Grade:- Employees getting pay from Rs.500 to Rs.999/-

      (c)  3rd  Grade:- Employees getting pay from Rs.300 to 499/-

             (d)  4th Grade:-  Employees getting pay below Rs.300/- 
 (3)  the employees of the Corporation shall be entitled to dally  allowance at the following rates:-

Inside the State

1st Grade employees    

Rs. 25 per day

2nd Grade employees

Rs. 20 per day

3rd Grade employees

Rs. 15 per day

Out side the State




1st Grade employees    

Rs. 60 per day




2nd Grade employees

Rs. 45 per day




3rd Grade employees

Rs. 30 per day




4th Grade employees

Rs. 20 per day

For purpose of daily allowance the period will be calculated from the time of journey actually undertaken. For halts exceeding 6 hours and less than 12 hours, the daily allowance shall be admissible at one-half rate.

“Day” means a calendar day beginning and ending at midnight. Daily allowance will be admissible holidays occurring during the period of tour.

(4) The employees of the Corporation shall be entitled to reimbursement of cost of Hotel accommodation on production of vouchers in addition to the D.A. mentioned in clause (3) above both inside and outside the State subject to the limits specified below:- 

Gazatte No.1507  dt.30.10.96.

Inside the State


1st Grade employees    
RS. 75 per day


2nd Grade employees
RS. 50 per day


3rd Grade employees
Rs. 25 per day


4th Grade employees
Rs. 20 per day

  Out side the State


1st Grade employees    
3 Star Hotel


2nd Grade employees
Rs. 150 per day


3rd Grade employees
Rs. 60 per day


4th Grade employees
Rs. 60 per day

5.
 (i) The employees of the Corporation in 1st and 2nd grade shall be entitled to the reimbursement of the actual expenses  on hiring conveyance at any place of  halt outside the State while on tour at the rate of Rs.35.00 per day. In case  of excess expenditure beyond Rs.35.00 the employees may be allowed reimbursement subject to the limit of Rs.100.00 on furnishing of a certificate with necessary details to the satisfaction of the Managing Director.


 
(ii) The employee of 3rd & 4th Grade shall be entitled to reimbursement of actual expenses on hiring conveyance at any place of halt outside the State while on tour subject to a maximum of Rs.20.00 per day.

The above regulation will be effective from the 1st April 1985.”

MISCELLANEOUS

96.
Declaration to be signed by the employees:-

In addition to a declaration of fidelity and secrecy required to be completed by him/her in pursuance of Section 40(3) of the State Financial Corporations Act, 1951 every employees to whom these Regulations apply, shall subscribe to a declaration in the following form:

DECLARATION




Place………..




Date…………


I hereby declare that I have read and understand the Orissa State Financial Corporation (staff) Regulations 1975 and I hereby subscribe and agree to be bound by the said regulations.

Name in full

Nature of appointment

Date of appointment

Signature

Witness

Date


A P P E N D I X

*
Pay scales of the employees of the Orissa State Financial Corporation.


ANNEXURE- I

[image: image2.wmf]
Sl.No.

Grade


Existing 
Revised Scale

Suggested   Remarks






Scale

personal to
  
scale as per








the incumbent

O.R.S.P.











Rules, 1998







For future







recruitee

(1)
(2)



(3)


(4)

(5)

  (6)


1.
Chief General Manager
4800-6300
15100-19500

15100-19500

2.
General Manager

4500-5700
14300-18000

14300-18000

3.
Joint General Manager
3700-5000
12000-16500

12000-16500

4.
Deputy General Manager
3200-4700
10650-15850

10650-15850

5.
Manager


3000-4500
10000-15200

10000-15200

6.
Librarian

1400-2500
  4750-  7500

  4750-  7500










    (To be designated as 










      Assistant Librarian)

ANNEXURE-II


   (1)

(2)

      (3)


(4)

(5)

  (6)



1.
Deputy Manager

2350-4200

8000-13500

8000-13500

2.
Private Secretary

2350-4200

8000-13500

6500-10500

3.
Assistant Manager
2200-2500

7300-10500

  5900-9700

4.
Personal Assistant
2200-3500

7300-10500

  5900-9700

5.
Office Superintendent
2200-3500

7300-10500

  5000-9000

6.
Senior Assistant

1700-3200

  5700-9900

  4750-7500

7.
Senior Steno

1700-3200

  5700-9900

  4750-7500

8.
Head Typist

1700-3200

  5700-9900

  4750-7500











(Supdt. Lev.II)

9.
Monitor Telephone
1700-3200

  5700-9900

  4750-7500

10.
Sr. Assistant-cum-


Asst. Librarian

1700-3200

  5700-9900

  4750-7500

11.
Junior Steno

1400-2300

  4750-7500

  4000-6000

12.
Sr. Typist

1400-2300

  4750-7500

  4000-6000

13.
Assistant

1400-2300

  4750-7500

  4000-6000

14.
Sr.Telephone Operator1
400-2300

  4750-7500

  4000-6000

15.
Sr. Electrician

1400-2300

  4750-7500

  3200-4900









       (Electrician) (Matric with I.T.I









        certificate for future recruitment)

16.
Liaisoning Assistant
1400-2300

  4750-7500

  4000-6000

17.
Junior Assistant

1200-2040

  4000-6000

  3050-4590

18.
Junior Typist
 
1200-2040

  4000-6000

  3050-4590

19.
Diarist-cum-Despatcher
1200-2040

  4000-6000

  3050-4590

20.
Jr.Telephone Operator
 1200-2040

  4000-6000

  3200-4900

21.
Library Assistant

1200-2040

  4000-6000

  3050-4590

22.
Receptionist 

1200-2040

  4000-6000

  3050-4590

23.
Data Entry Operator
1200-2040

  4000-6000

  3050-4590

24.
Head Driver

1400-2300

  4750-7500

  4000-6000

25.
Sr. Driver

1200-2040

  4000-6000

  3600-5600

26.
Treasury Sarkar
 
 975-1660

  3200-4900

  2650-4000

27.
Jamadar


  975-1660

  3200-4900

  2610-3540

28.
Daftary

 
 975-1660

  3200-4900

  2610-3540

29.
Driver


  975-1660

  3200-4900

  3050-4590(L.V.)











  3200-4900 (H.V.)

30.
Head Watchman

975-1660

  3200-4900

  2610-3540

31.
Xerox Operator

975-1660

  3200-4900

  3050-4590

32.
Telex Operator

975-1660

  3200-4900

  3050-4590

33.
Peon


775-1025

  2610-3540

  2550-3200

34.
Library Attendant

775-1025

  2610-3540

  2550-3200

35.
Security Assistant
775-1025

  2610-3540

  2550-3200

36.
Watchman

775-1025

  2610-3540

  2550-3200

37.
Gardner


775-1025

  2610-3540

  2550-3200

38.
Sweeper


775-1025

  2610-3540

  2550-3200

I N D E X
A

Abide, 12

Ability, 24

Absence, 2, 10, 14, 17, 18, 27, 33, 34, 35

Absent, 8, 14, 27, 35

Absents, 10, 14

Absolute, 14

Accept, 13, 15, 32

Acceptance, 15

Accident, 14

Accommodation, 37

Accordance, 10, 26, 36

According, 10, 17

Account, 3, 10, 24, 28, 30, 31, 33, 34

Accounted, 17

Accounting, 25

Accrual, 28

Accrue, 22, 24

Acquitted, 17

Act, 1, 6, 17, 38

Acting, 24

Action, 21, 27

Activities, 29

Actual, 17, 35, 38

Actually, 4, 23, 29, 31, 32, 37

Addition, 3, 13, 18, 37, 38

Additional, 3

Address, 15, 29

Addressed, 20, 21, 27

Adjudged, 16

Adjustment, 17, 23

Administrative, 4

Admissibility, 23

Admissible, 17, 18, 23, 25, 29, 30, 31, 34, 35, 36, 37

Advance, 7, 31

Advice, 11

Advisers, 2

Affairs, 33

Affect, 24

Affects, 19

Afford, 20

Afternoon, 23

Age, 4, 7, 10, 26

Agency, 31

Aggregate, 25, 30

Aggrieved, 4

Agree, 38

Agreement, 2

Allowance, 4, 10, 18, 19, 22, 23, 25, 26, 31, 36, 37

Allowances, 4, 14, 17, 18, 19, 22, 23, 25, 31,    34, 36, 37

Allowed, 17, 24, 30, 31, 38

Alteration, 4

Alternation, 4

Amended, 13, 17

Amending, 25

Amendment, 4

Amenities, 4

Amongst, 11

Amount, 3, 18, 19, 30, 34, 35

Annual, 33

Appeal, 4, 17, 19, 20, 21

Appealed, 19
Appealies, 20

APPEALS, 12, 19, 20, 21

Appellant, 19, 20

Appellate, 17, 19, 20, 21

Appendix, 6, 22, 25

Applicable, 13, 37

Applicant, 20

Application, 2, 13, 19, 21, 30

Applications, 27, 30

Applied, 10, 28

Apply, 2, 8, 21, 37, 38

Appoint, 7, 18

Appointed, 3, 5, 6, 7, 11, 23, 24, 28

Appointment, 1, 6, 7, 8, 11, 30, 33, 38

APPOINTMENTS, 6

Appropriate, 28

Approval, 7, 8, 9, 11, 16

Approved, 2, 6, 7, 25

April, 38, 40

Arduous, 3

Arguments, 20

Arrangement, 2

Arrest, 17

Arrested, 17

Arrival, 14

Arriving, 14

Articles, 15

Ascertained, 10

Asked, 26

Assessable, 31

Assistant, 39, 40

Association, 21

Assumes, 23

Assumption, 25

Attached, 16, 25

Attachment, 16

Attaining, 10

Attains, 10

Attend, 15, 33, 35

Attendance, 13, 14

Attendant, 40

Attended, 13, 26

Attends, 13

Attention, 12

Attributable, 18

Authorise, 7

Authorised, 2, 4, 8, 14, 21, 24, 35

Authorities, 19, 27, 32

Authority, 9, 18, 19, 20, 21, 27, 28, 29, 35

Auxiliary, 33

Avail, 10, 34

Availed, 10, 26, 29, 31

Average, 4, 18, 25, 32, 34, 35

B

Balance, 28, 30

Bank, 1, 2

Based, 18

Basing, 25

Basis, 11

Become, 22

Beginning, 37
Begins, 27

Behalf, 5, 8, 15, 16

Being, 10, 12, 16, 17, 27, 30, 33, 34

Benefit, 15, 31

Best, 15

Binding, 4

Blame, 17

Block, 31

Board, 1, 2, 3, 4, 6, 7, 8, 9, 10, 11, 16, 18, 19, 21, 23, 24, 25, 

 26, 34, 36

Bodies, 13

Body, 13, 15

Bonafide, 16

Both, 37

Bound, 38

Branch, 31

Breach, 17, 21

Brothers, 4

Brought, 16

Burden, 16

Business, 12, 13, 18

Bust, 15

C

Cadre, 3

Calculated, 26, 33, 34, 37

Calculating, 30, 37

Calendar, 4, 10, 33, 37

Call, 16

Called, 2

Camp, 33

Can, 13, 16, 27

Candidate, 11

Candidates, 11

Cannot, 28

Capacity, 3, 4, 12, 13

Card, 26

Carry, 4

Case, 4, 6, 8, 9, 10, 12, 13, 14, 16, 17, 18, 19, 20, 21, 22, 24, 

 25, 27, 30, 31, 33, 34, 35, 36, 38

Cases, 7, 9, 13, 16, 24, 25, 26

Casts, 6

Casual, 4, 14, 27, 33

Categories, 6

Category, 11

Causal, 14

Cause, 19, 20

Caused, 26

Cease, 22, 30, 40

Ceased, 7

Ceases, 22, 28

Cerebro-spinal, 35

Certificate, 7, 14, 18, 26, 29, 32, 33, 35, 38

Certificates, 7

Certified, 7, 10

Cessation, 28

Change, 23, 29

Channel, 20

CHAPER-VII, 36

CHAPTER, 6, 11, 12, 13, 22, 27, 29

CHAPTER-I, 2

Character, 7, 15
Charge, 17, 23, 27, 28

Charges, 18

Chicken-pox, 35

Choice, 23

Cholera, 35

Circular, 4

Circulating, 4

Circulation, 4

Circumstances, 3, 4, 14, 16, 17, 20, 23, 26, 33, 34, 35

Civil, 17

Claimed, 28

Class, 7, 14, 21, 23, 30, 33, 39, 40

Classed, 3

Classification, 6, 17

Class-'A, 6

Class-'B, 6

Class-'C, 6

Clause, 20, 30, 37

Close, 14

Combination, 33, 34, 35

Combined, 33

Come, 2, 12, 13

Comes, 4

Commence, 8, 10, 23

Commencement, 8, 22, 28, 31, 34

Commences, 32, 35

Commencing, 31

Comments, 21

Commits, 17

Committal, 17

Committed, 17

Committee, 2, 6, 11

Commodities, 16

Communicable, 7

Communicated, 20

Commute, 34

Compelling, 19

Compensation, 9

Compensatory, 4, 36

Competent, 18, 32

Complete, 4, 20, 30, 32, 35

Completed, 22, 33, 38

Completion, 24

Compliance, 20

Complimentary, 15

Comply, 12, 17, 20

Compulsory, 28

Computing, 30

Concern, 21

Concerned, 4, 13, 20, 32, 33

Concession, 31

CONCESSIONS, 22

Condition, 28

Conditions, 1, 2, 6, 20, 23, 25, 26, 33, 36

Conduct, 1, 12, 13

Confer, 15

Conferred, 1, 5, 19

Confinement, 34

Confirm, 12

Confirmation, 9

Confirmed, 9, 22
Conflict, 17

Conflicting, 13

Connection, 23

Consequence, 35

Consider, 11, 16, 18, 28

Consideration, 3, 4

Considerations, 3

Considered, 17, 22, 28, 34

Considering, 16

Considers, 28, 35

Constantly, 16

Construction, 4, 7

Consultation, 1, 2

Contain, 2, 20

Contained, 10, 15, 16, 17, 33

Context, 2

Continuation, 34, 35

Continued, 27, 28

Continuous, 10, 17, 34, 35

Continuously, 16, 25, 33

Contract, 9, 12, 28

Contracts, 2

Contrary, 29

Contravene, 9

Contravention, 13

Contribute, 12

Contributions, 12

Control, 12, 14, 16, 17, 24

Conveyance, 38

Convict, 17

Convicted, 17

Conviction, 17

Copy, 19

Corporation, 1, 2, 3, 6, 7, 8, 9, 10, 12, 13, 15, 16, 17, 18, 21,  22, 23, 24, 25, 26, 28, 30, 31,   32, 34, 36, 37, 38, 39

Corporations, 1, 38

Corporation's, 8, 10

Cost, 37

Could, 16

Count, 24

Counting, 23

Court, 17

Courtesy, 12

Courts, 17

Covered, 8

Credit, 10, 30, 31

Credited, 30

Criminal, 17

Criteria, 6

Current, 16

Custody, 17

D

Daftary, 40

Daily, 37

Dally, 37

Date, 8, 10, 17, 19, 22, 23, 27, 28, 30, 31, 34, 38

Daughters, 4

Day, 4, 8, 10, 14, 22, 23, 28, 30, 33, 35, 37, 38

Days, 8, 9, 14, 23, 25, 26, 30, 31, 33, 35

Day's, 8

Dearness, 18, 19, 36
Death, 22

Debited, 33, 34

Debt, 16, 17

Debtor, 16, 17

Debts, 16

Decide, 8, 19

Decided, 26

Decision, 4, 17

Declaration, 38

Declare, 38

Declared, 16

Decreased, 18

Deducting, 19

Deduction, 31

Deem, 5, 10, 14

Deemed, 8, 10, 16, 18, 21

Deems, 11

Define, 1

Defined, 28

Definition, 8

Definitions, 2

Delay, 20

Delegate, 5

Demanded, 29

Demands, 13

Denied, 28

Department, 15, 26

Departure, 14

Dependant, 4

Deputation, 22, 31

Deputy, 40

Derogations, 13

Description, 16, 28

Deserving, 26

Designation, 39

Desirable, 16

Desired, 20

Despatch, 21

Details, 32, 38

Detained, 17

Detention, 17

Determine, 10, 14

Determined, 23

Determines, 36

Detract, 16

Detriment, 13

Detrimental, 17

Diarist-cum-Dispatcher, 39

Dies, 4, 22

Difference, 19, 24, 25

Different, 2

Diligence, 16

Diminished, 32

Diphtheria, 35

Direct, 19

Directed, 12

Directions, 12, 27

Directly, 8, 15, 18

Director, 2, 4, 5, 6, 8, 9, 10, 11, 12, 13, 14, 15, 16, 18, 19, 20, 

 21, 24, 26, 27, 33, 34, 38, 39, 40

Directors, 1, 2, 11, 21
Director's, 9

Discharge, 8, 15

Discharged, 8

Discharges, 29

Discharging, 17

Disciplinary, 3, 17, 24, 26, 27

Discipline, 1, 12, 17, 21

Disclose, 20

Discontinue, 9

Discontinues, 22

Discourage, 15

Discretion, 9, 10, 11, 14, 28

Disease, 35

Diseases, 7, 35

Dismiss, 10, 17

Dismissal, 14, 16, 17, 22

Dismissed, 7, 18, 22, 25, 29

Dispensed, 14

Displays, 17

Disposal, 12, 23

Disposes, 17

Disrespectful, 20

Dissipated, 16

Distinctly, 12

District, 15

Divulged, 13

Divulging, 13

Document, 12

Donor, 15

Doubt, 35

Draw, 4, 14, 23, 24, 32

Drawn, 3, 18, 19, 23, 25, 32, 36

Driver, 40

Dt, 5, 6, 7, 11, 14, 17, 18, 25, 26, 30, 31, 34, 37, 39

Due, 3, 11, 14, 18, 21, 26, 27, 30, 31, 32, 34

Duly, 4, 8

Duration, 34

During, 2, 4, 8, 9, 10, 17, 18, 19, 22, 23, 24, 25, 28, 30, 32, 33, 34, 35, 36, 37

Duties, 1, 3, 13, 14, 15, 17, 23, 25

Duty, 4, 8, 10, 14, 17, 18, 19, 23, 25, 28, 29, 30, 31, 35

Dy, 39

E

Earaned, 10

Earlier, 11, 28, 34

Earn, 23, 30

Earned, 4, 10, 25, 26, 28, 30, 32, 35

EB, 39, 40

Effect, 2, 4, 9, 19, 23, 24, 32

Effective, 10, 38, 40

Efficiency, 16

Eight, 10, 33

Electrician, 39

Eligibility, 6

Eligible, 26

Emoluments, 3, 19

Employed, 2

Employee, 2, 3, 4, 7, 8, 9, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19,  20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 30, 31, 32, 33, 34, 35,  38

Employees, 5, 8, 11, 12, 13, 14, 15, 16, 17, 18, 21, 22, 23, 24,

27, 28, 30, 31, 36, 37, 38, 39

Employee's, 4

Employment, 7, 10, 18

Empowered, 4, 27, 28, 32

Encashment, 31

End, 34

Endavours, 15

Endeavors, 12

Ending, 37

Engaged, 18

English, 10

Enjoyment, 28

Enter, 2

Entered, 8, 32, 34

Entertain, 19

Entertained, 19, 21

Entertainment, 15

Entire, 30, 33, 34

Entitled, 3, 4, 10, 14, 18, 19, 25, 26, 27, 37, 38

Entries, 32

Entry, 7

Enumerated, 13

Equal, 9, 18, 24, 25, 32

Equivalent, 31

Etc, 6, 15, 16, 31

Event, 17

Every, 2, 12, 14, 16, 20, 22, 25, 30, 34, 38

Everyday, 14

Example, 35

Exceed, 7, 9, 30, 31, 33, 34

Exceeding, 10, 16, 17, 18, 25, 30, 35, 37

Exceeds, 18, 26

Exceptional, 3, 7, 13, 33, 34, 35

Excess, 33, 35, 38

Excludes, 25

Executed, 9

Executive, 2, 39, 40

Exercisable, 2

Exercise, 1, 2, 16, 19

Exercised, 9

Exigencies, 28

Existing, 4

Exonerated, 19

Expenditure, 4, 38

Expenses, 16, 38

Experienced, 7

Expiry, 9, 10, 19, 27, 28, 31

Explain, 13

Explanation, 14, 17, 26, 35

Explanations, 16

Explanation-I, 10

Explanation-II, 10

Explanation-III, 10

Expression, 10, 17

Extend, 9, 34

Extended, 9, 27, 33

Extends, 28

Extension, 10

Extent, 21, 26, 28

Extra, 23, 33

Extraordinary, 14, 24, 27, 33, 34, 36
Extravagant, 16

Ex-servicemen, 7

F

Fact, 20, 23

Facts, 16

Faithfully, 12

Family, 4, 15, 26, 35

Far, 16

Farewell, 15

Fee, 13

Feels, 4

Female, 34, 35

Fidelity, 38

Fifteen, 33

Fifty, 10

File, 13

Files, 13

Final, 4, 6

Financial, 1, 2, 25, 31, 38, 39

First, 6, 7, 8, 14, 17, 18, 22, 25, 28, 30, 35, 36

Fit, 5, 6, 7, 10, 13, 14

Fitness, 29

Five, 34

Fix, 6, 24

Fixed, 6, 8, 24, 25

Flowers, 15

Followed, 6, 7, 14, 17

Following, 1, 8, 10, 18, 20, 22, 23, 25, 26, 27, 36, 37, 38

Follows, 6, 7, 18, 35, 37

Force, 2, 4

Forces, 33

Foregoing, 9

Foreign, 25

Foreseen, 16

Forfeited, 14

Form, 4, 11, 38

Formally, 10

Forwarded, 21

Found, 6, 9, 11

Four, 34, 36

Free, 7

Friend, 15

Fruit, 15

Fulfilled, 33

Fulfilling, 23

Full, 17, 25, 28, 31, 33, 34, 38

Fully, 19

Functions, 2

Fund, 31

Funds, 16

Furnish, 18, 29

Furnished, 29

Furnishing, 38

Further, 6, 7, 10, 14, 19, 24, 30

G

Gardener, 40

Gazatte, 37

Gazette, 5, 6, 7, 11, 14, 17, 18, 25, 26, 30, 31, 34, 39

General, 15, 27, 36, 39, 40

Getting, 37

Gift, 15
Gifts, 15

Give, 4

Given, 10, 12, 17, 23, 24, 30

Giving, 9, 16, 22

Goes, 24

Good, 7, 26

Governed, 28

Government, 1, 2, 6, 7, 13, 21, 25, 26, 36, 37

Grade, 11, 22, 24, 26, 37, 38

Graded, 22, 37

Grades, 11, 22

Grand, 27

Grant, 7, 13, 23, 24, 25, 26, 27, 28, 33, 34, 35, 36

Granted, 3, 4, 10, 27, 28, 29, 30, 33, 34, 35, 36

Granting, 29

Gratuity, 4, 15

Greater, 25, 35

Green, 26

Ground, 20, 25

Grounds, 20, 28, 29

Group, 21, 26

Grouped, 6

Guilty, 17

H

Habits, 16

Habitually, 14

Half, 18, 30, 34

Halt, 38

Halts, 37

Handicapped, 6

Handing, 23

Hands, 31

Having, 11, 14, 16, 33, 34

Head, 31, 39, 40

Health, 7, 26, 29, 35

Held, 3, 11, 15, 19, 26

Helding, 22

Hereby, 4, 38

Hereto, 6

Herself, 10, 14, 15, 29, 34

Higher, 11, 17, 24

Himself, 10, 14, 15, 29, 31, 34

Hiring, 38

Hold, 18, 28

Holder, 26

Holders, 26

Holds, 26, 31

Holiday, 23

Holidays, 23, 33, 37

Honestly, 12

Honour, 15

Honourable, 17

Hotel, 37, 38

Hour, 14

Hours, 13, 17, 23, 37

House, 31

Household, 35

Husband, 4

I

Ignored, 30

Ii, 3, 4, 6, 8, 15, 18, 19, 30, 35, 38
Iii, 5, 9, 11, 18, 33

Illegible, 20

Illness, 24

Immediately, 4, 32

Implement, 4

Importance, 25

Impose, 10, 14

Improper, 20

Incapacitated, 10

Incentive, 25, 26

Include, 8

Included, 8, 10, 11

Includes, 2, 3, 4, 8, 25

Income, 31

Increase, 33

Increased, 18

Increment, 7, 24, 26

Incremental, 24

Increments, 7, 24, 25

Indebtedness, 16

India, 1, 2, 30, 36

Indicated, 26

Indirectly, 15

Indisciplinary, 29

Indisposition, 14

Individual, 21

Indolence, 17

Inefficiency, 17

Infectious, 35

Inform, 20

Informal, 15

Information, 12, 13

Informed, 29

Initial, 14, 25

Initially, 24

Injuriously, 19

Inquiry, 18, 19

Inside, 37, 38

Insolvency, 16

Insolvent, 16

Instead, 23

Instructed, 29

Instruction, 21, 26

Instructions, 4, 17

Insurance, 31

Intended, 15

Intention, 9

Inter, 11

Interalia, 28

Intercourses, 12

Interest, 12, 17, 19, 28

Intermediate, 24

Intermitted, 35

Interpret, 4
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Maintained, 11, 28
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Occasions, 26

Occupied, 16
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Pecuniary, 26

Penalties, 10, 13, 14, 17

Penalty, 14
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Permanently, 10

Permission, 8, 10, 14, 26

Permit, 15

Permits, 33

Permitted, 8, 10, 13, 28, 34

Person, 6, 7, 8, 12, 13, 15, 26

Personal, 3, 4, 15, 16, 25, 26, 39
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Proceed, 16
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Recurring, 3

Redress, 21

Reduce, 4

Reduced, 18, 26, 34

Reduction, 3

Reference, 6
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Repeats, 20

Replace, 33

Report, 16, 18, 29
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SECTION-III, 37

Securities, 16

Security, 40

Selected, 6

Selection, 6, 11

Senior, 18, 39, 40

Seniority, 11, 24

Separately, 20

Servant, 7, 13

Serve, 12
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Sundays, 23

Superannuation, 10

Superintendence, 12

Superintendent, 39

Superior, 19

Supervisory, 6, 39

Supported, 35

Suppose, 15

Surrender, 31, 32
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