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Staff Regulations
CHAPTER-1

PRELIMINARY

1.
Short Title Commencement &


Application

(i)
These rules shall be called the N.A.C.M.F. of India Ltd. Staff Regulations 1977.

(ii)
They shall be deemed to have come into force on 1.7.77.

(iii)
These retulations supersede all other Rules on the subject issued earlier by the Federation.

2.
Extent of Application


Except where it is otherwise expressed or implied, these regulations apply to all employees who are in the service of the Federation at present and who may be recruited to the Service of the Federation in future provided that:
(a)
The Government servants including employees of Government Corporations, Public Sector Undertakings and other Cooperatives, Institutions whose services are secured on loan by the Federation', specialists or technical hands appointed on special contracts shall also be subject to these regulations except to the extent to which they are modified by the terms and conditions of the deputation order governing their appointments.

(b) They shall extend to and cover all employees of the Federation appointed in its offices shops, branches, godowns or at any centers or places in foreign 

(c) countries to do any of the duties of the Federation.

3.
Interpretation
Where any dispute arises regarding the inter- pretation of these regulations, it shall be 

decided by the Board of Directors of the National Agricultural Cooperative Marketing Federation of India Ltd., whose decision shall be final.

CHAPTER-II

DEFINITIONS
4.
Definitions

In these staff regulations, unless the context otherwise requires :


(i)
"Federation" means the National Agricultural Cooperative Marketing Federation of India Ltd..


(ii)
"Bye-laws" means the bye-laws of the National Agricultural Co-operaive Marketing Federation of India Ltd. registered or deemed to be registered under the Delhi Cooperative Societies Act. 1973 and the rules framed thereunder and includes its registered amendments.


(iii)
"Board of Directors" means the Board of Directors of the National Agricultural Cooperative Marketing Federation of India Ltd., constituted under its Bye-Law No. 20.


(iv)
"The Committee" means the Executive Committe of the National Agricultural Cooperative Marketing Federation of India Ltd., appointed by the Board of Directors under Bye-Law No. 31 and includes any sub-committee or sub-​committees or special committee thereof to which it may delegate any or all of its powers for the enforcement of these regulations.

(v)
“Chairman” means the Chairman of the National Agricultural Cooperative Marketing Federation of India Ltd.


(vi)
“Vice-Chairman” means the Vice​Chairman of the National Agricultural Cooperative Marketing Federation of India Ltd.


(vii)
“Substantive appointment” means an appointment which gives the person a claim or title to the post which is called lien.


(viii)
"Officiating appointment” means an appointment which confers on the person benefit of pay etc. only for the period during which he renders duty in the higher post.


(ix)
“Appointment on Probation” means temporary appointment made on pro​bation. During this period if his work and conduct are found to be unsatis​factory his services may be termi​nated.


(x)
“Temporary appointment” means an appointment carrying a definite rate of pay for a limited time.


(xi)
"Sanctioning Authority” means the Board of Directors /Executive Com​mittee or the authority to whom such powers have been delegated from time to time.


(xii)
“Appointing Authority” means the Au​thority in whom powers of appoint​ment of particular category of staff are vested or delegated.


(xiii)
“Selection Committee” means a Com​mittee or Committees appointed for the purpose of promotion/selection in order to fill up the post/posts in the Federation.


(xiv)
“Departmental Promotion Committee” means a Committee appointed by the Federation for the purpose of promo​ tion of departmental candidates.

(xv)
“Employee” means any person ap​pointed wholly in service and on posts in connection with the affairs of the Federation.


(xvi)
“Borrowed Employee’” means an em​ployee of any authority whose ser​vices are obtained by the Federation on loan for a specified period from Government, Cooperatives, or other institutions.


(xvii)
“Foreign Service” means service of an employee whose services are lent from the Federation or borrowed from out​side, on specific terms and conditions.


(xviii)
“Pay” means remuneration that is paid monthly on time scale basis including Personal Pay, Dearness Pay, Depu​tation Pay, Officiating Pay and Spe​cial Pay but does not include D.A. or any other allowance.


(xix)
“Salary” or wages means the fixed or ascertained monthly remuneration actually received by an employee from the Federation exclusive of any bonus commission, overtime allowance, compensation, travelling allowance etc., but shall include special pay, personal pay, and Dearness Allowance.


(xx)
“Emoluments” means :


(a)
Pay, Salary or Wages as defined in regulation 4(xviii) and (xix) above.


(b)
as fixed addition to monthly pay by way of dearness allowance, special pay or any other allowance which is considered as a part of the authorised remuneration of the post, such as cash-allowance, managerial allowance but does not include travellingallowance, conveyance allowance, washing allowance.


(c)
Subsistence allowance sanc​tioned in the case of an employee under suspension.


(xxi)
“Personal Pay” means additional pay granted to an employee to save him from a loss of substantive pay in re​spect of a permanent post.

(xxii)
“Special Pay” means an addition of the monthly emoluments of a post granted in consideration of :


(a)
the specially arduous nature of duties; or


(b)
as specific addition to the work or responsibility;


(c)
the unhealthiness of the locality in which the work is performed.


(xxiii)
“Substantive Pay” means the pay other than special pay, personal pay or emoluments classed as pay, to which an employee is entitled on account of a post to which he has been appointed substantively or by reason of his substantive position in a cadre.


(xxiv)
“Consolidated Salary” means the monthly fixed remuneration which does not fall on any time scale of pay.


(xxv)
“ Time Scale of Pay” means that the pay starts at minimum, increases by certain uniform amount (called incre​ments) at certain fixed periods of time and reaches a maximum.


(xxvi)
“Leave Salary”’ means the monthty emolument paid to an employee which in the case of earned leave/medical leave will be equal to the pay drawn immediately before proceeding on earned leave/medical leave as the case may be.


(xxvii)
“Date of first appointment of employee” means the date of his assumption of the duties of his first post in the Federation’s service before noon. If he assumes duties in the afternoon, the date of his first appointment shall be the next day.


(xxviii)“Day” means a calendar day begin​ning and ending at midnight.


 (xxix)
“Month” means a calendar month.

(xxx)
“Holiday” means a holiday declared by the Federation.


(xxxi)
“Family/Dependent means children of the employee and the spouse who is not self-employed or employed anywhere else. For the purpose of LTC/Medical benefits children are entitled to get these facilities from his/her father's organisation. In case of widow/divorcee, children living with him/her will be treated as 'dependent' for above purposes.


(xxxii)
“Fee” means a recurring or non-recur​ring payment to an employee either from a source other than the funds of the Federation or from the Federation funds.


(xxxiii)“Subsistence Grant” means a monthly grant made to an employee who is not in receipt of pay or any leave salary .


(xxxiv)“Transfer” means the movement of an employee from the headquarters sta​tion in which he is employed to an​other station, either;


(a)
to take up the duties of a new post, or


(b)
in consequence of a change of his headquarters.


(xxxv)
“Cadre” means the strength of a Ser​vice or a part of a service sanctioned as separate unit.

CHAPTER-III

CREATION OF POST

5.
Number of Posts


The various posts in the Federation will be classified under the categories of Management Group, Professional Group and General Services Group. The number and nature of posts in a category and the tenure of the posts will be fixed by the Board of Directors/Executive Committee or by such an authority who is empowered to do so from time to time.

CHAPTER-IV
RECRUITMENT
6.
Appointing Authority


The Board of Directors/Executive Committee shall be the appointing authority for various cat​egories of posts. The Board/Executive Committee may from time to time, delegate its powers in this regard to such authorities as it may deem fit.

7.
Mode of Recruitment

Recruitment to a post under the Federation will be made under one of the following modes:


(a)
by promotion;


(b)
appointment by limited competitive test as per rules;


(c) by direct recruitment;


(d)
by contracts


(e)
ad-hoc and contingent appointment;


(f)
by deputation.

8.
Appointment by Promotion

Subject to such recruitment rules that are in force, the competent authority may appoint suit​able employees to higher posts by promotion.

9.
Direct Recruitment

(i)
Applications for various posts shall be invited by advertising the post, by inviting names of suitable candidates from cooperative Organisations, Govt. Offices and other institutions or as decided by the Competent Authority. The posts to be filled by direct recruitment shall be filled through selection committee appointed to select candidates for various posts in the Federation in accordance with the Recruitment Rules.


(ii)
The Appointing Authority shall frame Recruitment Rules for filling up vari​ous categories of posts in the Federa​tion.
10.
Appointment by Contract

A person may be appointed to any post on contract for a fixed period on such terms and conditions as the appointing authority may deem fit provided suitable employees are not available within the Federation for that post.

11.
Ad-hoc Contingent appointment
(i)
An employee may be appointed on ad-hoc basis on a leave or short term vacancy on such terms and condi​tions as the appointing authority may decide.


*(ii)
Persons who are appointed on daily wages or monthly fixed wages shall be entitled to benefits of leave, over- time allowance provided to other regular employees of the Federation as per Rules. They will not be regularized till they comply with the provi- sions of Recruitment and Promotion Rules in force.

12.
Qualifications


As provided in the Recruitment Rules.

13.
Fitness

No person shall be appointed to any post by direct recruitment unless :


(a)
he produces at this own cost a certificate of physical fitness from a registered Medical Practitioner having qualifications not lower than the degree of MBBS.


(b)
the apponting authority is satisfied that he/she possesses good character and antecedents.

CHAPTER-V

TENURE

14.
Probation
 
(i)  Every employee selected by direct recruitment shall be appointed on probation for a period of one year.

(ii)
The appointing authority may if it thinks fit in the case of any employee extend the period of probation, total probation period being not more than two years.


(iii)
In case of promotion, the period of probation will be treated as officiating and in case he is not found suitable for the job, he shall be reverted to his original post.

15.
Submission of Assessment Reports During Period of Probation

All employees in the Federation are initially appointed/promoted on probation for a period of one year. The appointing authority may if it thinks fit, in case of any employee, extend the period of probation, the total probation period being not more than two years. In order to confirm the employee concerned, an assessment report on his work and conduct is called for from his immediate superior officer. It is, however, observed that in certain cases the assessment report is not received in time and as such it is not possible to take necessary action for confirmation or otherwise of the employee concerned within the prescribed time. When the assessment report is received and the same is satisfactory, the employee concerned is confirmed after completion of one year of service. However, if the report is not satisfactory, the probation period is normally extended for six months in the first instance and if the work and conduct is still unsatisfactory, the probation period is further extended for another six months for second time. Under the Staff Regulations of the Federation, the total probation period as mentioned above should not be more than two years. Hence, a decision in this regard has to be taken within the prescribed period.


In order to streamline the procedure for confirmation, it has been decided that when the probation of an employee is extended for the second time, an interim report on his work and conduct shall be sent by the immediate superior to the Managing Director under sealed cover after expiry of first three months of the second term of extended period.


In this connection it is clarified that it is the responsibility of the concerned officer to send the assessment report of such employees to Head Office within the stipulated period without waiting for any communication in this regard from Head Office. The report in respect of employees in the scale of pay of Rs. 2325-5100 and above will be  sent in Form 'A' and that of employees in the scale of Rs. 1900-4180 and below in form 'B'.

All officers are requested to strictly comply with these orders. These orders will also apply to industrial Units of the Federation.

16.
Termination of Service

(i)
Notwithstanding anything contained in these regulations the services of direct employee on probation may be terminated by the Appointing Authority without assigning any reason by giving 30 days notice, if the service rendered by the employee is more than 3 months.


(ii)
Without prejudice to the provision of clause (1) the service of temporary employee shall terminate :



(a)
if his appointment is made for a specified period, on the expiry of such period, or



(b)
if his appointment is made against a temporary post, on the abolition of the post or on the expiry of the period for which the post is created.


(iii)
The services of an employee shall be terminated forthwith without any notice in the following circumstances, after observing the procedure laid down in these regulations;



(a)
absence from duty for ten days or more without notice in writing or without sufficient reasons;



(b)
wilfully causing loss or damage to the busines/property of the Federation;



(c)
when the period of his continuous service in the Federation does not exceed three months;



(d)
for any other kind of misconduct or misbehaviour.


(iv)
The services of an employee who has been in continuous employment exceeding three months but less than a year could be terminated by giving at least 14 days notice in writing or 14 days salary in lieu of such notice.

(v)
The services of an employee who has been in continuous service for a period of one year or more could be terminated by giving him at least 30 days notice in writing or 30 days salary in lieu of such notice.


(vi)
The services of an employee who has been confirmed in any post could be terminated by giving him at least 3 months notice in writing or three months salary in lieu thereof by the Executive Committee.

17.
Retirement


"An employee shall retire from the service of the Federation :


(a)
on the afternoon of the last day of the month in which he attains the age of 58 years provided that when it is in the Federation's interest to retain him after the age of 58 years, he may be re-employed for a period of one year at a time till he attains the age of 60 years, provided further that he is in good health. Further extension up to the age of 62 years can also be considered as per the requirement of the Federation on merit of the officers whose contribution would be considered necessary in carrying out the business of the Federation. The competent authority for considering such cases shall be the Executive Committee. The Board of Directors in their meeting held on 7.2.2004 authorized MD to decide upon the issue of reemployment of retiring officers keeping in view the requirement , suitability and merit on case to case basis. ( Ref Agenda item No.13 ( iii) This provision for further extension needs to be exercised sparingly."



The above orders shall be deemed to have come into force w.e.f. 07.06.2002.

                The Executive Committee in their meeting held on 28.12.2005 considered and formulated a policy for re-engagement of retired officers of Nafed of the level of Executive Director and above.  The broad guidelines approved by the Executive Committee for this purpose are as under:

1. On re-engagement,  they may be designated as Advisor / Consultant / OSD to Chairman, as the case may be.

2. Their tenure of service shall be as per the rules regarding engagement of Advisor / Consultant to be extended depending upon their performance on yearly basis.

3. They may be paid a fixed remuneration up to Rs.25,000/- per month towards salary plus conveyance facility of official car.

4. The TA/DA admissible to them while on tour may be regulated under the rules applicable prior to their retirement.

5. They may be provided with official telephone at their residences and a mobile phone.

6. They may be entitled to one newspaper at home.

7. They may not be delegated any financial, administrative or business powers.

8. They may be entitled to casual leave as per the rules applicable to the officers of the Federation.

9. They may not be entitled to LTC, medical allowance, reimbursement of hospitalization expenses, ex-gratia,  AGM Gift,  Earned Leave, Medical Leave and encashment of leave.

10. They may not be entitled to any residential accommodation or any allowance in lieu thereof.

11. They may be allotted with any work as decided by the Managing Director.

12. They may not be entitled to the facility of credit card or entertaining official guests outside office premises.

         The Executive Committee further decided that officers below the level of Executive Director, if considered for re-engagement shall be governed by the rules applicable to consultants engaged from outside.  

             Other terms and conditions prescribed in the rules for re-engagement of retiring officers shall remain unchanged.  

(Ref.OO No.30 dt.30.1.2006.)


(b)
On his being declared medically unfit for service by a competent authority not below the rank of a Civil Surgeon of the Government Hospital.

(c) On attaining the age of 50 years an employee will be eligible to seek voluntary retirement from the service of the Federation in accordance with the Voluntary Retirement Scheme of the Federation. 

      (d) On the imposition of major penalty                  

           of  compulsory Retirement. 

 (e)
Notwithstanding anything contained in this regulation the appointing authority shall, if he is of the opinion that it is in the Federation's interest so to do, have the absolute  right to retire any employee of the Federation by giving him a notice of not less than three months in writing or three months' pay and allowances in lieu of such notice, if he has completed 20 years of service or attained the age of 50 years, whichever happens earlier.
18.
Resignation


Any employee may resign from the service of the Federation by giving notice prescribed as under :


(i) 
24 hours notice in writing in advance if the employee has been in continuous employment for a period not exceeding 3 months;


(ii)
14 days notice in writing in advance or a sum equivalent to 14 days salary in lieu of such notice if the employee has been in continuous employment for less than a year but more than 3 months;


(iii)
30 days notice in writing in advance or a sum equivalent to 30 days salary in lieu of such notice if the employee has been in continuous employment for one year or more;


(iv)
an employee may resign from the service of the Federation by giving a notice of one month;


(v)
Resignation will be deemed to be operative only after it has been accepted by the appointing authority.


(vi)
in case where the Appointing Authority is other than the Managing Director, the Managing Director in his discretion, owing to special circumstances of each case may accept the resignation and thereafter obtain ex-post facto approval of the appointing authority.

19.
No dues Certificate in respect of employees leaving the service of the Federation.


(1)
No dues Certificate will, hereafter, be obtained from the office where the concerned employee was last posted, in addition to Library, General Administration and Accounts Division/Delhi branch/Azadpur branch/CDC at Delhi.


(2)
Further, the following instructions are laid down for compliance by all concerned :


(i)
if an employee is transfered from one office/branch to another office, all amounts outstanding against his/her name such as Pay, TA, DA, Sundry advance and Medical advance etc. should be included in the last pay certificate and sent to the office where he is transferred. The accounts section will make necessary entries in the appropriate books for necessary action.

(ii)
If brief-case, calculator etc. are issued to an employee, a separate intimation should be sent to Branch Manager where the employee is transferred to make necessary entries in the relevant record.


(iii)
When an employee is transferred from Head Office, he/she should deposit all books issued in his/her name by the Library before relieve.  



(Ref. : O.O. No. 47 dated 24.3.1988)

20.
Pay scales


(i)
The scale of pay of various posts in the Federation shall be as determined by the Board of Directors/Executive Committee from time to time.


(ii)
The pay of every borrowed employee on deputation with the Federation shall be determined in consultation with the employer under whom he was working before the deputation and in accordance with the rules applicable to him there.

21.
Initial Pay


(i)
An employee shall on his initial appointment to a post on a time scale of pay, draw pay at the lowest stage of the time scale unless the appointing authority decides that he shall draw pay at higher stage.


(ii)
Fixation of Pay on Promotion



Whenever any employee holding a post in a substantive, temporary or officiating capacity is promoted or appointed in a substantive, temporary or officiating capacity to another post carrying duties and responsibilities of greater importance than those attached to the post held by him, his initial pay in the time scale of the higher post shall be fixed at the stage next above the notionally arrived at by increasing his pay in respect of the lower post by one increment at the stage at which such pay has accrued.
22.
Increments


(i)
Increments may be given to the employees either on the first January or July every year except in those cases where the same has been withheld. Those joining service between 1st January and 30th June will be eligible for the increment on the 1st January of the following year and those joining between 1st July and 31st December, shall be given increments on the 1st July of the following year. The date of first increment will be the date on which future increments will continue to be drawn.


(ii)
The annual increments of the employees who are appointed on deputation or on contract basis, shall be granted in accordance with their terms of deputation/contract.


(iii)
The Board of Directors may in recognition of the exceptional merit of any employee sanction to him such additional increments as it may deem fit.


(iv)
In accordance with the provisions contained in FR 26 (d), it has been decided that the foreign service of an employee shall hereafter count for increment in the time scale applicable to :



(i)
The post on which the employee concerned holds a lien as well as the post or posts, if any, on which he would hold a lien and his lien not been suspended.



(ii)
The post in which the employee was officiating immediately before his transfer to foreign service for so long as he would have continued to officiate in that post on the same scale but for his going on foreign service.

23.
Drawl of Pay


(i)
An employee shall be entitled to draw pay of the post to which he is appointed from the date on which he assumes charge of that post. In case an employee assumes charge in the afternoon he shall be entitled to draw pay from the following date.

(ii)
Pay in respect of any month shall become due on the last working day of that month.

CHAPTER - VI

ALLOWANCES

24.
Dearness allowance admissible to the employees of the Federation will be the same as declared by the Government of India for its employees from time to time.

25.
Allowances other than DA will be paid to the employees of the Federation as decided by the BOD from time to time.

26.
Drawl of Allowances


(i)
Dearness allowance, CCA and HRA admisisble to an employee for any month shall be payable on the last working day of the month alongwith his pay.


(ii)
Journey allowance, daily allowance shall ordinarily be payable on the return of the employee to his Headquarters.

27.
Allowances During Leave


(i)
House Rent Allowance and CCA shall be admissible to an employee on leave other than extraordinary leave as follows :



(a)
during casual leave or compensatory leave the same as on duty.



(b)
during leave with allowances the same as he was drawing immediately preceding the commencement of the  leave, provided that the CCA shall not be admissible unless the employee or his family resided at the headquarters or in a city of the equal class for which it is claimed, and in case of HRA he continues to actually incur the expenditure.


An employee performing a journey on duty shall be entitled to travelling allowance and daily allowance on the rates as admissible under the TA rules of the Federation in force from time to time.

CHAPTER - VII
LEAVE

28.
Categories of Leave


The following categories of leave shall be admissible to an employee :


(a)
Casual Leave


(b)
Compensatory Leave


(c)
Earned Leave


(d)
Medical Leave


(f)
Quarantine Leave


(g)
Special Disability Leave                                   


(h)
Extraordinary Leave


(i)
Study Leave


(j)
Special Leave

29.
Right to Leave


(i)
No leave of any kind or category can be claimed as of right and the grant of leave shall be subject to the exigencies of service and work and the circumstances of each case.


(ii)
An employee shall be liable to be recalled from leave other than medical leave or casual leave if the exigencies of work so require provided the Federation bears the actual travel fare of the employee recalled from leave.


(iii)
Grant of leave to an employee who is under transfer :-



No leave shall be sanctioned by the Competent Authority to an employee whose transfer orders have been issued. However, if the Competent Authority is satisfied about the genuineness of the purpose of leave, the matter should be referred by him to Head Office for such decision as may be deemed necessary.

30.
Procedures and other General Matters Regarding Grant of Leave 
(i)

An employee shall before proceeding on leave give an application and shall state in writing any change in his address while on leave and shall keep the Federation informed of subsequent changes in such addresses.


(ii)
The Federation shall maintain leave account in respect of every employee and on request he/she may be intimated of the amount of leave due to him/her.

*(iii)
Regional Managers shall forward leave applications of officers working under them to head office within seven days of the receipt of such applications by them for further necessary action.

           Note: A Web based Computerised Personnel Information System has been commissioned in Nafed which can be accessed both at H.O. and Branch Offices.  Personal details pertaining to all employees like Names, designations, pay scales, places of posting, date of joining Nafed, qualifications, date of superannuation, date of birth, addresses, telephone numbers, dependents, blood group, mother tongue, passport number. (if any), marital status etc. are available on this module.  Similarly in respect of officers and staff whose leave accounts are dealt with in Head Office, details of last ML/EL availed and the current balance in their leave accounts is also available therein.  Employees posted in Head Office can access their individual details through the existing intranet system (Server base) by logging in to http://nafedweb:81.   Employees posted in branches can access their individual details   through our existing Internet system the address of which is http://nafed.nic.in/nafed. A separate link each for HO Employees and Branch employees has been provided in the interface which will open when employees  log in to Nafed’s site through  http://nafed.nic.in/nafed. Even Our intranet (HO site)  can be accessed from anywhere through this site on internet.  For logging in to the individual account, the employee concerned will be required to use his / her employee code as  user name and  the password.  However, after initially logging to his / her account through this password, the employee can change the password. Since the password will be the key to log in to the personal account of the employee, the employee will have to ensure its privacy.

After the introduction of web module, no individual leave orders (except EOL) will be issued and employees can check their leave balance through internet/intranet as stated above.  All employees are, therefore, advised to make use of this system and intimate discrepancies, if any, in their account, to the Personnel Section, H.O. immediately for rectification.

            

               (Ref.OO No.23 dated 29.03.2007)

31.
Sunday or Holiday to Count as Part of Leave Except Casual Leave

A Sunday or holiday falling  between the first and the last day of any period of leave shall count as part of the leave except in the case of casual leave.

32.
Casual Leave

(i)
The amount of casual leave to be admissible to employees of the Federation in a calendar year will be 14 days.
(ii)
Regarding the number of days of CL that could be granted to an employee at a stretch, it is informed that this is left to the discretion of the sanctioning authority depending upon the exigency of service and the necessity of the applicant.


(iii)
Grant of additional number of casual leave to an employee in addition to the already sanctioned casual leave depends upon the availability  of the same in his/her CL account. Since the casual leave cannot be combined with any other type of leave all the additional days should be treated as casual leave subject to availability of sufficient number casual leave in the credit of the employee. If the casual leave is not available then the leave should be sanctioned as earned leave or medical leave as required by him/her subject to admissibility as per rules.


(iv)
Casual leave cannot be accumulated or carried forward from year to year and shall be deemed to have lapsed if not availed of during the year.


(v)
Application for casual leave should be submitted in advance and employee should proceed on leave only after obtaining prior sanction excepting in cases covered under regulation 32(vi).

(vi)
If an employee remains absent for one day or more days due to unavoidable circumstances beyond his control he should intimate his intention of remaining absent by any possible communication such as phone, post card, oral message etc. and should submit the application for sanction of casual leave already enjoyed immediately after he resumed his duties.

 
(vii)
Casual employees appointed on daily wages are not entitled to casual leave.

33.
Compensatory Leave


(i)
An employees required to perform duties on Sunday or a Holiday at his Headquarters shall be eligible for compensatory leave for a corresponding number of days. It should be granted only when an employee has worked on a holiday. It should be ensured that when compensatory leave is granted to an employee for working on a holiday, no OTA for that day should be sanctioned.



Provided that compensatory leave shall be availed of before the end of the month following the month in which it accrues. In case of refusal of compensatory leave it may be carried forward to the next month.


(ii)
Class I & II Officers shall not be eligible for compensatory leave.

34.
Earned Leave 


(i)
The Earned leave will be credited to the leave account of an employee in advance at the rate of 17 days on 1st January and 16 days on 1st July of every year. No deduction on account of leave availed will be made while crediting the leave account at the commencemnet of the next half year.


(ii)
Accumulation of earned leave by an employee shall not exceed 300 days.


      If services of an employee are terminated after giving him notice for the period prescribed in Regulation 15 he shall be paid salary for the un-earned leave due to him.


If an employee resigns from his post after giving notice for the period prescribed in Regulation 17, he shall :



(a)
be paid salary for the period of earned leave due to him subject to the provisions of para 35.



(b)
In case, the notice falls short of the prescribed period, the amount of earned leave equivalent to the days, by which notice falls short, shall be adjusted towards the notice period and salary for the balance period of earned leave due shall be paid to him.


(iii)
It has been decided by Board of Directors in their meeting held on 07.12.2001 that while limiting the maximum accumulation of 300 days of earned leave admissible to employees, further advance credit of 17/16 days on 1st January/1st July be kept separately and set off against the earned leave availed during that half year ending 30th June/31st December as the case may be. If the leave availed is less than 17/16 days, during the half year the remainder is to be credited to leave account subject to the ceiling of 300 days at the close of that half year.



This order shall be deemed to have come into force w.e.f. 07.12.2001.



Ref.: O.O.No.19 dated 03.10.2002.


(iv)
Salary during the period of earned leave shall be governed by Regulation 4(xxvi).

35.
Encashment of Earned Leave/Medical Leave

Earned leave/Medical Leave at the credit of an employee will be encashed in accordance with the rules framed by the Federation in this regard.

36.
Medical Leave

 (i)
An employee shall be eligible for medical leave on half pay for 40 days or 20 days on full pay for every completed year of service. The maximum accumulation of this leave will be 180 days on full pay. Accumulation of Medical leave over and above 180 days on full pay shall be governed in accordance with rules pertaining to encashment of medical leave.

     (ii)
Medical Leave may be granted to an employee on certificate of sickness from a Registered Medical Practitioner for not less than 3 days. However, if no other leave is due, medical leave for less that 3 days may also be granted.


(iii)
If the day on which the employee is certified medically fit for rejoining duty happens to be a holiday, he shall be automatically allowed to suffix such holiday(s) to his medical leave and such day(s) shall not be counted as leave.

37.
Maternity Leave


(i)
Maternity leave shall be admissible with full leave salary to a female employee of the Federation who has completed two years continuous service in the Federation.


(ii)
The maternity leave may be granted normally twice. It can be granted for a third time only in case one or both the deliveries, for which maternity leave was earlier granted have resulted in miscarriage or some mishap resulting in death, insanity, or permanent disability of a child later.


(iii)
Maternity leave may be combined with any kind of leave other than casual leave admissible to an employee on production of medical certificate.


(iv)
Maternity leave should be taken in one spell and not by instalments.


(v)
Maternity leave may be sanctioned on half salary to a female employee who has completed one year's continuous service but less than two years' service.


(vi)
Maternity leave may be granted without pay to a female employee who has been in the continuous service of the Federation for a period less than one year.


(vii)
Such kind of leave is also admissible at the rates prescribed above in the case of miscarriage and abortion. However, rules do not clearly stipulate as to how such leave is to be calculated and granted, it has been decided that miscarriage and abortion leave may be graned to a female employee once during the entire service to the extent of six weeks i.e. 42 days, subject to production of medical certificate. This will be in addition to maternity leave for 12 weeks admissible twice to a female employee. Thus in all maternity leave will be admissible on 3 occasions with in the service career of an employee, twice for a maximum period of 84 days each for delivery cases and once upto 42 days in case of miscarriage and abortion.

(vii)
The period of maternity leave will not exceed 3 months on any one occasion.

38.
Quarantine Leave


An employee may, on production of a quarantine certificate from a Medical or a Public Health Officer be granted quarantine leave for such period, as may in each case be necessary.

39.
Special Disability Leave


(i)
This leave up to a  maximum period of 24 months may be granted to an employee who is disabled by injury while performing official duties of the Federation. It may be granted in combination of any other kind of leave except casual leave.


(ii)
This leave should be granted only on production of Medical Certificate from the Civil Surgeon/Presidency Surgeon/District Medical Officer. In extreme circumstances where it has not been possible for an accidental victim (while performing official duties) to avail of medical treatment from a Civil Surgeon/Presidency Surgeon/District Medical Officer, such a certificate from a Private Nursing Home/Charitable Hospital where hospitalisation treatment for disability is availed of can also be considered to determine admissibility of Special Disability Leave to the employees on merit of each individual case.


The above amendment shall be deemed to have come into effect from 21.12.2000.


(iii)
This leave may be sanctioned with full leave salary for the first three months and on half leave salary for the rest of the period.

40.
Special Leave

(i)
In case of serious and prolonged illness a confirmed employee may be granted special leave on half average pay up to a period of six months provided the employee concerned has no kind of leave with pay at his credit]1. [However, a special leave on full pay for a total period not exceeding six months during the entire service may be graned to an employee who is suffering from TB, Cancer, Heart diseases, Leprosy, Paralysis or any other disease which MD may like to add to this list from time to time]2. [Each case of special leave shall be decided by the competent authortiy on merits.]1.


(ii)
[The special leave shall not be granted to those employees who are eligible for grant of Special Disability Leave under Rule 38


(iii)
It may be combined with any other kind of leave except casual leave.]1

(iv)
The provisions for grant of Special Disability leave/Special leave already exist vide Rule 39 & 40 of the Staff Regulations of the Federation. The Circumstances and procedure for grant of the said leaves including the requisite documents have also been explicitly stipulated in the said rules.



Instances have come to notice that sometime RMs/BMs. do not examine the requests of the employees with reference to the provisions/norms laid down in the said Rules and forward the same to Head Office for grant of the said leave. This leads to unnecessary correspondence at various ends. It is, therefore, stressed upon all RMs./BMs. to please examine such requests of the concerned employees at their end properly and only those cases which strictly fall within the ambit of the said Rules/Norms be forwarded to Head Office with their recommendations. The requests where requisite documentary support/proof as required under the rules are not made available by the concerned employees, their cases need not be forwarded/recommended to Head   Office.

41.
Extraordinary Leave

This leave may be granted to any employee in special circumstances mentioned below :


(a)
When no other leave is, by rule, admissible.


(b)
This kind of leave shall be sanctioned as leave without pay.


(c)
It shall be at the discretion of the sanctioning authority to fix the amount of extraordinary leave to be granted in each case.


(d)
If an employee fails to resume duty on the expiry of extraordinary leave without giving any intimation within 10 days, he shall automatically cease to be in the service of the Federation.


(e)
During the period of extraordinary leave the employee is strictly prohibited to accept or take any private employment.

42.
Study Leave Without Pay

A confirmed employee of NAFED who has completed 3 years service in NAFED may be granted study leave not exceeding 2 years in total on the following conditions :


(i)
The study proposed to be undertaken by the employee shall benefit in the improvement of the efficiency in the employment of the Federation.


(ii)
He will have to produce satisfactory evidence of his admission in the recognised institution.


(iii)
After completion of his studies he will produce documentary evidence of having attended the studies.

(iv)
Before sanctioning study leave, one month pay of the employee will be kept in the Federation as security and the same will be released after completing two years service after return from leave.


(v)
The employee will not be entitled to any benefit, financial or otherwise from NAFED for the period of leave.


(vi)
During the period of study leave the employee shall not accept any other part time or full time employment without the approval of the Federation.


(vii)
The leave will be at the discretion of the Federation and will be sanctioned after considering that the work of the Federation shall not suffer.


(viii)The study leave shall not be given more than twice in the entire period of service in the Federation and the interval between the two periods of study leave will be 3 years.


(ix)
An employee may be allowed study leave in continuation of any other kind of leave at his credit.


(x)
Two years' service bond shall have to be executed by the official who avails himself of this leave.

#43.
Grant of Leave for Higher Studies

The following guidelines are laid down for sanction of leave to employees who apply for the same for appearing in the examinations :


(1)
In case sufficient earned leave is not at the credit of an employee, leave (EL/EOL) may be sanctioned to him for examination days only.


(2)
Leave for the purpose of preparing and appearing in an examination cannot be claimed by an employee as a matter of right.

44.
Clarification of Leave Rules

Instances have come to notice that Leave Rules of the Federation are not strictly being followed by some of the branches. For instance, casual leave is being granted in continuation to medical/earned leave. Medical leave for less than 5 days is also being sanctioned by some of the Branch/RegionalManager. In this connection, attention of all Branch/Regional Managers is invited to Chapter 8 of the Staff Regulations wherein rules for grant of various kinds of leave have been laid down. While implementing the various provisions of Chapter 8 of the Staff Regulations, the following guidelines would be kept in mind.

Medical Leave


Medical leave is due to an employee after completion of full year of service. It is noted that some of the Branch Managers are crediting medical leave to an employee even if he has not completed full year of service. It is also noted that medical leave is being credited proportionately to an employee after three or four months of service. For example, an employee who has joined on 1st February, 1980 is being credited with 10 days of medical leave after he has put in 3 months of service. This practice is not correct. The correct procedure is that an employee who has joined on 1.2.80 should be credited with medical leave of 40 days on half pay or 20 days on full pay on 1st February, 1981 and again on 1.2.1982 and so on.

Earned Leave


In case an employee is appointed sometime in the middle of the half year, the credit for that half year be given to him at the rate of 1/11 days for the remaining period during that half year. At the end of that half year, the leave account will be rounded off to the next figure as clarified in office Order No. 19 dated 09.02.98. Thereafter, the normal credit of 16 or17 days, as the case may be, for the relevant half years be allowed to the employees concerned as per the existing rules.

Compensatory Leave

(I)
It should be granted only when an employee has worked on a holiday. it should be ensured that when compensatory leave is granted to an employee for working on a holiday, no OTA for that day should be sanctioned.


The eligible employees may be allowed to prefix or suffix compensatory leave with all types of leave admissible under the rules.


It is further clarified that an employee may be permitted to prefix or suffix holidays to all kinds of leave.

(II)
According to the provisions contained in para 8 of OTA Rules, an employee who is required to perform overtime work on Sunday/holiday/or on his off-day, for the full prescribed number of hours of duty may be granted compensatory leave in lieu. For the extra hours of overtime work put in by him on such holidays, an employee may be paid overtime allowance as per Rules. It is also clarified for the purpose of admissibility of compensatory leave that two half day's overtime work performed by an employee on holidays, irrespective of the lunch hour availed of by him, may be computed. The office memo dated 21.8.81 only emphasises the above point if work is performed on a holiday. Both the overtime allowance and compensatory leave should not be granted for the same period of work.


Regarding the actual number of continuous hours of overtime work performed on a closed holiday, for the purpose of granting one day's compensatory leave to class III and class IV employees. It is informed that lunch time should be added while computing the number of hours of overtime work equivalent to the normal duty hours an employee is supposed to do, i.e. on holidays also an employee is required to work 7 and half hours from 9 AM to 5 PM (excluding half an hour lunch break) to qualify him for a compensatory leave.


Further, while there is no bar on clubbing any number of days of compensatory leave with casual leave, it may be ensured that compensatory leave should be availed of before the end of the month following the month in which it accrues to an employee, unless refused by the sanctioning authority. In such cases, compensatory leave can be carried forward to the next month only.

*(III) The Executive Committee in its meeting held on 25th November, 1986 has decided as under :


(1)
An employee will normally be given 48 hours time to proceed on tour. This will be subject to exigencies of work. The decision of the Branch Manager in this regard will be final.


(2)
Full DA will be admissible to the employees during the period of tour. However, tour continuously for more than 30 days should be avoided, wherever possible.
45.
Other Employment during Leave

An employee on leave shall not take up any other service or accept any other employment.

46.
Return to Duty

No employee shall return to duty before expiry of the period of leave granted to him except with the permission of the authority which sanctioned the leave.

47.
Over stay After Expiry of Leave or Absence Otherwise

An employee who remains absent on expiry of his leave or otherwise absents himself shall not unless the competent authority otherwise direct be entitled to any pay and allowances for the period of such absence, and shall be deemed to have resigned form the service of the Federation if the period of such absence exceeds 15 days without proper reason, intimation and without justification.

48.
Authority for Grant of Leave

Authorities for granting various kinds of leave in relation to employees shall be as under 

Authority
    Categories of employees
1. Chairman   Earned and other kinds                                                                      of leave to Managing



                   Director

2. Managing     Earned and other kinds                                        Director     of leave to all officers                                                   .                            and stafrf

49.
Leave Admissible to Trainee employees

It has been decided to grant the following types of leave to trainees working in the Federation :

1.
Casual Leave

(i)
Casual leave shall be admissible for a maximum period of 12 days in a Calendar year.


(ii)
Any holidays intervening during the period of casual leave shall not be counted for the purpose of the limit of 12 days.

(iii)
Casual leave not utilised during any Calendar year shall stand lapsed at the end of the year.


(iv)
Casual leave shall not be combined with Medical leave. If casual leave is preceded or followed by medical leave, the entire leave taken shall be treated either as medical or casual leave provided that it shall not be allowed to exceed the maximum period prescribed in respect of medical or casual leave as the case may be.


(v)
Except in case of extreme urgency applications for such leave shall be made to the appropriate authority and sanction obtained prior to the availing of leave.

2.
Medical Leave

(i)
Medical leave upto 15 days for each year of training may be granted to the trainee who is unable to attend duty owing to illness on production of Medical Certificate from a M.B.B.S. Doctor or Registered Medical Practioner, in case the leave applied for exceeds 3 days. The unused leave shall be allowed to accumulate upto a maxium of 40 days.


(ii)
Any holidays intervening during the period of medical leave shall be treated as medical leave and accounted for in the limits prescribed under clause (i).


(iii)
It shall be open to the employer to arrange a special medical examination of a trainee if he has reason to believe that the trainee is not really ill or the illness is not of such a nature as to prevent his attendance.

3.
Extraordinary Leave

(i)
Extraordinary leave upto a maximum of ten days or more in a year may be granted to the trainee, after he has exhausted the entire casual or medical leave, if the employer is satisfied with the genuineness of the grounds on which the leave is applied for.

CHAPTER - IX
Contributory Provident Fund

50.
An employee other than a borrowed employee shall be entitled to the benefits of the Employees' Provident Fund Scheme as provided for in the Act, and as approved by the Board of Directors.

CHAPTER - X

Medical Facility

51.
The employee and his family shall be entitled to such medical facilities as provided in the medical rules of the Federation.
CHAPTER - XI

Conduct and Discipline

52.
General


(i)
Every employee shall at all times :



(a)
maintain absolute integrity;



(b)
maintain devotion to duty; and



(c)
do nothing which is unbecoming of an employee of the Federation.


(ii)
No employee shall, in the performance of his official duties or in the exercise of the powers conferred on him, act otherwise than his best judgment except when he is acting under the direction of his superior officials.


(iii)
Every employee shall abide by and comply with the regulations of the Federation and all orders and directions of the superiors.


(iv)
Every employee shall discharge his duty to the best of his ability in the interest of the Federation.

53.Taking part in  Poltics and Electins


(i)
No paid employee shall be a member of or be otherwise associated with any political party or any organisaion which takes part in politics nor shall he take part in elections, subscribe in aid of, or assist in any other manner, any political movement or activity.

(ii)
An employee qualified to vote at such election may exercise his right to vote.

54.
Joining of Association by Employees

No employee shall join, or continue to be member of association, the objects or activities of which are prejudicial to the interest of the sovereignty and integrity of India or public order or morality or to the interests of the Federation.

55.
Demonstration & Strikes

No employee shall engage himself or participate in any demonstration which is prejudicial to the interest of the sovereignty and integrity of India, the security of the State, friendly relations with foreign States, public order, decency or morality, or which involve contempt of court, defamation or incitement to an offense.

56.
Criticism of Federation

No employee shall, in any radio broadcast or any document published in his own name or anonymously, pseudonymously or in the name of any other person or in any communication to the press or in any public utterance, make any statement or fact or opinion:


(a)
which has the effect of any adverse criticism of any policy or action of the Federation.


(b)
which is capable of embarrassing the relations between the Federation. Central Government and the Government of any State or any Foreign State; or


(c)
which is capable of embarrassing the relations between the Federation and any other organisation.


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

57.
Maintaining Official Secrecy
1.
The practice of talking loosely about the working or business of NAFED is not in the interest of the institution. This practice is likely to lead to dangerous consequences so far as the reputation of the Organisation is concerned. It should be remembered that as a business organisation, its work, deliberations, etc., are always of a confidential nature. Even among themselves, the staff should avoid talking of the business, financial position, etc., of the institution. Passing of information to outsiders insofar as the working of the institution is concerned is fraught with greater risk as people are likely to take undue advantage to gain their own ends, or to jeopardise the institution. Even from the point of view of discipline, such a practice is wrong. The staff working in NAFED should be extremely discreet and cautious in expressing any opinion or discussing the affairs of the institution. In any case, no one should pass on any information about the working and business of the institution to outsiders.

2.
If any instance comes to notice where the spirit of the contents of this order are disregarded, a very serious view shall be taken and the staff will be liable to disciplinary action.

(Ref. O.O. no. Q-2/68 dated 27.5.1968)

II.
In the Office Order No. Q-2/68 dated the 27th May, 1968 it was mentioned that talking loosely about the working of NAFED should be discreetly avoided. Instances have come to notice whereby staff of the Institution leaked out certain informa​tion relating to the work and business of NAFED, with certain adverse effects on business of the organisation. All concerned should be extremely discreet in their conversation and should avoid discussing the working and business of the NAFED. In particular, the following guidelines should be observed:


(i)
The telephone operator, or anybody from the staff should not pass on any information about the movement of anybody, particularly different officers out of head-quarters on duty. The telephone operator, or P.As/stenographers should inform the person seeking any information, unless the person happens to be a responsible officer of the Government or any other Cooperative Institution that she/he does not know as to where the officer has gone and when he would return. In the event of any doubt or difficulty, the matter should be brought to the notice of the M.D., or any of the senior officers of the status of Manager.


(ii)
No information shall be passed on, about any officer proceeding on tour either within the country or outside, to an outsider, or to any person not directly connected with us. Such information shall also not be passed on to business organisations, or concerns, whose interests are in conflict with those of ours. In case of any doubt or difficulty, the matter should be referred immediately to the M.D., or to the Manager of the Division concerned.

(iii)
Papers or record pertaining to the Federation shall be treated as strictly confidential and shall not be discussed, or talked about loosely in office or with outsiders, and they should not be shown to anybody.

2.
The Branch Managers should ensure that these orders are strictly complied with by their staff.

(Ref. O.O. No. Q-15/68 dated 19.81968)

58.
Unauthorised Communication of Information


No employee shall, except in accordance with any general or special order of the Federation, the Executive Committee or his superior officers or in the performance in good faith of the duties assigned to him to communicate directly or indi​rectly the contents of any official document or any part thereof or other information to any other em​ployee or any person to whom he is not authorised to communicate such contents of information.

59.
Evidence before Committee or any other Authority

(i)
Save as provided in sub-rule(iii) no employee shall except with the previ​ous sanction of the Managing Direc​tor, give evidence in connection with any inquiry conducted by any person, committee or authority.


(ii)
Where any sanction has been ac​corded under sub-rule(i), no employee while giving such evidence shall criticize the policy or any action of the Federation;


(iii)
Nothing in this regulation shall apply to :



(a)
evidence given at any inquiry before an authority appointed by the Federation, Government, Parliament or a State Legisla​ture;


(b)
evidence given in any judicial inquiry; or



(c)
evidence given at any departmental inquiry ordered by the Managing Director, Chairman or the Executive Committee or any other Officer empowered under these regulations to order a departmental inquiry.

60.
Gifts

(a)
No employee shall accept or permit any member of his family or any per​son acting on his behalf to accept any illegal gratification; or


(b)
Pecuniary advantage or gifts etc., from any person or agent having dealing with the Federation.

61. Private Trade or Employment


No employee shall engage himself directly or indirectly in any trade or business or undertake any other employment.


Provided that an employee, may without such sanction, undertake honorary work of a special or charitable nature or work of Iiterary, artistic or scientific or cooperative or educational character, subject to the condition that his official duties do not thereby suffer.


Provided that an employee may take part in an honorary capacity in registration, promotion or management of a cooperative society and which is required to be registered under the Cooperative Society Act or any other laws for the time being in force, or of a literary, scientific or charitable society required to be registered under the Societies Reg​istration Act, 1860(21 of 1860) or any correspond​ing law in force.

62.
Insolvency & Habitual indebtedness

(i)
An employee shall so manage his private affairs to avoid habitual indebt​edness or insolvency.


(ii)
An employee against whom any legal proceedings is instituted for the recov​ery ofany debt due from him or for adjudging him as an insolvent shall forthwith report the full facts of the legal proceedings to the Federation.
NOTE :
The burden of proving that the insolvency or indebtedness was the result of circumstances which with the exercise or ordinary diligence, the employee could not have foreseen or over which he has no control, and had not proceeded from extravagant or dissipated habits, shall be upon the employee.


Some employees of the Federation take loans from different banks, financial institutions or other sources in their personal capacity without intimation or permission of office. Later on when they fail to repay loan, the concerned bank etc. approaches NAFED to recover the same from them.


The Staff Regulations of the Federation provides that every employee shall at all times maintain absolute integrity, devotion to duty and do nothing which is unbecoming of an employee of the Federation. It further provides that employees shall so manage their private affairs to avoid habitual indebtedness and insolvency.


The habit of taking frequent loans by the employees even in their personal capacity without intimation or permission of office may lead to serious consequences as it amounts to misconduct in terms of the Staff Regulations of NAFED.


An employee is supposed to inform the management immediately if any legal proceedings are initiated for recovery of any debt due from him or for adjudging as an insolvent alongwith full facts of the legal proceedings.


It is observed that when any such proceedings for recovery of loan etc. are instituted by the lending institution, the employee concerned does not intimate office about such proceedings. This is misconduct under Staff Regulation No. 60.


All emloyees are, therefore, advised to manage their finances in such a way that at no time they are compelled to indebtedness and putting the organisation in an embarrassing situation. Non-compliance of these instructions may lead to disciplinary action against such employees. All Regional Managers/Branch Managers to please widely circulate these instructions to the employees working under them for strict compliance.


(Ref. O.O. No. 2 dt. 21.4.1993)


Attention of all employees is drawn towards Office Order No. 02 dated 21.04.1993 vide which it has been emphasized that the employees should manage their finances in such a way that at no time they are compelled to indebtedness putting the Organisation in an embarrassing situation. however, despite these clearcut directions, cases are coming to notice in which the employees of the Federation take loans from different banks, financial institutions or other sources in their personal capacity and later on when they fail to repay loan, the concerned bank, etc. approaches Nafed to recover the same from the concerned employee. This unnecessarily puts the Federation in an embarrassing situation besides affecting its fair name.


It is, therefore, once again reiterated that the cases regarding non-payment of the dues, etc. by the employees for loans taken by them from different sources, shall be viewed very seriously as and when these come to the notice of the Federation. Further such employees are liable for action under the provisions of Staff Regulation No. 60 of the Federation

(Ref. O.O. No.03 dated 10.04.1996.)

Default in repayment of loans taken from

Financial Institutions – action regarding.

          Of late, Head Office has been receiving complaints from financial institutions including banks and cooperative thrift and credit societies to the effect that some of the Nafed employees who had availed loans from them, have not been repaying the same.  They request us to make recoveries from the salary of concerned employees on the strength of an authorisation submitted to them by the employee who drew loan, and remit to them. Office is informed neither by the employee concerned nor the financial institutions at the time when the loan is applied for and disbursed.  Suddenly, when the employee starts defaulting in re-payment, Nafed comes into picture when the financial institution sends us a copy of the letter submitted to them by the loanee employee authorising Nafed to deduct loan installments from his salary and remit to the bank/society as and when demanded. In such a situation a responsibility falls on Nafed to make deduction in view of the authorisation letter submitted by the employee to the financial institution at the time of drawl of the loan. Cooperative dues are treated as Govt. debts as per the relevant provisions of the laws and have preferential treatment in the matter of recovery. 


Though Nafed is not a party to any loans by the employees from outside, non payment of loans by the employees bring a bad name to the institution besides increasing undesirable paper work in the office. Therefore, the tendency of employees to default in repayment of their loans needs to be checked. Vide Staff Regulation No.60 the employees have been advised that they shall so manage their private affairs to avoid habitual indebtedness or insolvency. They have further been informed that in case an legal proceedings are instituted against them for the recovery of any debt due from them or for adjudging them as insolvent, they shall forth-with report  the full facts of the legal proceedings to the Federation and that the burden of proving that the insolvency or indebtedness was the result of circumstances which the employees could not have foreseen, shall be upon the employee. 

The Staff Regulations of the Federation further provide that the employee shall do nothing which is unbecoming of an employee of the Federation. Non-payment of dues of the financial  institutions by the employees brings a bad name to Federation and is, therefore, a misconduct under Staff Regulations of the Federation. Consequently it attracts disciplinary action at par with other misconducts specified in these regulations. Therefore, the employees are advised in their own interest to manage their affairs in such a manner that they are not required to draw loans from outside. However, in exceptional circumstances where it becomes necessary to obtain a loan from a financial institution, the employee must bring this fact to the notice of office before availing the loan in advance and also inform the extent of obligation of the office in that transaction e.g. any letter of authority issued by the employee for deductions from his salary etc. As already stated, any violation of these instructions shall attract disciplinary action as per the provisions of the Staff Regulations stated above. 

(Ref. OO No.01 dated 9.4.2003)

63.
Consumption of Intoxicating Drinks & Drugs
An employee shall :


(a)
Strictly abide by the law relating to intoxicating drinks or drugs in force in the area in which he may happen to be for the time being;


(b)
take due care that the performance of his duties is not affected in any way by the influence of any intoxicating drink and drug;


(c)
not appear in public place in a state of intoxication;


(d)
not habitually use any intoxicating drink or drug to excess.

64.
Prohibition to Absence without Leave

An employee shall not absent himself from his duties or from the station of his posting without having first obtained the permission of the com​petent authority.

65.
Absence from duty without proper ap​proval - Consequences thereof

The following types of cases have come to notice where :


(i)
Some employees come to office late habitually, and remain absent without any intimation to the officer concerned. The leave application is submitted after availing the same without prior sanc​tion.


(ii)
Though the leave is sanctioned by the competent authority, the employee concerned does not report for duty on expiry of leave. He does not even apply for extension in time and request for the same while resuming duty.


The habitual absence without leave or over​staying the sanctioned leave without sufficient grounds or proper and satisfactory explanations or habitual late attendance is a misconduct in terms of provisions of Service Rules of the Federation. Necessary disciplinary action will be taken against such employees. Attention of the employees is also drawn to the Rule 43 of the Staff Regulation which read as under :


“OVERSTAY after expiry of leave or absence otherwise:


An employee who remains absent on expiry of his leave or otherwise absents himself shall not unless the competent authority otherwise direct be entitled to any pay and allowances for the period of such absence, and shall be deemed to have re​signed from the service of the Federation if the period of such absence exceeds 15 days without proper reason, intimation and without justification”.


In view of the increasing tendency of the employees to remain absent unauthorisedly, the necessity has been felt to issue the following instructions :


(1)
One day’s casual leave will be de​ducted if an employee comes to office late on three occasions in a month. However in the case of Head Office, where Punching Machine is installed, instructions contained in Office Order No. 12 dated 01-03-1999 shall be applicable.


(2)
If an employee remains absent with​out prior intimation or proceeds on leave without prior sanction of leave by the competent authority, such pe​riod will be treated as unauthorised absence and will be treated as break in service for the purpose of provident fund, gratuity etc. However, if satis​factory explanation is given for the absence, the period of such absence may be treated as extraordinary leave.

(3)
In case of overstay after expiry of leave or absence exceeding 15 days without proper reason, intimation or justification, action shall be taken in terms of Rule 46 of the Staff Regulation.


(4)
All employees are, therefore, directed to strictly adhere to the procedure laid down in the rules in matters relating to leave etc. This is necessary in the  interest of maintaining office decorum and discipline.

This order comes into force with immediate effect.

(Ref. HO/AD/5/35/79-80 dated 27.6.1980)

66.
Ban on bringing in political/outside influence by employees.

(i)
It has been observed that certain employees bring or attempt to bring political or other outside influence on their senior officers or top Management to further their interest in respect of matters pertaining to their serices and business in the Federation. This not only hampers the smooth functioning of the Organisation, but also leads to indiscipline. Therefore, it has been decided that no employee shall bring any outside influence on the Management in respect of his service and business matters in the Federation. Failure to observe these instructions shall be viewed seriously and the employee concerned may be liable for disciplinary action for such an act.


(Ref. O.O. No. 60 dated 11.5.87)


(ii)
Despite Office Order No. 60 dated 11.05.1987 (Copy enclosed) it has been observed that some of the employees have been bringing/trying to bring outside influence/ extraneous pressure on the Management in respect of matters pertaining to their service and business in the Federation. This is not a healthy practice and smacks of indiscpline on the part of such employees.

Employees are, therefore, again advised and cautioned to follow the instructions contained in Office Order No. 6-0 dt. 11.05.1987 scrupulously. Any failure/disregard to these instructions shall be viewed seriously and the employee concerned may be liable for disciplinary action for such an act. The above instructions are reiterated for strict compliance.


(Ref. O. O. No. 56 dated 14.11.1992)

67.
Movable, Immovable and Valuable Properties acquired by employees of the Federation


The following revised instructions are issued w.e.f. 5.3.87 regarding declaration of Movable, Immovable and Valuable Properties acquired by employees of the Federation :

I.
Immovable Property


(i)
All Officers/Employees shall file a declaration of their immovable properties at the end of each calendar year in the prescribed form at Annexure-I.


(ii)
Whenever any immovable property is acquired/disposed of, the same shall be declared within one month of the date of such acquisition or disposal in Annexure-I.


(iii)
Prior sanction shall be sought in cases where the transaction is with a person having official dealings with the employees/officers, in the prescribed form at Annexure-II.

II.
Movable Property


(i)
In the first instance all employees and officers will be required to file a declaration of their movable properties costing Rs. 7000/- or more and Rs. 10,000/- or more respectively in proforma at Annexure-III.


(ii)
Whenever any movable property costing Rs. 7,000 or more for employees and Rs. 10,000/- or more for Officers is acquired, the same shall be declared within one month in the prescribed form at Annexure-III.

(iii)
Prior sanction shall be sought in case of a transaction of above mentioned values with a person having official dealings with employee/officer in the prescribed form at Annexure-II.

III.
Liquid Assets


An annual return in respect of liquid assets shall be filed by the employees at the end of each calendar year in the prescibed form at Annexure-IV.

IV.
Debts & Other Liabilities


An annual return in respect of Debts and other Liabilities shall be filed by the employees at the end of each calendar year in the prescribed form at Annexure-V.


In the first instance all employees shall file a declaration of immovable/movable property as para (i) and II (i) owned by them. Subsequent annual returns in respect of movable property will not be required as it will be declared by the employees concerned as and when he purchases the same. However, in case of immovable property, the employees are required to file annual returns in Annexure-I in addition to the declaration of properties as and when acquired by them.


The first returns in respect of Movable, Immovable, Liquid Assets and Debts and Other Liabilities as on 31st December, 1986 shall be submitted by the employees by 31st March, 1987 in the prescribed forms. The new employees shall, however, file these returns at the time of their first appointment.

68.
Certain Acts Constituting Misconduct are stated below :


(a)
willful insubordination or disobedience, whether in alliance with a co-employee or not, of any lawful and reasonable order of superior;

(b)
wilfully avoiding work or abatement or instigation thereof;


(c)
theft, fraud, misappropriation or dis​honesty in connection with employer’s business or property;


(d)
habitual absence without leave, overstaying the sanctioned leave without sufficient grounds or proper and satis​factory explanation or habitual late attendance;


(e)
commission of any act subversive of discipline or good behaviour in the premises or establishment such as drunkenness, or riotous, disorderly or indecent behaviour, gambling or taking or giving bribes or any illegal gratification of any kind whatsoever;


(f)
willful damage to work or goods in process or to any property or the es​tablishment;


(g)
habitual neglect of work or gross or habitual negligence;


(h)
disclosing to an unauthorised person any information with regard to the establishment which may come into the possession of the employee in the course of his work;


(i)
indulging in scurrilous attacks against the management and other superiors of the employee in his official capac​ity;


(j)
delivering speeches or raising slo​gans tending to incite workers to vio​lence;


(k)
contempt of regulations and disre​spect of authority and general affront to the management, amounting to misconduct;


(I)
impertinent, rude and disrespectful language which is subversive to disci​pline

*69.
Penalty for misconduct — Effect on Promotion



Whenever an employee is found guilty of a misconduct enumerated in Staff Regulation No. 67 of the Federation or Conduct, Discipline and Appeal Rules of the Federation, a penalty commensurating with the nature and gravity of misconduct is imposed on him: The question regarding consequent effect of these penalties on the promotion of the concerned employee, has been examined in detail and it nas been decided as under :

(a)
WHERE A MINOR PENALTY IS IMPOSED :



In case a minor penalty is imposed for a specific period the employee con​cerned will not be promoted during the period of the penalty. However, if the minor penalty is imposed without specifying any period, the employee concerned will not be promoted for a period of one year in case of minor penalties other than Censure. In case of Censure, promotion will not be given for a period of six months from the date of imposition of the penalty.


(b)
WHERE A MAJOR PENALTY IS IMPOSED :



In case a period has been specified for which the major penalty is imposed, the employees concerned will not be promoted during the currency of the penalty. In other cases, promotion will not be granted for a period of two years.



It is also clarified that the period of six months, one year or two years, as the case may be, shall be reckoned from the date of issue of orders imposing the penalty if no specific date upto which the penalty has been imposed as is indicated in the order.


These orders shall also cover the cases in which penalty has already been imposed.

CHAPTER-XII
70.
(i)
The whole time of an employee shall be at the disposal of the Federation and he may be employed by the Federation for the performance of such duties as may be assigned to him from time to time. No employee shall without the previous sanction of the competent authority engage in any other trade or business or accept any other employment while on duty or on leave.

(ii)
Instances have come to notice that some of staff members show laxity in doing the office work allotted to them by their superiors. They have a tendency to confine to a particular segment of work which they are generally required to do. On special occasions like meetings etc., or when one or the other staff member is on leave or on outside duty, it is necessary that in order to complete the work in time, each and every employee should cooperate with the Divisional/Sectional  Head. 


NAFED being commercial organisation can not afford to keep the people unoccupied as it can adversely affect its business.


All the staff members are, therefore, advised to keep the Federation’s interest above all and not to hesitate to voluntarily take up the job of other colleagues in Section who are otherwise busy in some important official work.

(Ref. Office Order No. 36 dated 4.12.1985)


(iii)
Without prejudice to the generality of Clause(i)


(a)
An employee may be required to undergo a course of study or instruction within or outside In​dia;

(b)        An employee may be required to serve the Federation at any place and at any post not lower than the post to which he is substan​tively appointed.

71.
The competent authority for administering these regulations shall be the Managing Director. The Managing Director may, however, delegate any of the powers under these regulations to any of the officers in the employment of the Federation.

72.
Every employee on entry into service shall abide by the staff regulations of the Federation and that he shall maintain discipline.

73.
All employee shall serve the Federation faithfully and honestly and pledge themselves to maintain the strictest secrecy regarding the Federation’s affairs.

74.
An employee shall have to abide by staff regulations and service conditions if they are amended or changed by the Federation from time to time.

75.
An employee will be responsible and accountable for all his acts, deeds and things done in connection with the work or duties entrusted to him and he should not act, work or behave in any way and manner which may harm the cause of the Federation and may prove prejudicial to or against the interest of the Federation.

76.
Holidays

The Federation shall observe such holidays as are declared by the Government of India.

It has been observed that the Central Govenrment declares holiday on certain occasions on short notice which cannot be conveyed to the Branches/Regional offices well in time. This results in receiving of telephone/telegram/telex messages from Branch/Regional office to know the decision of Head Office. To avoid such a situation it has been decided that when the Central Government declares holiday on certain occasions, Regional Managers/Branch Managers may close their Regional/Branch Office without seeking approval from Head Office.
77.
Service Book and Character Rolls

Service Books and Character Rolls shall be maintained in accordance with standing orders issued in this regard.


It has been decided that whenever an employee is transferred to another branch his personal file together with the Service Books should also be forwarded to the new place of posting. However, in case of officers/staff who are transferred from head office to other places, only photostat copies of important documents such as appointment letters, educational certificates, attestation form, declaration regarding home town and dependents for the purpose of LTC and Medical reimbursement will be fowarded to facilitate the branch concerned to take action, wherever necessary.

78.
Residuary Conditions of Service

Any matter relating to the conditions of ser​vice of an employee for which no provision is made in regulations shall be determined by the Board of Directors.

#79. Retention of lien on the post by an
  employee

It is hereby notified that the existing proce​dure of allowing an employee to retain the lien on the post held by him in the Federation while being selected for outside employment, is modified as under :


(a)
No employee will be allowed to keep lien on the post held by him in the Federation on his selection for employment in another organisation through open advertisement even if his application is forwarded through  proper channel.


(b)
The lien will, however, be allowed to an employee whose services are req​uisitioned by another organisation for a period upto 2 years in the first in​stance and may be extended for fur​ther period of 1 year only.


(c)
The above two clauses will, not be applicable in cases of employees get​ting assignments outside the country, which would be decided on merits of each case.”

*80.
Lien of Borrowed Employees

If the lien of a ‘Borrowed Employee’ already working in the Federation is suspended or termi​nated by his parent employer and such borrowed employee is taken in its employment by the Fed​eration then the service already rendered by such an employee under the Federation shall be deemed as continuous service, but for the purpose of seniority in the Federation, the date of his appoint​ment to the post at the time of absorption shall determine his seniority.

81.
Seniority

General principles are laid down in the fol​lowing paras for regulating the seniority of officer and staff of the Federation. The seniority lists shall be maintained by the Head Office and circulated periodically to all employees.

82.  (1). Direct Recruitment

(i)
The inter-se-seniority of the candidates selected on any one occasion shall be determined in order of merit in which they are recommended by the Selection Committee, which shall assign a serial number to them accordingly.


(ii)
Candidates appointed on the results of an earlier selection will be deemed to be senior to those appointed on the result of a subsequent selection.


(iii)
The date of joining within the panel recommended on each occasion will be immaterial subject to the condition that if a person fails to join duty within 3 months of the issue of the appointment order, he will be placed below those persons from panel who have already joined. However, for specific reasons the appointing authority may allow a candidate to join at a later date and his seniority would not be affected.

(II).
Promotion/LCT.

The inter-se-seniority of departmental candi​dates who are recommended for promotion to the next higher post on the basis of recommen​dation of the departmental promotion committee shall be governed in accordance with the recommendations of DPC or the results of the LCT as the case may be. The date of joining shall not affect the inter-se-seniority. Though a candidate will be expected to join within the time prescribed by the Federation, the appoint​ing authority for specific reasons may allow a candidate to join at a later date. In such an eventuality, the inter-se-seniority of the employee concerned would not be affected.
NOTE : For the purpose of these instructions, those employees who are selected in direct com​petition through open advertisement but are ap​pointed on foreign service terms shall be deemed to be direct recruits for the purpose of determina​tion of their seniority in the Federation. Seniority of such persons, once so determined, shall not be affected by.their retirement from the parent office, if they continue in the Federation’s employment beyond such retirement.

83.
A Relative Seniority of Direct Recruits and Departmental Promotees in Promotion/LCT Quota

The combined seniority lists of the 3 catego​ries of employees viz. promotion, LCT and direct recruitment will be prepared as follows :


(i)
Inter-se-seniority between the candi​dates of different categories will be maintained as per 82 (I & II) above. The date of offer of appointment/pro​motion order to different persons will determine their inter-se-seniority in the combined seniority. For example, if a candidate is offered appointment/ promotion on 1 st April and another is offered appointment/promotion on a subsequent date, the candidate who has been offered appointment/pro​motion on 1 st April will be senior in the combined seniority list irrespective of the joining date.



However, if promotion/appoint​ment letters are issued on the same date to persons in promotion/LCT/ direct quotas, the persons in promo​tion quota will be senior to those in LCT/direct quota and the persons in LCT quota will be senior to those in direct quota.


(ii)
The inter-se-seniority of employees, where promotion is considered from more than one feeder grade, will be determined by drawing the combined seniority list on the basis of the following principles :



(a)
The names of employees belonging to different feeder grades shall first be arranged as indicated in paras 82 (I & II). If the recruitment to these grades was made on different dates, the com- bined seniority list will be drawn by clubbing together the grade-wise lists, arranged chronologically according to the 

recruitment date pertaining to each grade.
Illustration : Assuming that appointment/pro​motion to the posts of Sr.Asstt. and PA (both of them are eligible for joint consideration to the post of Asstt.Manager) was made on different dates say 1.1.80 and 1.5.80 respectively. The combined seniority list will be drawn as under :​


(i)
The seniority in each of the grades will first be arranged in accordance with the principles set out in paras 82 (I & II) above.

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


Sr. Asstt
P.A.


1.1.1980
1.5.1980

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


1.
Mr. A
4.
Mr. D


2.
Mr. B
5.
Mr. E


3.
Mr. C
6.
Mr. F

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


(ii)
Their combined seniority list for the purpose of promotion will be as 



under :​



1. A



2. B



3. C



4. D



5. E



6. F


If however, promotion/appointment to the above posts was made on the same date, the relative seniority in each grade will first be deter​mined in accordance with the principles indicated in para76 (I&II). The combined list will then be drawn up by giving due regard to the respective position of each candidate in his grade list and the date of his offer of appointment/promotion orders.

Illustration

If appointment/promotion was made on the same date to the post of Sr.Asstt. and PA, the two candidates holding the first position in the panel of each of the posts will be arranged on the basis of their date of joining. The candidates holding 2nd position in the respective lists occupying the next two places will be arranged according to the date of joining and so on.
--------------------------------------------------------Sr.Asstt.
   P.A.

(Dt. of selection 1.1.1979)
(1.11.79)

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

1.
A-1.1.80
1.
D-10.1.80

2.
B-15.1.80
2.
E - 14.1.80

3.
C-1.2.80
3.
F-3.2.80.

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


Their position in the combined seniority lists wil! be as under :

1.
A

2.
D

3.
E

4.
B

5.
C

6.
F


In case, candidates holding same position in the two panels join on the same date, the persons having more service in NAFED will be senior.

84.
Ad-hoc/Officiating Appointments

Persons appointed/promoted to a grade on ad-hoc/officiating basis shall be replaced by candi​dates approved for regular appointment/promo​tion as soon as possible. In the event of their regularisation in the post, the period of their ad​hoc/officiating service shall not be counted for the purpose of seniority. They will be placed next to the last incumbent on the seniority list of the grade. However, for the purpose of inter-se-seniority amongst the ad-hoc/officiating employees, the period spent on ad-hoc/officiating, ser​vice will be counted.

85.
Contingent Employees

In the case of employees who are recruited initially on contingent basis and are brought on to the regular establishment of the Federation later, the seniority shall be fixed with reference to the date of their regularisation. Where, however, the order of merit is not so determined, the inter-se​seniority of candidates brought on to the regular establishment on the same date will be decided on the date of their continuous employment on contin​gent basis prior to such regularisation. If the date of employment on contingent basis is also the same, the candidate elder in age shall be deemed to be senior.
86.
Pay vis-a-vis Seniority

Irrespective of the fact that an employee whose pay in the grade is higher to another em​ployee in the same grade, he will not be deemed senior to the other employee by virtue of his higher pay.

87.
The panel of candidates recommended by Selection Committee shall be valid for a period of one year.

88.
Transfers


Request for Transfer : It has been observed that some of the employees send their request/representation directly for their transfer from one place to another place of their choice to H.O. without any intimation to their officers concerned. This is improper. It is, therefore, notified for information of all concerned that all such requests should invariably be sent to H.O. through proper channel. In case, any application is received without observing proper norms, the same will not be considered.

     (Ref. : O.O. No. 24 dated 12.11.1980)


Representations from emplyees of the Federation for their transfers are being received in HO from time to time. While some of these requests are forwarded by the Branch Managers directly to HO, others are routed through Regional Managers. On examining these representations, it is observed that in most of the cases neither the Branch Managers nor the Regional Managers give their comments. In the absence of any views from RM/BM, it becomes very difficult for the Head Office to process the case. The result is that decisions in such cases get delayed. It is, therefore, requested that Branch Managers/Regional Managers must forward the representation to Head Office giving their specific recommendation on the request of the employee concerned and also about posting of substitute etc., if required. No action shall be taken on requests for transfers if the above requirements are not complied with.

Joining Time on Transfer

The joining time of an employee in cases involving a transfer from one station to another will be regulated as under :


(a)
Six days are allowed for preparation and in addition, a period to cover the actual journey calculated as follows :


(i) For the portion of actual time        Actual time



     the journey  which occupied in     occupied in



     he travels by aircraftthe journey.  The journey



(ii)For the portion of   one day for      One day



    the journeys which
  for each



    he travels or might
 500 Kms.

                    Travel  by Railway


                    By Motor Vehicle
150 Kms.


(b)
For the purpose of journey by air under clause a (i), a part of a day should be treated as one day.


(c)
A day is also allowed for any fractional portion of any distance prescribed in clause a (ii).


(d)
Travel by road not exceeding eight kilometers to or from railway station at the beginning or end of a journey does not count for joining time.


(e)
A Sunday does not count as a day for the purpose of the calculation in this rule.


(f)
When holiday(s), follow(s) joining time, the normal joining time may be deemed to have been extended to cover such holiday(s). However, when holidays precede the joining time, these will form part of the joining time admissible under the above rules.


(g)
When an employee of the Federation joins at new place of posting of transfer without availing of full joining time, the number of days admisible to him/her as joining time under office memorandum dated 13.10.76 referred to above reduced by number of days actually availed of, shall be credited to his/her leave account as earned leave.

Charge Report on transfer
(1)
At the time of transfer of an employee from one Section/Office to another, at present there is no uniform practice of handing/taking over charge by the concerned employees. In order to streamline the system, it has been decided that all employees, on their transfer from one section/office to another will, hereafter, hand over charge of their posts in the enclosed proforma.
(2)
In case of branch office, 3 copies of the proforma shall be prepared. While one copy will be retained in the branch office, one copy each will be forwarded to Regional Office and Head office (Personnel Section) by the Branch Manager. For employees at Regional Office and Head Office, two copies will be prepared and will be retained by the Regional Office or the concerned Division at Head Office, as the case may be and the second copy will be forwarded to the Personnel Department of the Head Office.

(3)
In case of transfer of an employee from one section to another, the Sectional head should normally redistribute his work amongst the existing staff. However, if it is felt that the work cannot be managed by re-allocation of duties and is of such a nature that the same has to be entrusted to an employee exclusively in addition to his normal duties, the Sectional head should immediately send a request to Personnel Department for posting of substitute and sanction of dual charge allowance to the concerned official during the intermediary period. If it is decided by the competent authority that the concerned section should manage the work by re-allocation of duties such an intimation shall be sent to the concerned Section.

(4)
If, however, it is agreed that the posting of substitute is necessary, the same shall be done within one month's time so as to avoid payment of extra allowance. In case a substitute is not readily available then for such duration, dual charge allowance will be sanctioned to the concerned employee as per rules. It would not be necessary for the concerned employee to make an application in this regard.


This order comes into force with immediate effect.


(Ref. : HO/AD/5/151/88-89 dated 13.07.1988)

NAFED
(CERTIFICATE OF TRANSFER OF CHARGE)


Certified that we have made over/taken over charge of the post/office of .................................... on........................................forenoon/afternoon in pursuance of office memorandum No. .................. dated .......................
Relieved Officer/
Relieving Officer/

employee's Signature
employee's Signature

Name ..........................
Name ..........................

Designation ................
Designation ................

Office ..........................
Office ..........................

Dated ..........................
Dated ..........................

Branch Manager/Regional Manager

Sectional/Divisional Head

                        Dated ___________

CC : 1.
ED (Pers.), HO


  2.
Divisional head/Regional Manager


  3.
Personal file.

Extension for shifting families on transfer

Instances have come to notice where employees when transferred from one Station to another request for successive extension of time for shifting their families from the old duty station to new headquarters while retaining the families at the old headquarters itself. In this regard it has been decided that such an employee shall be allowed to shift his family to his new headquarters within six months to be reckoned from the date of relieving from old headquarter, for the purpose of admissibility of transfer benefits. This time limit may be extended upto another six months by the competent authority in the exceptional cases depending on merits of each case. No transfer benefits shall be admissible thereafter.


This order comes into force with immediate effect.


(Ref. O.O. No. 55 dated 30.01.1986 & O.O. No. 14 dated 29.11.2002)

89. Changes in the nature of amendments/addi​tions/deletions in these staff regulations shall be made in consultation with NAFED Employees Union. (Ref. Board of Directors' Resolution dated 24.7.1977).

IMPORTANT DECISIONS

Sub: Procedure to be followed/documents to be

          obtained  on joining   of new employees

                                 in the Federation.

When a new person joins Nafed on either casual or regular basis, we have to obtain his joining report and other documents pertaining to qualification etc. as well as his/her medical fitness certificate.  These documents are very crucial for maintaining data of the employees and their correctness is to be thoroughly checked.  Of late it is felt that the system adopted by the office in this regard previously is not being adhered to meticulously.  As a result, the files remain incomplete even after the concerned employee has worked in the Federation for months together. Keeping this position in view, the system to be adopted by the branches and Establishment Wing of the Personnel Section in Head Office on the joining of a new employee in the Federation is notified as under:

1. As soon as a new employee reports for duty his joining report will be obtained in the prescribed format (specimen enclosed).
2. Attested copies of testimonials along with the originals as well as medical fitness certificate issued by an MBBS Doctor will also be taken from the candidate.  Similarly in the case of Management Trainees it will be ensured that they submit the Indemnity/Surety Bonds also as per their appointment orders.
3. The certificates will be compared with the photocopies and after verifying their correctness, originals will be returned to the employee.
4. A Personal file No. will be allotted with entry in the appropriate register. The personal file will then be prepared, mentioning name, designation, date of joining and place of joining of the employee on the cover of the file.  A note sheet will be prepared mentioning clearly the particulars of the employee like name, designation, date of joining and the details of documents submitted by him.  It will be certified on the note sheet that documents have been compared with the originals and found in order.
5. A service book will also be immediately prepared and signatures of the candidate taken at the appropriate place.
6. The portion of the joining report marked as “for office use only” shall be completed by the person handling establishment matters. Required number of photo copies of the joining report will be taken and marked to Accounts Section, H.O.,  Personnel Section, H.O., Secretary (PF Trust), Guard and Stat files besides the relevant departments of the branch .
7.    The file along with service book and letter of joining report will be submitted to the Branch Manager in the case of branches and / Officer concerned handling establishment matters in case of Head Office.  8.        Such an officer will then sign this forwarding portion of the joining report, and the entries in service book.  He will ensure that the above procedure is properly followed. 
9.   In the case of employees joining at Head Office, the file with all the above documents, noting, copies of   joining report and service book will then be submitted for information of Sectional/Divisional Head of Personnel Section.
       10.  After this the copies of joining report will be sent to the addressees and file kept  at the appropriate place.
1        11.
    Procedure as at Para 6 onwards shall also be adopted in the case of existing employees  who submit their joining reports on transfer from onc place to another or on appointment to a higher post. 
               
         A check list of documents to be obtained/checked at the time of joining of a new employee is given below:-

1. Joining Report(in the prescribed format enclosed.
2. Duplicate copy of the Appointment Order duly acknowledging acceptance of Terms and conditions of appointing.
3. Medical Fitness Certificate.
4. Attestation forms in triplicate.
5. A Surety and an Indemnity Bond in the case of persons joining as Management Trainees.

6. Original Certificates of educational and professional  qualifications as mentioned in the application of the candidate alongwith their attested photo copies. The originals shall be returned to the candidate immediately after verification.
7. Certificate relating to work experience, if any as mentioned in the application of the candidate.
8. Relieving order from the previous employer if the new employee has stated that he was working somewhere prior to joining Nafed. 
9. Provident Fund,  Pension, Gratuity nomination forms(in quadruplicate).
10. Declaration regarding dependants for the purpose of Leave Travel Concession & Medical Benefits.
11. Home Town declaration Form
12. Declaration of nominees for the purpose of Nafed Employees Benevolent Fund Trust.
13. Forms relating to declaration of Moveable and Immovable assets.
14. Declaration of indebtedness.
15. One additional photograph for preparing I-card.
16. One additional photograph for preparing Attendance Card (in the case of employees posted in H.O.)
        Documents at Sr.No.11, 12, 13, 14 and 15 are not required in the case of persons engaged on casual/contract basis.
        The branches will send documents at S.No.4, 5,  9, 10, 11,12,13 and 14 in original and photo copies of other documents duly attested by the concerned BM to Head Office for necessary action within a week of joining of the employee.  ( Ref. OFFICE ORDER NO.11          Dated:28.07.2006).

Check list of documents to be obtained/checked  at the time of joining of a new employee.

1. Joining Report(in the prescribed format enclosed.
2. Duplicate copy of the Appointment Order duly acknowledging acceptance of Terms and conditions of appointing.
3. Medical Fitness Certificate.
4. Attestation forms in triplicate.
5. A Surety and an Indemnity Bond in the case of persons joining as Management Trainees.

6. Original Certificates of educational and professional  qualifications as mentioned in the application of the candidate alongwith their attested photo copies. The originals shall be returned to the candidate immediately after verification.
7. Certificate relating to work experience, if any as mentioned in the application of the candidate.
8. Relieving order from the previous employer if the new employee has stated that he was working somewhere prior to joining Nafed. 
9. Provident Fund,  Pension, Gratuity nomination forms(in quadruplicate).
10. Declaration regarding dependants for the purpose of Leave Travel Concession & Medical Benefits.
11. Home Town declaration Form
12. Declaration of nominees for the purpose of Nafed Employees Benevolent Fund Trust.
13. Forms relating to declaration of Moveable and Immovable assets.
14. Declaration of indebtedness.
15. One additional photograph for preparing I-card.
16. One additional photograph for preparing Attendance Card (in the case of employees posted in H.O.)
The Managing Director,

NAFED

New Delhi

                              Through Proper Channel.


          Sub: Joining Report.
Sir,


With reference to the Appointment Order No.HO.AD/………………………………. dated……………issued by Nafed offering me the post of……………………………., I hereby report for duties at…………………….office of the Federation on today the………….(FN/AN).  As desired, I am enclosing herewith the documents as per the check list enclosed.   


Thanking you,








      Yours faithfully,








  (                                    )

Encl: As above.

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

(       For office use only      )

      Applicable for persons joining at branches.

File No……………………..

                           Dated:…………………..

Received the documents mentioned in the Check List alongwith original certificates from Shri……………………………Verified the photo copies from the originals thereof and found in order.  Original documents returned to him/her after verification.  Copy forwarded alongwith the documents mentioned in the enclosed Check List to Personnel Section, Head Office for further necessary action.









        BRANCH MANAGER
Applicable for persons joining at Head Office.

FileNo.HO/AD/P-/2006-07        Dated:____

Received the documents mentioned in the Check List alongwith original certificates from Shri……………………………Verified the photo copies from the originals thereof and found in order.  Original documents returned to him/her after verification.  Copy forwarded for information and necessary action to:-

CC:

1.GM(F&A) H.O.

2.Manager(Programming) H.O.

3.Stat/Guard/Increment/Seniority/budget files.

   Signatures of dealing Assistant 

                          Dy.Manager(Pers.)/Manager(Pers.)

         NOC for Issue/Renewal of Passport

In continuation of this office order No. 10 dated 16.12.1997, those employees who wish to obtain"No Objection Certificate" for the purpose of issuance of the Indian Passport or renewal of their old Passport shall apply in the revised proforma as per format given below :
NATIONAL AGRICULTURAL COOPERATIVE MARKETING FEDERATION OF INDIA LTD.

SIDHARTHA ENCLAVE, ASHRAM CHOWK,

RING ROAD, NEW DELHI-110014.
The Managing Director,

NAFED Head Office

New Delhi

Sub. :
Request for issue of NOC for getting IndianPassport issued.

Sir,


I wish to apply for an Indian Passport/renew my old Passport expired on ______________ for Visiting ____________________ (Name of the country) abroad. The relevant particulars are given hereunder :

1.
Name

2.
Designaion

3.
Date of joining in NAFED.

4.
Whether the applicant holds valid Indian passport and if so, No. and date of validity and place of issue :

5.
No. of visits so far, taken abroad

6.
Country(ies) proposed to be visited

7.
Purpose and duraion of visit

8.
The detailed break-up of finance to be arranged from various sources may be indicated, if personal visits :

9.
Please indicate names/addresses of the persons likely to be visited.

10.
The grant of this No Objection Certificate does not, in any case, imply grant of permission to proceed abroad, without separately obtaining permission to this effect from the competent authority for this purpose.


Thanking you,

Yours faithfully,

(                    )


The above request of Shri ________________ recommended/not recommended.

(BM/RM/DIVN./SEC. HEADS)

(NAME AND DESIGN. WITH DATE)
________________________________________

Ref. No.  HO/AD/8/230/97-99 dated 02.07.1998.

A.
Forwarding Application for Outside Employment
I.
The matter regarding forwarding of applications of the staff for posts outside the Federation has been under consideration of the Federation for sometime past. Keeping in view the interests of the employees as also of the Federation, it has been decided with immediate effect that :


(i)
Application of an employee working in the federation may be forwarded after he has completed one year's service in the Federation.


(ii)
All applications for higher posts of the employees for their onward transmission to other organisations outside NAFED should reach the competent authority at least one week before the last date fixed for receipt of the applications in the outside organisation. Advertisement cuttings from the newspapers on the basis of which an employee makes his application including evidence that the post applied for carries higher scale of pay must also be submitted alongwith applications.


(iii)
In all cases applications for a higher post only will  be forwarded, subject to what has been stated in (i) above, four in a Cooperative year.


(iv)
Where a person has been bound down by a Service Bond for putting in minimum service, his application will not be forwarded until the expiry of the bond.


(v)
The management reserves the right to make suitable exceptions in cases depending upon the merits of each case.



(Ref. : HO/AD/5/68/70-71 dated 6.12.1971)

FORM - A
Proforma for obtaining report on work, conduct and performance of employees for the purpose of confirmation in the service of the Federation
(For Officers in the scale of Rs. 2325-5100 & above)

1.
Name of the employee

2.
Designation
3.
Place of posting

4.
Date of joining the Federation

5.
Due date of confirmation

6.
Whether copies of necessary certificates received from the employee?

7.
Whether police verification report received?

8.
Assessment of work, conduct and performance

(State outstanding/very good/good/fair/poor as may be deemed fit against each column).


i)
Intelligence & general ability.


ii)
Job knowledge


iii)
Initiative


iv)
Promptness & accuracy in doing work


v)
Reliability


vi)
Punctuality in attendance


vii)
Capacity for assuming responsibility


viii)
Integrity


ix)
Ability to control subordinates


x)
How the officer performed the specific duties and responsibilities assigned to him?


xi)
Self-expression (oral/in writing)


xii)
Decision making


xiii)
Knowledge of trends, developments, new techniques, current practices, etc., pertaining to his/her work.

9.
Any lapses on the part of the officer.

10.
Whether any disciplinary case is pending against him/her.

11.
Give details of the job assigned to the official and state his/her performance against the job asigned.

12.
Whether any target for doing the work was fixed for the employee? If yes, whether the targets were achieved? Please give details.

RECOMMENDED FOR CONFIRMATION/NOT
RECOMMENDED FOR CONFIRMATION




Signature of the Reporting Officer




Name and Designation




Date :

FORM-B
Proforma for obtaining report on work, conduct and performance of employees for the purpose of confirmation in the services of the Federation

(For employees in the scale of Rs. 1900-4180 & below)

1.
Name of the employee

2.
Designation

3.
Place of posting

4.
Date of joining the Federation

5.
Due date of confirmation

6.
Whether copies of necessary certificates received?

7.
Whether police verification report received?

8.
Assessment of Work, Conduct and Performance

(state outstanding/very good/good/fair/poor, as may be deemed fit against each column)


i)
Intelligence & general ability.

ii)
Job knowledge


iii)
Initiative


iv)
Promptness & accuracy in doing work


v)
Reliability


vi)
Capacity for assuming responsibility


vii)
Punctuality in attendance


viii)
Amenability to discpline


ix)
Relations with colleagues/superiors


x)
Integrity

9.
Any lapses on the part of the employee

10.
Whether any disciplinary case is pending against him?

11.
Give details of the job assigned and performance achieved.

12.
Whether any target for doing the work was fixed for the employee? If yes, whether the targets were achieved. Please give details.

RECOMMENDED FOR CONFIRMATION/NOT RECOMMENDED FOR CONFIRMATION.



Signature of the Reporting Officer




Name and Designation



Date :

Annexure-I

NATIONAL AGRICULTURAL COOPERATIVE MARKETING FEDERATION OF INDIA LTD

STATEMENT OF IMMOVABLE PROPERTY ON FIRST APPOINTMENT/AS ON THE

      31ST DECEMBER 20…(e.g. Lands, House, Shops, Other Building etc.)

	Description of property


	

	Precise location, (Name of Distt., Division, Taluk & Village in which the property is situated & also its distinctive number etc.)


	

	Area of land (in case of land & building)


	

	Nature of land (usage in case of landed property)


	

	Extent of Interest

(if held jointly)


	

	If not in own name, state in whose name held, and his/her relationship, if any, to the employee


	

	Date of acquisition


	

	How acquired (whether by purchase, mortgage, lease, inheritance, gift or other-wise) and name with details of person/ persons from whom acquired, address and connection of the employee, if any, with the person(s) concerned. (Please see Note 1 below)


	

	Value of the property

(See Note 2 below)


	

	Particulars of sanction of competent authority, if any


	

	Total annual income from the property


	

	Remarks


	


Name & Designation

Place of posting




Signature with Date.

NOTE 1 :
For purpose of Column 8, the term “lease” would mean a lease of immovable property from year to year or for any term exceeding one year or reserving a yearly rent. Where, however, the lease of movable property is obtained from a person having official dealings with the employee, such a lease should be shown in this column irrespective of the term of the lease, whether it is short term or long term, and the periodicity of the payment of rent.

NOTE 2 :In column 9 should be shown :

(a)    where the property has been acquired by purchase, mortgage or lease, the price of premium paid for such acquisition;

(b)    where it has been acquired by lease, the total annual rent thereof also; and

(c)    where the equation is by inheritance, gift or exchange, the approximate value of the property so acquired.

Annexure-II

The Managing Director,

National Agricultural Cooperative

Marketing Federation of India Ltd.

Sidhartha Enclave,

Ashram chowk,

New Delhi – 110014

Subject: Request for prior permission for acquiring/disposing of Immovable/Movable Property.

Sir,


I propose to acquire/dispose of the following Immovable/Movable property from/to Shri……….. with whom I have official dealings:

1. Name, Designation & Place of posting of the person from whom property is to be acquired/disposed of :

2. Description of the property to be acquired/disposed of (please indicate the location, and the particulars of the property) :

3. Amount at which the property is proposed to be bought/sold :

4. In case of acquisition, sources of finances:

(a) Personal Savings :

(b) Other sources, giving details

5. If not acquired in own name, state in whose name held and his/ relationship with the employee :

6. Any other relevant facts which applicant may like to mention :

I, …………. hereby declare that the particulars given above are true. I request that I may be given permission to acquire/dispose of property mentioned above.

Thanking you,











Yours faithfully,



   





        Name & Designation










Place of posting

Date :











Annexure-III

NATIONAL AGRICULTURAL COOPERATIVE MARKETING FEDERATION OF INDIA LTD

Sl. No. 
Description
  Price or value at the
If not  in own
How acquired     Remars


of items
                  time  of   acquisition
name,  name 
with approxi-





  and/or    the     total
and  address
mate date of





  payments       made 
of the person
acquisition





up  to  the  date   of
in        whose 





return,  as the case
name and his





may be,  in case of
/her  relation-





articles  purchased 
ship  with the





on hire purchase or
employee





instalment basis

____________________________________________________________________________

Name & Designation

 




Signature with date

Place of Posting :




NOTE 1 :
In this form information may be given regarding items like (a) Jewellery owned by him (total value); (b) Silver and other precious metals and precious stones owned by him not forming part of jewellery (total value); (c) (I) Motor-Cars (ii) Scooters/Motor-Cycles (iii) Refrigerators/Air-conditioners (iv) Radio/Radiograms/ Television sets and any other article, the value of which individually exceeds Rs. 7000/- in case of employees and Rs. 10000/- in case of Officers; (d) value of items of movable property individually worth less than above amounts other than articles of daily use such as clothes, books, utensils, crockery etc. added together as lump sum.

NOTE 2 :
In column 5, may be indicated whether the property was acquired by purchase, inheritance, gift or otherwise.

NOTE 3 :
In column 6, particulars regarding sanction obtained in respect of various transactions may be given.

Annexure-IV

NATIONAL AGRICULTURAL COOPERATIVE MARKETING FEDERATION OF INDIA LTD

STATEMENT OF LIQUID ASSETS ON FIRST APPOINTMENT/AS ON 31ST DECEMBER, 20…….
(1) Cash and Bank balance exceeding three months’ emoluments.

(2) Deposits, loans advanced and investments (such as shares, securities, debentures etc.)

Sl. No. 
Description
Name   &   Ad-
Amount
If not in own name,
Annual   REMARKS





dress of Com-

name and address
income





pany, Bank etc.

of person in whose
derived







name held and his/







her       relationship







with the employee

Name & Designation

Date :





Signature with date

Place of posting :

NOTE 1 :
Individual items of loans not exceeding Rs. 7000/- in case of employees or Rs. 10000/- in case of officers, need not be included.

NOTE 2 :
The statement should also include various loans and advances available to employees like advance for purchase of conveyance, House Building Advance etc., (other than advance of pay & Travelling Allowances) advances from the Provident Fund and loan of Life Insurance Policies and fixed deposits.

     The Board of Directors in its meeting  held on 29.04.2011 has decided to grant extension of service to the officers/employees after attaining the age of 58 years for a maximum period of 2 years subject to the following conditions on  the existing pay scales plus all perks as admissible with full administrative powers:-

1. The extension in services of any employee would be based on the organizational requirement.

2. The extension in services would be considered to those officers/employees, having performed outstanding for the last 3 years, besides seeking a special report from his reporting officer followed by reviewing officer. 

3. The incumbent should be medically fit.

4. The extension would be considered initially for a period of one year, which would be extendable up to two years, bases on the performance of the concerned officer/employee.

5. During the course of extension in services with the Federation, the incumbent will be paid salary in his prevailing scale of pay at the age of superannuation with other benefits as usual.

6. During the period of extension on an employee, he/she will be entitled for all benefits like, Annual increment , EL/ML, Medical benefits, TA-DA as per entitlement.
7. The services can be terminated by either side by giving one month notice or one month salary in lieu thereof..

     The above orders are in force w.e.f.. 29.04.2011.

OFFICE ORDER NO. 7  dt. 25.05.2011 (Chapter- 3 )


        Pursuant to decision of the Board of Directors in its meeting held on 17.08.12, it has been decided to extend the facility of encashment of Medical Leave on resignation to the employees of the Federation (excluding Industrial Units). .

                    The employee of the Federation henceforth shall be eligible for encashment of Medical leave to his credit on half pay at the time of resignation to the extent of 360 days. Further, leave encashment of Medical leave over and above 180 days on full pay so accumulated will be made as per  Office order no. 22 dated 10.9.1985 

                     The benefit of encashment of Medical leave on resignation will also be admissible to the employees of the Federation, who are on Foreign Service to other organizations. 

                    This order comes into force with effect from 17.8.2012.

O.O. NO. 03 DATED 028.08.2012
The Board of Directors in their meeting held on 17.08.2012, vide agenda item No.08 has approved that if Nafed employee under suspension, expires before the departmental/disciplinary proceeding instituted against him are concluded, such proceedings would terminate and abate by reason of death.    The period between date of suspension and the date of death will be treated as duty for all purposes and his/her family be paid full pay and allowances & other benefits for that period to which he would have been entitled had he not been suspended after adjusting the subsistence allowance already paid, with eligibility for family pension, gratuity, encashment of leave, etc. as admissible. 

 

This order comes into force w.e.f.17.08.2012.

O.O. NO. 05 DATED 03.09.2012
             Pursuant to the decision of the Board of Directors in its meeting held on 24.06.2013, the Consultants engaged in Nafed after retirement will be entitled to following remuneration w.e.f. 24.06.2013:-
	S.No.
	Name of posts
	Existing wages paid PM
	Revised wages payable PM



	1.
	ED & above
	Rs. 35000/- + Rs. 5000 as conveyance
	Rs. 40000/- + Rs. 5000 as conveyance

	2.
	General Manager
	Rs. 30000/- + Rs. 5000 as conveyance
	Rs. 35000/- + Rs. 5000 as conveyance

	3.
	Manager
	Rs. 25000/- + Rs. 4000 as conveyance
	Rs. 30000/- + Rs. 4000 as conveyance

	4.
	Dy.Manager/AM
	Rs. 20000/- lump sum 
	Rs. 25000/-    +     Rs.3000 as 

conveyance



     
      The other terms and conditions prescribed vide Office order no. 09 dated 07.09.2009 shall remain unchanged.


      The above amendments have come into force w.e.f. 24.06.2013.

OO NO. 03 DTD. 08.07.2013

        It has been decided to re-engage services of the employees on contract basis after retirement subject to satisfactory performance fittingly recommended by the concerned Divisional Head in HO and by ZCs in Branches on need basis for which the modus operandi is as under:-

1. An employee after retirement may be re-engaged on contract basis on a consolidated salary per month on the same post as Manager(Contract), Dy. M(Contract) and so on in the following categories as under:-

S.No.      Category of Post                    Consolidated Salary payable PM
A.     Manager & equivalent                               Rs.   30000/-

B.     Dy.Manager/ AMs & equivalent               Rs.   25000/-

C.     AM-II & equivalent                                   Rs.   20000/-

D.     Jr.Asstt./Sr. Asstt. & equivalent                Rs.   15000/- 

 2.
The engagement will be on consolidated/fixed salary initially for a period of six month or as per discretion of the competent authority. The period of contract can be extended for a maximum period of two years;

3.
The personnel engaged on contract will neither be eligible for promotion nor for other benefits as admissible to the regular employees. He/she will not exercise administrative/financial power during the tenure of his/her contract period. He/she will perform the duties as directed from time to time; 

4.
He/she will however, be governed by the service regulations of the Federation as applicable to the contract employees provided that where the service regulations contravene, the terms & conditions of this  order shall exist; 

5.
In case of deployment of any such employee on tour, he/she will be entitled to TA/DA as per admissibility at the time of superannuation;

6.
He/she will be entitled to Casual leave as admissible to serving official and no other leave will be allowed to him including LTC and medical facilities.

7.     He/she will not be eligible for PF/Gratuity as applicable to regular employees;

8.
He/she will continue to be allowed utilization of Mobile phone for official purposes and the ceiling of calls will be regulated as per admissibility at the time of his/her retirement. 

9.
The contract of service could be terminated without assigning any reason by either side after giving one months notice. He/she will not be entitled to any TA/DA for joining the post.

These orders come into force with immediate effect.

         OO NO.05 DTD. 29.07.2013









 


                 In furtherance to Office Order no. 05 dated 29.07.2013 regarding re-engagement of  employees retired after 29.07.13 on contract, the Executive Committee in its meeting held on 12.08.2013 has decided as under:-
                             “That the employees having very good track record can only be considered for re-engagement on contract basis. The employees who have been charge-sheeted and against whom the departmental enquiry is already in progress shall not be considered for such contractual employment”. 



     The above observations of Executive Committee may please be followed by all the Divisional Heads in HO and ZCs while sending recommendations of employees working under them for re-engagement of his/her services. 

O.O. NO. 08 DTD. 23.08.2013


The Board of Directors in its meeting held on 04.01.2018 have approved the amendment in Clause VII of Rule No. 37 of the Maternity Leave Rules of the Federation as under:-  

	Existing Rules
	Proposed modification in Rules 

	
	

	Such kind of leave is also admissible at the rates prescribed above in the case of miscarriage and abortion. However, rules do not clearly stipulate as to how such leave is to be calculated and granted, it has been decided that miscarriage and abortion leave may be granted to a female employee once during the entire service to the extent of six weeks i.e. 42 days, subject to production of medical certificate. This will be in addition to maternity leave for 12 weeks admissible twice to a female employee. Thus in all maternity leave will be admissible on 3 occasions within the service career of an employee, twice for a maximum period of 84 days each for delivery cases and once upto 42 days in case of miscarriage and abortion.


	Such kind of leave is also admissible at the rates prescribed above in the case of miscarriage and abortion. However, rules do not clearly stipulate as to how such leave is to be calculated and granted, it has been decided that miscarriage and abortion leave may be granted to a female employee once during the entire service to the extent of 13 weeks, subject to production of medical certificate. This will be in addition to maternity leave for 26 weeks admissible twice to a female employee. Thus in all maternity leave will be admissible on 3 occasions within the service career of an employee, twice for a maximum period of 26 weeks each for delivery cases and once upto 13 weeks in case of miscarriage and abortion.




2.
The above order comes into effect from 4th January, 2018. 
O.O. NO. 05 DTD. 17.01.2018
It has been decided by the Competent Authority to enhance the monthly consolidated salary of re-engaged employees after retirement on contract basis as under:-
	S N
	Category of Post
	Existing Consolidated Salary payable

per month
	Revised Consolidated 

Salary payable 

per month



	1
	  Manager & equivalent
	Rs.30,000/-
	Rs.40,000/-

	2
	  Dy Manager/AMs & equivalent
	Rs 25,000/-
	Rs 35,000/-

	3
	AM-II & equivalent
	Rs 20,000/-
	Rs 30,000/-

	4
	Jr Assistant / Sr Assistant &

equivalent
	Rs 15,000/-
	Rs 25,000/-


          The other terms and conditions prescribed vide Office Order No.05 dated 29.07.2013 and Office Order No 8 dated 22/23.08.2013 shall remain unchanged.  

           The above Order has come into force w.e.f.01.01.2019.
 OFFICE ORDER No 19 Dated: 03.01.2019

Board of Directors in its meeting held on 29th April, 2020 has decided to raise the age of superannuation of employees from 58 years to 60 years to bring it at par with other cooperative organizations like IFFCO, KRIBHCO and NCUI, etc.  
 
2.         Consequently, NAFED Staff Regulation No. 17, which deals with “retirement”, stands amended to that extent from the date of aforesaid decision of BOD.  
 
3.         This issues with the approval of the Competent Authority.  
 
OFFICE ORDER No 1 Dated: 01.05.2020 
           In continuation of this Order No. 6 dt. 9-11-2021, clause 37(i) of Maternity Leave Rule of the Federation  as contained in “Staff Regulations” is  modified to the following extent:-
  

	                                            Existing  Rule
	                                 Modified Rule

	 37.        Maternity Leave


(i) A female employee of the Federation with less than two surviving children may be granted maternity leave by an authority competent to grant leave for a period of 26 weeks from the date of its commencement.
 
During such period, she shall be paid   leave salary equal to the pay drawn immediately before proceeding on leave.
 
Maternity leave shall not be debited against the leave account. 
 
 
 
      

	 37.          Maternity Leave
  

(i) A female employee of the Federation with less than two surviving children may be granted maternity leave by an authority competent to grant leave for a period of 26 weeks from the date of its commencement.
 
During such period, she shall be paid   leave salary equal to the pay drawn immediately before proceeding on leave.
 
Maternity leave shall not be debited against the leave account.
N              “No women employee shall be entitled to maternity benefit unless she has actually worked in the Federation, for a period of not less than 80 (Eighty Days) in the Twelve months immediately preceding the date of her expected delivery.”


 
2.         Rest of the Maternity Leave Rules of the Federation shall remain unchanged.  

 
3.         This issues with the approval of the Competent Authority and comes into force with immediate effect. 

AMENDMENT TO OFFICE ORDER NO.06 Dated: 17.11.2021
 

          
 In supersession of earlier Office Orders / Circulars dated 28.11.2014, 14.02.2022, 01.06.2022 and 19.07.2022, sanctioning of tour programmes and leave of Officers / Staff working in Head Office / Regional Offices /Branches /Sub-Offices are modified to the following extent:-

2.     Regional Office/ Branches
 
a)    Sanctioning of Tour Programmes
 

	Sr. No.  
	Existing 
	Modified  

	1. 
	Tour programme and leave applied by all Regional Heads and General Managers shall be routed through Personnel Division for approval of the MD.


	i) Tour programme of all Regional Heads for visiting outside State shall be routed through Personnel Division for approval of the MD.

ii) Tour programme of all Regional Heads for visiting within State shall be approved by AMD (Pers.).

iii) Tour programme of all State Heads / Heads (NSBD/ RBB/ Nashik/ Azadpur) within the State shall be approved by concerned Regional Heads. 

iv) Tour programme of all State Heads / Heads (NSBD / RBB/ Nashik/ Azadpur) for visiting outside State shall be routed through Personnel Division for approval of the MD. 


b)   Sanctioning of Leave: 

	Sr. No.  
	Existing 
	Modified  

	2.
	The Casual Leave applied by the State Head / Head / BM shall be approved by respective Regional Head under intimation to Personnel Section. Station leave permission during the casual leave period approved by MD.  

 

 

The Earned Leave / Medical Leave / Special Leave etc. applied by SH / Head / BM shall be approved by MD on the recommendation of RH through AMD (Pers).
	i) Casual leave of State Heads / Heads (NSBD/RBB/Nashik/ Azadpur) upto 3 working days shall be approved by Regional Head and beyond that, AMD (Pers.) shall approve the same.

ii) Earned / Medical Leave applications of State Heads / Heads (NSBD / RBB/ Nashik/ Azadpur) upto 5 working days shall be approved by AMD (Pers.) on the recommendation of concerned Regional Head and beyond that, same shall be approved by MD on the recommendation of concerned Regional Head through Personnel Division.




Contd…

-2-

	
	
	[Note- Before recommending leave of State Heads / Heads (NSBD / RBB/ Nashik/ Azadpur), respective Regional Heads should ensure that procurement and other activities are not  hampered and he / she will suggest the name of a suitable officer to look after the activities of the branch during the leave/ absence of State Head / Heads /BMs to the Leave Sanctioning Authority.]
iii) CL/EL/ML of Regional Heads (including where RH and SH is same) upto 5 working days shall be approved by AMD (Pers.) and beyond that MD shall approve the same.  

iv) Casual Leave of all employees posted in branches, shall be approved by concerned State Heads / Heads (NSBD / RBB/ Nashik/ Azadpur). 

· EL/ML of employees upto AM-II in branches shall be approved by SHs/Heads (NSBD / RBB/ Nashik/ Azadpur).

· EL/ML of the officers of the level of AM and above in branches shall be approved by AMD (Pers.) after receiving recommendation of concerned State Head/ Heads(NSBD / RBB/ Nashik/ Azadpur).
vi)  All CL/EL/ML of BMs  in Sub-Offices shall be approved by concerned Regional Heads.




3. Head Office
a) Sanctioning of Tour Programmes – All tour programmes of GM and above officers shall be approved by the MD. Tour programmes of Manager and below shall be approved by respective Divisional Heads.
b) Sanctioning of Leave 

i) 
All kinds of leave of Divisional Heads / GMs in HO shall be approved by the MD.

ii) 
All Casual /Earned/ Medical Leave applications in respect of Officers /Staff in HO upto Manager, shall be approved by concerned Divisional Head.

 Contd…

-3-

4.  General 

i) All concerned shall seek prior approval of above-mentioned Leave Sanctioning Authority before leaving the Headquarters.
ii) Special leave / Special Disability Leave of all employees shall be approved by the MD through Personnel Division. 
iii) Maternity Leave of concerned employees shall be approved by Divisional Head (Pers.).
iv) Casual /Earned/ Medical Leave of Officers/ Staff working in HO and Earned Leave & Medical Leave applications of Officers working in Branches are maintained in Head Office. Therefore, after approval, such applications be sent to Personnel Division, HO for further necessary action.
v) All kinds of leave should also be applied parallelly on HRMS Portal of NAFED. 

5.  This issues with the approval of the Competent Authority. 

OFFICE ORDER NO. 05 Dated: 07.12.2023 

