· Certain rules have been amended or new rules have been framed. The amended provisions of rules and new rule framed may please be seen in the bottom of the chapter.
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RULES FOR SUPPLY OF UNIFORM

It has been decided to supply uniform to staff car drivers, class IV employees and other eligible employees of the Federation.

Procedure for the supply of uniform is as follows :

I.
Eligibility


The following categories of employees of the Federation may be provided with the uniform.


1.
Staff Car Drivers/Despatch Rider


2.
Jamadar (Head Peon)


3.
Daftries


4.
Sweepers


5.
Peons


6.
Farashes


7.
Chowkidars and


8.
*Roneo operators/Maintenance



Attendant


**A person joining regular service against one of the categories mentioned, either in temporary capacity or on probation, is eligible for uniform after a period of six months of his joining the Federation. Persons who are appointed on casual basis either on daily wages or on consolidated wages are not entitled to uniform.

II.
Pattern and Colour of Uniform


The standard pattern of uniform for all categories employees will consist of a coat or bushirt, a pant, a cap and a pair of shoes/chappals. The colour of uniforms shall be as indiated below for each class of employees :

---------------------------------------------------------------------------
*
Inserted vide O. O. No. 42 and 44, dated 25.3.82 and 30.8.82

**
Substituted vide O. O. No. 22, dated 1.3.1989

------------------------------------------------------------------------

                          SUMMER
      WINTER


            Pant    Shirt        Suit
-------------------------------------------------------------------------‑




1.
Roneo Operators,


Maintenance Attan-


dants, Driver, Lift


Operator/


Book Binder             Cream  White   DarkGrey

2.
Daftry & others
Navy
Sky
Ash



Blue
Blue
Grey

---------------------------------------------------------------------------

III.
Scales of Uniform


The Head Ofice and the different Branches of the Federation shall be classified into :


1.
Both Summer and Winter Stations


2.
All Winter Stations


3.
All Summer Stations


A list of these stations is given below :

---------------------------------------------------------------------------

All Summer
All Winter
Both Summer &

Stations
Stations
Winter Stations

---------------------------------------------------------------------------

Bhopal,
Shimla
Delhi, Gauhati

Morinda,

Indore

Nasik,

Jaipur

Pune,

Lucknow

Calcutta

Chandigarh

Cochin,

Srinagar

Nagapattinam,

Sriganganagar

Hyderabad,

Patna, Bhopal

Bangalore,

Ahmedabad,

Bhubaneshwar

Morinda

---------------------------------------------------------------------------

Full description and scales and pattern of uniform for all categories of employees may be seen at Annexure I.

IV.
Supply of Rain Coats and Umbrellas to class III & IV Employees who are required to Perform Outdoor Duties

1.
A pool of rain coats and umbrellas shall be formed on the basis of one umbrella and one rain coat for every two peons, messengers, despatch riders etc. out of the entire class IV staff employed on outdoor duties.


2.
One rain coat for each staff car driver separately.


3.
Umbrellas or rain coats should be issued from the pool as and when needed and should promptly be restored to the pool when no longer required.


4.
These umbrellas and rain coats shall be replaced only after they are completely worn out.

V.
Washing Allowance


All class III & IV employees who are supplied with uniforms shall be granted washing allowance at the rate of Rs. 100 p.m.

Note :
No washing allowance should be paid during regular leave other than casual leave exceeding 15 days.

VI.
Instruction Regarding Proper Use, Care and Maintenance of the Uniform


1.
All employees who are issued uniform should be informed that failure to attend office in the proper and clean uniform is a breach of discipline for which strict disciplinary action will be taken against them.

Ref O.O. No. HO/AD/G-39(25)/2002-03 dated 14.6.2002
*[Revised vide O.O. No. 4 dated]

2.
The employees are expected to keep their uniform clean, tidy and no mending allowance or any other financial compensation will be paid for this purpose except the washing allowance, which in itself is a concession.

3.
In case the uniform becomes unserviceable or torn through negligence before expiry of the period, the person concerned shall have to replace it.

VII.
Surrender and Withdrawal of Uniform-Effecting Recoveries etc.


1.
The supply of uniform is subject to the condition, that these cannot be claimed as a right and do not become the personal property of the employee.


2.
In the event of discharge, promotion or resignation of an employee, all items of uniform shall be withdrawn from the employee concerned or proportionate cost thereof recovered.


3.
Employees, on retirement, shall be allowed to retain uniform.


4.
Uniform shall not be withdrawn from persons who are suffering or have suffered from infectious or contagious diseases.


5.
In case of theft or fire in the house of an employee, which is not due to his own negligence, fresh uniform may be supplied.

VIII.
In case of doubt or on matters not covered under these rules, the decision of the Managing Director shall be final.


(Ref. HO/AD/G/-39(30)/81-82, dated 11.2.81)

ANNEXURE I
FULL DESCRIPTION, SCALE AND PATTERN OF UNIFORM FOR

CLASS III & IV EMPLOYEES





Description and Scale of Uniform

Remarks





----------------------------------------------------------------------------------------------------

Category of
Articles
For both
For all
For all

Employees

-------------------------------------------------------------------------------------------------------------------------------------------------------------------

1

2

3
4
5
6

------------------------------------------------------------------------------------------------------------------------------------------------------------------

1.
Staff Car
Summer

Drivers/Despatch
1.
Terrycot Suits


Rider/

comprising full


**[Roneo Operators]/

sleeves shirts
2 in 2
Nil
*4 in 2


***[Maintenance

and pants
years

years


Attendant]



2.
Chappals
1 pair
Nil
2 pairs in





in 1 year

1 year



Winter


1.
Woollen Suits




comprising buttoned




up coat and pants




(Ash grey)
1 in 2
2 in 2
Nil





years
years



2.
Shoes
1 pair
2 pairs
Nil





in 1 year
in 1 year



3.
Overcoat (Blue)
1 in 5
1 in 5
Nil





yars
years



4.
Socks (Nylon)
1 pair
2 pairs
Nil





in 1 year
in 1 year



5.
Leather gloves
1 pair
1 pair
Nil





in 3 years
in 3 years



***
6.
Woollen Jersey
1 in 2
1 in 2
Nil






years
years

2.
Jamadar,
Summer


Daftries, Peons
1.
Terrycot Suits


Chowkidars,

comprising full


Sweepers

sleeves shirts




and pants
2 pairs
Nil
*4 pairs





in 2 years

in 2 years



2.
Chappals
1 pair
Nil
2 pairs in





in 1 year

 1 year



Winter



1.
Woollen Suits




comprising buttoned




up coats & pants




(Ash Grey)
1 pair
2 in 2
Nil





in 2 years
years

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

*
[Revised vide O.O. No. HO/AD/G-39(30)/81-82 dated 16.3.1982].

**
[Inserted vide O.O. No. 42 dated 25.3.82 with the exception that Roneo operators and Maintenance Attendant shall not be supplied overcoats and leather gloves].

**
[Inserted vide O. O. No. 44 dated 30.03.1982].

****
[Inserted vide O. O. No. HO/AD/G-39(4)/83-84 dated 01.05.1984]

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------

1

2

3
4
5
6

------------------------------------------------------------------------------------------------------------------------------------------------------------------------



2.
Shoes
1 pair
2 pairs
Nil




in 1 year
in 1 year



3.
Socks (Nylon)
1 pair
2 pairs
Nil





in 1 year
in 1 year



4.
Overcoat (for-
1 in 5
1 in 5
Nil




Chowkidars)
years
years



Summer

3.
Female Class
1.
Saree (Terrycot)
2 in 2
2 in 2
*4 in 2





years
years
years



2.
Blouse
2 in 2
2 in 2
*4 in 2





years
years
years



3.
Chappals
1 in  1
Nil
2 in 1





years

year



Winter



1.
Ladies Coat
1 in 2
2 in 2
Nil




(Ash Grey)
years
years



2.
Shoes (ladies)
1 pair
2 pairs
Nil





in 1 year
in 1 year



3.
Socks
1 pair
2 pairs
Nil





in 1 year
in 1 year

Note : 1.
The rates of the items and stitching charges of the uniform shall be communicated by HO to the Regional/Branch/Liaison/Sub-offices from time tome.


**2.
The eligible employees posted at Calcutta, Bombay, Nasik and Poona shall be provided a blue jersey once in two years.

------------------------------------------

*
[Inserted vide O. O. No. HO/AD/G-39(30)/81-82 dated 16.03.1982]

**
[Inserted vide O. O. No. 11 dated 06.08.1980]

IMPORTANT DECISION

Consequences for Non-wearing of Uniform

It has been noticed that some of the employees who have been issued uniform are not putting on the same regularly while on duty, which is objectionable. In this connection, attention of the concerned employees is invited to Para VI of Uniform Rules which lays down that :


"All employees who are issued uniform should be informed that failure to attend office in the proper and clean uniform is a breach of discipline for which strict disciplinary action will be taken against them".


It is, therefore, emphasised that the concerned employees should attend office in proper uniform failing which they will not be paid washing allowance as admissible under the Rules. The Divisional Heads/Regional Managers/Branch Managers, as the case may be, are requested to issue a certificate at the close of the month in the Proforma enclosed at Annexure-II.

This order will come into force with immediate effect.

(Ref. : O. O. No. 48 dated 15.06.1983)

Annexure - II
CERTIFICATE TO BE GIVEN BY DIVISIONAL

HEADS/REGIONAL MANAGERS/BRANCH MANAGERS

This is to certify that the following employees attended office in proper uniform during the month of ____________________. The washing allowance as per Rules may be paid to them.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

                                                                                                            Signature __________________

                                                                                                            Name & Designation _________

                                                                                                         of the officer_____________
__________________________

Dated _____________
                                                                           Office/Branch/Region ________
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