Chapter 10

GENERAL ADMINISTRATION

10.1. ATTENDANCE & PUNCTUALITY

10.1.1. 
Hours of attendance

The normal hours of attendance for C-MET shall be from 9.00 a.m. to 5.30 p.m. with half an hour lunch break from 1.00 p.m to 1.30 p.m. The working hours of Laboratories may be decided by the Central Government Staff members’ Welfare Coordination Committee (where it exist) or by the Director/Executive Director in consultation with the representatives of the staff members.  There shall be an option to choose any time between 9.00 a.m and 10.00 a.m. to start their offices with 8 ½ hours working day including an obligatory half an hour lunch break.  

Every staff member is expected to be in seat and to start work by the starting time.  Therefore, arrival of staff members shall be prior to the prescribed starting time.  However, 10 minutes grace time may be allowed in respect of the arrival time to cover any unforeseen contingencies for a maximum of 4 occasions in a month.

10.1.2. 
Attendance Register

Every Laboratory / office of C-MET shall introduce electronic card attendance system.  Where electronic punching has not been introduced, every staff member should enter clearly his initials at the time of arrival and departure duly noting the time in ink.  The register should be initialed at the bottom by an authorised representative in token of scrutiny.  The Register should be sent to the Time Office / Administration 10 minutes after the prescribed arrival time.  Any person arriving thereafter should apply for leave. The authorised representative will draw the attention of the Director/Executive Director to the names of persons who are frequently or habitually late without prior permission.  

10.1.3.
Recoding of non-attendance

The following abbreviations will be used by the authorised representative of the Section to denote the reasons of non-attendance: -


(1)
Compensatory Holiday


CH


(2)
Casual Leave



…..
CL


(3)
Leave of any other kind


L


(4)
Restricted Holiday



RH


(5)
Tour





T


(6)
Absent




…..
A*

*[This entry should be made in pencil and when leave of any kind is sanctioned appropriate abbreviation used.]

10.1.4.
Late Attendance

10.1.4.1. Half-a-day’s casual leave should be debited to the casual leave account of an staff member of C-MET for each late attendance but late attendance up to an hour, on not more than two occasions in a month, may be condoned if this is due to unavoidable reasons.  Suitable disciplinary action may be taken against the staff member concerned in addition to debiting half-a-day’s casual leave if he is persistently/habitually attending late.

10.1.4.2. Administrative authorities should see to the enforcement of punctuality and supervisory officers should be very particular in scrutinizing the attendance registers.

10.1.4.3. Surprise daily checks may be carried out in one or two sections under the direct supervision of a senior officer.

10.1.4.4. The lunch break must be scrupulously observed not only by the subordinate staff but also by the Supervisory officers and periodical surprise checks should be made to ensure this.

10.1.4.5. The Director should ensure punctuality in attendance and strict observance of the half an hour lunch recess in the offices under their control.  It should be ensured that the prescribed working hours in offices are strictly adhered to by all and the officers and staff do not overstay the prescribed lunch break.  Habitual non-observance of scheduled hours for attending office is highly objectionable and will amount to lack of devotion to duty, thus attracting provisions of the Conduct Rules.

10.1.4.6. The case of an staff member of C-MET who leaves office early without permission before the time for closing of office should also be treated like late attendance and half-a-day’s casual leave should be debited to the CL account for each such early departure from office.

10.1.4.7. There shall be no short leave, and the eligible leave shall be accounted as half day leave or full day leave only.

10.1.5.
When a day can be marked dies non and its effect

Absence of officials from duty without proper permission or when on duty in office, leaving office without proper permission, or while in the office, refusal to perform the duties assigned to them is subversive of discipline.  In cases of such absence from work, the leave sanctioning authority may order that the days on which work is not performed be treated as dies non, i.e., they will neither count as service nor be construed as break in service.  This will be without prejudice to any other action that the competent authorities might take against the persons resorting to such practices.

10.1.6.
No marking of dies non for late coming

According to the instructions above, the day can be marked as dies non by the leave sanctioning authority only under three circumstances, viz., -

(i) When the official remains absent from the duty without prior information;

(ii) When on duty in office, the official leaves the office without proper permission; and

(iii) The official remains in office, but refuses to perform duty assigned to him.

From the conditions mentioned above, it is clear that an official can be marked as dies non even if he performs duty for a part of the day in case he leaves office without proper permission or when he refuses to perform duties while remaining in office.  But a day on which an official comes late and works throughout the day during office hours will not be marked as dies non.  It is accordingly clarified that treating the day as dies non for coming late is not contemplated in the rules.  The proper course in such cases would be to debit the casual leave account of the official as per instructions issue from time to time.

10.1.7.
No pay and allowances for the day of absence without authority: - An officer who is absent from duty without any authority shall not be entitled to any pay and allowances during the period of such absence.

10.1.8.
Action to be taken for late coming when no casual leave is at credit: - If an official who has no casual leave to this credit comes late without sufficient justification and the administrative authority concerned is not prepared to condone the late coming but does not, at the same time, propose to take disciplinary action, it may inform the official that it will be treated as unauthorized absence for the day on which he has come late and leave it to the official himself either to face the consequences of such unauthorized absence or to apply for earned leave or any other kind of leave due and admissible for the entire day.  The same may be sanctioned by the competent authority.

10.1.9.
Half a day’s Casual Leave: -1.  Half-a-day’s casual leave if applied for by an staff member of C-MET, may be granted to him and the practice of allowing a staff member of C-MET to attend office late or to leave early (with permission) shall not be entertained.   

10.1.10. For the grant of half-a-day’s casual leave, the lunch interval is to be the dividing line, i.e., a person who takes half-a-day’s casual leave for forenoon session is required to come to office after lunch break.  Similarly if a person takes leave for afternoon session, he can be allowed to leave office at the commencement of the lunch hour.  In offices which follow different office hours/lunch time, the Director may decide as to what should be the dividing line for the grant of half-a-day’s casual leave.

10.1.11. The balance at credit in the casual leave account of some Staff member s may be in terms of full days plus half-a-day.  In such cases there is no objection to the grant of half-a-day’s casual leave, in conjunction with full day’s casual leave, if so applied for.  Likewise, even when the casual leave at the credit of a staff member of C-MET is in terms of full days, there is no objection to the grant of half-day’s casual leave in conjunction with full day’s casual leave.  The existing restriction imposed on the number of days’ casual leave that can normally be granted at a time, will, however, continue to apply.

10.1.12. There shall be no short leave, and the eligible leave shall be accounted as half day leave or full day leave only.

10.2.
RECORDS MANAGEMENT

Records are tools of management, memory of an organization and source of information.  The effectiveness of decision which ultimately reflects the image of the organization and efficiency of its operations is dependent on the quality of its resources and information, which is provided by the records.

10.2.1. What constitutes Records: - All papers, books, maps, photographs or other documentary material regardless of their physical form or characteristics created within or received by an organization form records.  In brief, records constitute means of preserving information for future use.

10.2.2. How records are created: - The creation of records in any organization takes place during the process of its activities/operations.  The records in offices are created because of the following factors: -

10.2.2.1. External Activities: - These are communications received from outside.

10.2.2.2. Internal Activities: - These are written communications conveying information/decision from all levels of authorities and analysis of various reports/returns, etc.

10.2.2.3. Mini Records: - They show the essential of original documents and take the shape of running summary of facts, standing notes and standing guard files, etc.  These save officers’ time and help in taking quick decisions.

10.2.3. Why is necessary to retain Records: - It becomes necessary to retain records-

(i) for planning and scheduling Society’s activities as information required for this purpose can not be retained by human memory;

(ii) retention of records is a legal requirement in certain cases;

(iii) for fixing responsibility for matters coming before Audit and 
Parliament, and its Committees and other public bodies;

(iv) for historical value;

(v) for ensuring element of rationality;

(vi) to make available needed facts, figures, correspondence, 

           etc., for future planning;

(vii) to ensure impartial treatment to all citizens;

(viii) to ensure continuity in administration;

(ix) to ensure that tax-payer’s interests are protected at all times and that there is no irregularity in financial transactions; and 

(x) for providing evidence in cases of disputes.

10.2.4. Problem of Records: - In view of the proliferation of activities in all spheres, the paper record would multiply manifold and increase beyond all proportion.    A proper check on the growth of records is, therefore, essential right from the stage of creation.  

10.2.5. Objectives and Principles of sound Record Management: - In order that the Record Management should be effective, the records should serve the following objectives: -

(i) They should serve some useful purpose lest they become waste.

(ii) The Records should be kept in such a way that they should be capable of being retrieved quickly.

(iii) There should be control on the growth of record at its inception itself.

(iv) Records should neither be prematurely destroyed nor retained for a longer period.

(v) Records must be kept systematically arranged so that there should be no delay in their location.

(vi) There should be constant weeding and review of the records so that the cost of maintenance of records is kept to the minimum.

10.2.6. Classification of Records: - In order that the record should be useful, it should be retained only according to its importance.  For this purpose C-MET’s records are classified under the categories ‘A’,’B’ and ‘C’ according to their importance.  

10.2.7. Retrieval System: - In order that the records should have practical value, it is essential that their number should be identified without any loss of time.  File numbering system plays great role in quick identification.

10.2.8. Control on size of records: - There should be control on the growth of record at its inception so that its size remains manageable.

10.2.9. Retention of Records: - Records should neither be prematurely destroyed nor maintained for longer period.  The mounting tide of paper work confronts the administration with serious challenges.  One of the essential requirements of the good records management is that there should be reasonable ratio between creation and destruction of record so that the creation of record does not outstrip destruction of record.  One right step in achieving this aim is the need for a proper Record Retention Schedule, which contains a time-table for the maintenance of records to ensure that they will be retained while justified and destroyed when no longer required.  

The records listed below shall be preserved for not less than the period specified against them.  All other records may be destroyed unless the originator of the records wants to retain them for a longer period for a specified reason.

	S No
	Description of Record
	Retention period 

	1.
	Cash Book, Ledgers, Absorption, Pay fixation files/registers Building/land files.
	Permanent

	2.
	Personal files of regular staff members who left the services of C-MET / Service books, file regarding small family norms, and annual increment files/registers.
	Permanent

	3.
	Personal files of temporary staff members /trainees, apprentices, consultants, who left the services of C-MET, Files and documents related to contracts, agreements and bonds, legal cases. LTC claims/registers, Budget related papers.
	5 years

	4.
	Subsidiary registers, vouchers, files/registers relating to claims such as medical, conveyance, travel etc., leave register, project files.  Material passes /register, correspondence files of important nature/ enquiry files, foreign tour files, training files, recruitment files, educational allowance files/registers.
	3 years

	5.
	All other general correspondence files internal/ external, tour authorizations, leave forms, transport requisitions, dispatch register, visitor’s register/passes, Imprest statements, catalogues, short leave passes, duty passes, rejected applications, miscellaneous files attendance registers.
	1 year

	6.
	Purchase Order/Work Order files of Indigenous Purchase (Below Rs.25,000/-) Imports (Below Rs.50.000/-)
	3 Year

	7.
	Purchase Order/Work Order files of Indigenous Purchase (Rs.25,000/-) and above / upto Rs.5 lakhs)
	4 Year

	8.
	Purchase orders above Rs.5 lakhs both indigenous & imports
	5 Years



	9.
	Recruitment files related to apprentices, trainees, research personnel, consultants, contract staff
	3 Years



	10.
	Recruitment files related to regular staff
	5 Year

	11.
	Execution of contract projects Project proposal, sanctions, agreements, certificate of closure etc
	5 years


Note: The retention period specified is to be counted from the financial year in which audit is conducted after it has ceased to be current and in case of registers the year in which it has ceased to be current.

These schedules should be reviewed at least once in five years in the light of the experience gained and brought up-to-date.

10.2.10.
Systematic arrangements of Records: - The records must be kept systematically to ensure that there is no delay in their location.  Functional filing system allows for better arrangements and easy location.  In addition to this, the following requirements should be complied with to ensure that no unnecessary time is wasted in the location of the record: -

10.2.10.1. Records transferred by a Section to the Departmental Record Room should be accompanied by the list of files induplicate to enable the Record Room to verify the correctness of files transferred; after the list has been verified, one copy of the list would be kept in the Departmental Record Room and the other will be returned to the section.  In the event of dispute, list will serve the evidence whether a particular file has been transferred to the Record Room or not.

10.2.10.2. Recorded files will be issued from the Section, Departmental or Archival records only against requisition slip.  The requisition will be kept in place of file issued.  If a requisitioned file initially obtained for being put up in one case, is subsequently put up with another file, a fresh requisition should be given to the Departmental Record Room, as the case may be to ensure that there is no delay in locating the correct movement of recorded file.  In the case of records obtained from the National Archives the fresh requisition slip should be marked ‘Change Slip’.

10.2.10.3. Files obtained by a Section from the Departmental Record Room 
should normally be returned within 3 months.  If they are not received back within 3 months, the Departmental Record Room will remind the Section concerned to ensure that file is not mix up and that the Section is aware that the file is with them so that there is no delay in location in case it is required subsequently.  For the purpose of issuing remainders, the Record Room will maintain a simple register for keeping record of the files issued to the various sections each month.  A similar Register will be maintained by each section as a Record files borrowed from it by other sections.

10.2.11.
In order to ensure that the cost of maintenance of record is reasonable, it is necessary that the size of records should not occupy more than 10 percent of the total area allotted to a particular Department.  

10.3.
SECURITY INSTRUCTIONS

10.3.1.
Instructions relating to the classified documents and the responsibility of Staff members in connection with such documents.

A staff member of C-MET is prohibited from communicating without authority to anyone, any information acquired by him in the course of his official duties.  Retaining or removing such information for wrongful communication is a misconduct.

10.3.2.
Security of Documents

10.3.2.1.
Admission of outsiders to the office

The admission of outsiders or private parties to any part of the office, for any purpose whatsoever, is strictly prohibited.  Any person calling on business or entitled by position to make enquiry should do so from the Head of the Section.   No member of the staff at support level should, under any circumstances, give any information on any subject to any outsider.  Any improper enquiries made by the visitors should be brought to the notice of the Head of the Section.

10.3.2.2.
Taking of papers outside the office

Head of the Section may, with the permission of his superior, take official papers to their houses if absolutely necessary for dealing with any case of an urgent nature.  Members of staff at support level, in no circumstances, should take official papers home.

10.3.3.
Miscellaneous Provisions

10.3.3.1.
Breaches of security

When a breach of security occurs the main objective is—


(1)
to find out what has happened.


(2)
to minimize the damage zone,


(3)
to trace the culprit, and


(4)
to prevent recurrence.

10.3.3.2.
The need for swift action.  If classified information has gone to press an immediate inquiry must follow the publication.  When a security lapse is noticed by a staff member, he should report the same to the Security Officer immediately.  If a document is found in the wrong place, the finder should forward it to the Administrative Officer and not to the person for whom it was meant.

10.3.4.
Removing classified documents out of office

The occasions when such documents are taken out should be limited to the minimum.  If any person loses a classified document outside the office he should furnish satisfactory reasons for its removal and to convince his superior officers that he has taken adequate precautions for its safety outside the office.

10.3.5.
Telephonic conversation

When information is transmitted over telephone it is imperative to avoid the risks involved, particularly in international trunk calls, as the speech circuits through the microwave and satellite technology is easily susceptible to monitoring.  Therefore, utmost care should be taken to observe security precautions while talking over the telephone so that sensitive information is not leaked out inadvertently.  Matters of sensitive and secret nature should not be discussed on the general telephone.

10.4.  
Guidelines regarding nomination of officials as experts to Committees constituted by State Govt. / PSUs

Requests for nominating Employees of C-MET as experts to Committees constituted by State Govt. / PSUs can be decided by the Executive Director.  However acceptance of such nominations shall broadly conform to the following:

10.4.1. that serving in Committees constituted by State Govt. / PSUs would not work against the interest of their own societies.

10.4.2. The nomination should either be in public interest or C-MET should get some benefit/experience from the same.

10.4.3. The nomination would be allowed to the organization, which are in the IT or related fields only.

10.4.4. Such Memberships / nominations of a particular employee should not be more than three at a time so that the work of C-MET may not suffer.

10.4.5. If the nomination is on the PSUs / Societies of MC&IT, there would not be any restriction as mentioned above.

10.4.6. Nominations in Private Organizations would not be allowed.  However, in exceptional cases, such request can be considered on merit basis by the Executive Director. 

10.4.7. TA/DA for attending meetings for  other organizations would not be borne by C-MET.

10.4.8. The official nominated should provide a report about the activities/program (and their status) of the organizations with which they have been permitted to be associated.

10.5. 

Guidelines for Scientific staff of C-MET to be members on the Board of Directors of private sector companies
10.5.1. 
Preamble

In the changing economic, trade and intellectual property regime, the Indian Industry has to be technology driven.  This offers significant opportunity for the indigenous R&D to exploit its potential by establishing linkages with the industry. Thus the presence of scientists of C-MET on the Board of Directors of the Companies would help build organic linkages between C-MET and Indian companies/ organizations.  However considering the diversity of knowledgebase and the Indian Industry, adequate caution is needed in selecting such companies / organizations so that functioning of the scientists on their BODs is mutually rewarding to C-MET and the companies/ organizations.  The scientists could thus be permitted to be on BODs of companies/organizations that are:

i. existing / promoted by the administrative ministry or autonomous institutions under the administrative ministry through licenses;

ii.
Established by scientists of C-MET under ’ Entrepreneur Scheme’ ;

iii.
having in-house R&D Centres recognized by DSIR;

iv.     
having activities to which C-MET could provide significant S&T support;

v. manufacturing high tech products;

10.5.2. Terms & Conditions

Scientists of C-MET could be permitted to be members of Board of Directors/ Governors/ Trustees (generically referred to as BODs) of any Indian Company, Trust, Foundation, Society (hereinafter generically referred to as ORGANISATIONS);

10.5.2.1. Scientists in the scale of pay Rs 14300-18300 & above are eligible to apply for such permission;

10.5.2.2. At a time a scientist could be on BODs of not more than two such ORGANISATIONS;

10.5.2.3. A CERTIFICATE OF CONFLICT OF interest and/or Conflict of Commitment need to be furnished by the scientist seeking permission.

10.5.2.4. To safeguard the scientist against any possible personal liability arising out of legal or criminal defaults by the ORGANISATION, he is required to obtain a Certificate of Compliance from the functional Directors/ Executive Officers of the ORGANISATION prior to each meeting of the BODs.

10.5.2.5. The remuneration accruing from such membership on BOD would be governed by the rules relating to payment of honorarium for consultancy and any other instructions issued on the subject.

10.5.3. 

Competent Authority for Approval

Executive Director of C-MET is the Competent Authority to approve the membership of scientists on BODs of such ORGANISATIONS.  The proposal duly vetted by the Director is to be forwarded for processing and approval of Executive Director.

10.6. 
EXTENSION AND RE-EMPLOYMENT

The regular employees of C-MET shall superannuate at the age of 60 years. Employees of C-MET with proven merit and outstanding performance, whose meritorious services have been recognized, may be considered for re-employment on lump sum remuneration up to the age of 62 years. Meritorious scientists could be re-employed up to the age of 65 years, in succession of 2 years at a time, subject to the following guidelines and the instructions that may be issued by the Government from time to time. 

Terms 'extension' and 're-employment' are distinct. Where the services of an employee beyond the age of his superannuation are required in the same cadre post, which he is holding at the time of superannuation, then such retention shall be treated as "extension of service"; Any proposal for extension of services of an employee beyond the normal age of superannuation should be strongly discouraged and is banned. 

If, however, such retention is for very exceptional reasons considered to be unavoidable, the same shall be treated as 're-employment' on lump sum remuneration. The remuneration shall be fixed in consideration to the guidelines issued by the Government for appointment of consultants. 
10.6.1.
Criteria for Re-employment

Re-employment can be justified only in very rare and exceptional circumstances. Even in such cases, 62 years of age (65 years for Scientists) should be the deadline. This should not be construed to mean that re-employment can be granted to scientific/ technical personnel up to the age of 65 years more or less as a matter of course. The overriding consideration for the grant of re-employment is that it must be clearly in the interest of C-MET and in addition satisfy one of the following two conditions: -

(i) that other officers are not ripe enough to take over the job; or

(ii) that the retiring officer is of outstanding merit.

Test (i) would be satisfied only if there is shortage in a particular specialization, or if it is not possible to find a suitable successor or if the officer is engaged on a work or project of vital importance, which is likely to produce results in a year or two.

Test (ii) would not be satisfied by the mere fact that the specialist (e.g., a scientific or technical officer) is fit in all respects or is otherwise able to discharge effectively the duties of the post held by him.

No re-employment should be considered on the ground that a suitable successor is not available unless it is established that action to select a successor has been taken well in advance but the selection could not be finalized in time for justifiable reasons. 

10.7. 
Supply of uniforms to common categories of Group C & D employees of C-MET

Certain identified categories of employees namely; Staff Car Drivers, Despatch Riders, Senior Gestetner Operators in Group C and all Group D employees of categories of Jamadars, daftaries, peons, messengers, record sorters, chowkidars, farashes, sweepers and junior gestetner operators borne on the regular strength of C-MET are eligible for issue of uniforms after completing three months service. provided they are whole time employees.  Employees issued with uniform shall be paid washing allowance @ Rs Rs.30/- per month.

The employees supplied with the uniforms are expected to turn up in proper uniform while on duty and failure to do so would attract disciplinary proceedings.  If an employee is found to be attending the duty without wearing uniform regularly: further supply of uniforms as well as washing allowance shall be discontinued and in addition appropriate disciplinary proceedings shall be initiated. .  
10.8. Use of Staff car 


All hired transport will be treated as staff cars.
10.8.1. For Official Purposes
10.8.1.1. 
Use: - For bona fide official duty within headquarters, e.g., by officers proceeding to places to attend official meetings

10.8.1.2. 

Official journeys within Headquarters:

10.8.1.2.1. of the officers not below the scale of pay Rs 12000-16500, and functionaries to attend parties, receptions, etc., on invitation extended by virtue of their office;

10.8.1.2.2. to take officers in the scale of pay Rs 6500-10500 & above from or to their residence when required to attend meetings held outside duty points during working hours or meetings held outside working hours;

10.8.1.2.3. to remove, in emergency, any employee  suddenly taken ill or meeting with an accident, from office to hospital or residence;

10.8.1.2.4. of other staff below the scale of pay Rs 6500-10500 also for bona fide official purpose with the prior approval of the Controlling Officers

10.8.1.2.5. of non-officials who have to attend an official meeting in the interest of C-MET and have to be left at their office / residence after the meeting is over

10.8.1.3. 
Tour Journeys:

10.8.1.3.1. Touring Officers other than  Director / Executive Director should not use staff cars for journeys to Airport/ Railway Station/ Bus Station, etc., and back in connection with official tours.  In exceptional circumstances, they may use staff cars for such journeys with the written sanction of the Executive Director/Director.  However, staff cars can be used for the journeys to and from Airport between 8 pm and 8 am only

10.8.1.3.2. Touring Officer should not draw mileage allowance, if they use staff cars for the said purpose.  In the event of diversions from the normal route for picking up or dropping the officer’s family, charges for the extra mileage involved are recoverable from the officer.

10.8.1.3.3. Staff cars should not be used for official journeys outside headquarters for which T.A. is admissible, except with the written sanction of the Director / Executive Director. 

10.8.1.3.4. Touring Officer using the staff car shall not take his family members with him unless permitted to do so in exceptional case by Director / Executive Director.   In such cases, the officer shall pay for the use of the staff car at the prescribed rates.

10.8.1.3.5. Staff cars should not be used by officers on leave unless he is required to attend to official duties even while remaining on leave.

10.8.1.3.6. Staff cars may be used occasionally for non-duty purposes by Officers in the scale of pay Rs 12000-16500 and above and this should not interfere with official requirements.  Staff car should not be used for journeys to places of entertainment, public amusements, parties and pleasure trips, etc.

10.8.1.3.7. Duty journeys shall have preference over non-duty journeys

10.8.1.3.8. Compensation may be paid to victims of road accidents involving staff cars and the owners of such hired transport are liable for action for recovery of loss/criminal action, if considered necessary.

10.8.2. 
Use of staff car for private purposes

10.8.2.1. The use of staff cars for non-duty journey is completely banned.

10.8.2.2. In case, however, staff cars has to be used for non duty journeys due to some unavoidable circumstances, besides getting the journeys regularized, recoveries should be effected from the concerned official at the following rates: -

· Rs. 4.50 per Km or part thereof small cars (up to 16 hp)

· Rs. 6.00 per Km or part thereof for big cars (over 16 hp) and air-conditioned cars.

In addition, detention charges at Rs.3.00 per hour for periods of detention, whether within or outside the normal working hours of the staff cars, and overtime allowance, if any, payable to the Chauffeur, are recoverable.

10.8.2.3. Charges would be for distance covered from the time the car leaves Office/Garage

10.8.2.4. Executive Director / Directors in the scale of pay Rs 18400-22400 & above are allowed the use of official cars for private purposes up to 500 km per month on payment at the following rates: -

(a) for cars up to and including 16 hp 
-
Rs. 350 p.m.

(b) For cars above 16hp & AC cars        -
Rs. 450 p.m.

Half – yearly period of April-September and October-March will be taken into account to adjust monthly excesses against shortfalls.  The additional kilometers over a half-yearly period will be charged at the rates indicated above. 

10.8.2.5. Director in the scale of Rs.16400-20000 and above may at their option, avail the facility of using the staff cars for journeys from residence to office and back or opt for drawing Transport Allowance (TA).  If they opt for using the staff car, they need not make any payment but they will not be entitled to TA.  They shall not use the staff car for dropping at or pick up from the Railway station, etc. while proceeding on or return from leave.



10.8.2.6. Requisition by Officers other than Executive Director/Director for using staff car on holidays and weekends shall be submitted one day in advance to the controlling officer for approval.

10.8.3. 
Conveyance Hire for Local Journeys

10.8.3.1.
Actual conveyance charges for journeys performed in the interest of C-MET is reimbursable as under-

Executives

(i) The place visited should be within the municipal limits of the city in which his headquarter is situated.

(ii) A Staff Car was not available for the journey.  The Controlling Officer should certify to this effect.

Support Staff:

(i) When dispatched to a place at some distance from his office within the municipal limits of the city in which his office is situated; or

(ii) If summoned to office outside the ordinary hours of duty by special order of an Officer.

If T.A. is admissible for such a journey, the employee may claim either reimbursement of conveyance hire or T.A.

10.8.3.2. General Conditions:

(i) The total amount of conveyance hire reimbursed in any one month should not exceed Rs. 150/- per individual.

(ii) The charges reimbursable will be the fare by bus, local train or a combination of them, if the places visited are connected by any or a combination of these public conveyances.  If, one such routes, any other conveyance is used, reimbursement will be on a certificate that hiring of such a conveyance was necessary in the interest of work / due to urgency of the work.

(iii) Reimbursement of conveyance hire will be in accordance with the scheduled scale of charges, for the conveyance used.

(iv) If own conveyance is used, reimbursement is admissible at the rate of mileage allowance under the T.A. Rules.

(v) Not admissible when the official is granted any compensatory leave or special remuneration for the duty performed.

(vi) Admissible in addition to OTA, when recalled from his residence to perform overtime work.

(vii) Group ‘A’ Officers are eligible for taxi/auto scooter/bus fare while those of posts equivalent to Group ‘B’, ‘C’ and ‘D’ are entitled for auto scooter/bus fare.

10.8.3.3.
‘Local Journey’ – Definition: ‘Local Journey’ means journey within the municipal limits or city in which the duty point is located.  It includes journeys performed within the limits of suburban or other Municipalities, Notified Areas or Cantonments contiguous to the Municipality/ Corporation of the town or city in which the duty point is located.  Journeys within the limits of an urban agglomeration within which an Employee of C-MET’s headquarters are located are also treated as ‘local journeys’ 

10.9. 
Group Insurance Scheme – Savings fund: 


C-MET shall tie up with Insurance Companies to evolve a Scheme, which is compulsory to all the employees, to provide for at a low cost and on contributory and self-financing basis, the twin benefits of an insurance cover to help their families in the event of death in service and a lump sum payment to augment their resources on retirement. Under the Scheme a portion of the subscription is credited to the Insurance Fund and the other portion to the Savings Fund, which earns interest at the prescribed rate.  The Scheme should be identical to the Central Government Employees Group Insurance scheme where the apportionment is at 30% to Insurance Fund and 70% to Savings Fund at the assumed mortality rate of 3.60 per thousand per annum.

10.10.
Entertainment (Allowance):

The officers of C-MET would not be paid any entertainment allowance for meeting expenses in connection with the work of C-MET. However, actual expenditure incurred in providing working lunch, hosting official lunch / dinner etc would be reimbursed at the following rates: -

	Executive Director / Director 


	Rs. 100/- per head for working lunch and Rs 300/- per head for official lunch / dinner. Expenditure towards serving liquor shall not be reimbursed.


Administration Department shall maintain a record of attendees to official lunches / dinners hoisted.

10.11. 
Reimbursement of Telephone Expenses

10.11.1.
Residential Land Line

Executive Director, Directors, Chief Finance Officer / Finance Officer and Registrar / Administrative Officer shall be provided with residential telephone or reimbursement of telephone bills. 

Society shall reimburse the telephone expenses for all those employees other than above who are in constant interaction with its customers and distinguished guests.  This reimbursement is given on the basis of the critical nature of their activities. The reimbursement shall normally be allowed to staff in the scale of pay Rs.12,000-375-16,500 and above after considering the role of the member in the organisation and need for residential telephone. The reimbursement shall be limited to rental and a maximum of 250 calls beyond the free calls in a bi-monthly billing period. Director / Executive Director of C-MET shall approve the reimbursement.

10.11.2.
Mobile Phone 

Executive Director and Director (in the scale of pay Rs 16400-20000 & above) shall be provided with mobile phones subject to the following conditions: -

i) A monthly ceiling of Rs.1,000/- (inclusive of rental and call charges) shall apply.  The monthly expenses shall, therefore, be limited to the actual expenditure or the ceiling of Rs.1,000/-, whichever is less.

ii) In case where these officers are using their personal cellular phones, they may be allowed reimbursement of Rs.1,500 per month or the actual expenditure, whichever is less.

iii) Only the national roaming facility will be admissible.  Global roaming facility shall not be allowed.

iv) The cost of handset for cellular phone would be limited to Rs.5,000/- (Rupees Five thousand only) in each case.

Where cellular phones have already been provided, payments shall henceforth be regulated in accordance with these guidelines. 

Executive Director and Director (in the scale of pay Rs.16,400-20,000 & above) are authorized to sanction mobile facility to limited number of key personnel in whose case the ceiling on monthly expenditure shall be limited to Rs 500/- and cost of hand set will be limited to Rs 4,000/-.

10.12.
Cultural and Sports Club
10.12.1. Objectives:
Most of the times employees of C-MET would be committed to their work and have very little time to devote for social/cultural activities.  This imposes certain restrictions on developing strong bond of friendship not only amongst the employees of C-MET but also amongst the family members.  The increased cohesiveness will add to better understanding within C-MET and will help improve productivity.  This will also provide an opportunity to present a social face of C-MET. 

A Cultural and Sports Committee shall be constituted in each Laboratory / Society where the strength of regular staff is more than 25.   The Committee shall strive to encourage sports and cultural activities and to promote friendly relations among its members, provide facilities for outdoor /indoor sports and other forms of recreation/welfare activities.  The role of the Committee will be to promote, develop, organise and exercise overall control in respect of sports, athletics and cultural activities including tournaments, exhibition and festival meet incidental to these matters amongst the staff. It is expected that activities suggested above and undertaken by the Cultural and Sports Club would go a long way in increasing cohesiveness within the members and the families.  

10.12.2. 
Funding 

An initial grant of Rs 40/- per employee shall be made by C-MET towards capital expenditure, which may be supplemented, by 4% of initial grant every year All employees of C-MET shall contribute @ Rs 15/- per month and C-MET shall contribute an equal amount for day to day expenses of the Club. Matching grant shall be paid only towards staff in regular scale of pay of C-MET.

10.12.3. 
Activities

Expenditure out of the fund so collected will be incurred on activities including:

· Cultural Programmes

· Sports Activities

· Picnics and Get-togethers

· Social activities involving employees of C-MET and/or their families.

· Institution of awards for academic excellence among children of employees of C-MET.

· Donations in connection with natural calamities.

· Welfare activities 

10.12.4. 
Monitoring of Fund

The Cultural & Sports Committee shall consist of:



President



Vice President



Secretary



Joint Secretary



Treasurer

Members – to represent around 5% of the staff strength but not more than 4 persons.

President and Treasurer shall be nominated by C-MET and the rest by election from amongst the staff members,

C-MET shall frame Byelaws to regulate the working of the Club.

Audited statement of accounts shall be prepared at the close of the financial year and published for information of all staff members.

10.13.
N.O.C for Passport
10.13.1           An intimation by an employee to the employer that he is applying for   

a passport and a declaration, duly acknowledged by his Head of Office, to the effect that he/she has informed his employer of his intention to apply for a passport, should be adequate for acceptance. 

10.13.2
Employees under cloud, pending or contemplation of disciplinary action, under suspension etc., will be issued neither NOC nor acknowledgement for applying during the pendency.

10.14.

Duties and responsibilities of Welfare Officers
Administrative Officer of the Laboratory shall function as Welfare Officer for the purpose of co-coordinating and monitoring welfare activities during the office hours. Registrar will be the Chief Welfare Officer of the Society. The WO will undertake this work in addition to his own duties. To make the institution of Welfare Officers in C-MET more effective the following guidelines with regard to nomination of Welfare Officers and their duties and responsibilities shall be followed:

10.14.1. Setting up of Standing Advisory Committee: - The Welfare Officer will have a Standing Advisory Committee consisting of three persons who will be assigned specific areas with regard to the Welfare activities such as sports, canteen, cultural activities, etc. Their participation in the Committee will be in addition to their own duties.

10.14.2. Welfare Notice Board: -A separate Notice Board exclusively for Disseminating information relating to welfare activities should be installed. This Notice Board will be called 'Welfare Notice Board’. This Board will contain names of the Welfare Officer and the members of the Advisory Committee and other information relating to welfare activities. The circulars relating to the Sports & Recreation Club and other welfare matters should be displayed in the Welfare Notice Board so as to enable the interested employees to take part in such activities. It will be the duty of the Welfare Officer to ensure that the Notice Board is updated from time to time. Such Notice Boards could be installed outside the room of the Welfare Officer or any other prominent place.

10.14.3. Support in emergency situations to the Welfare Officers: - The Welfare Officer is to be provided with a staff car in emergency situations like immediate hospitalization, funerals, etc. The Administration Department of C-MET / Laboratory will be required to give infrastructural support to the Welfare Officer in emergency situations.

10.14.4. Induction of new employees: - A good system of induction of a newly recruited employee in the organization plays a very important role and has far reaching effect on the employee. The Welfare Officer will take initiative for an 'induction meeting' to enable the newly recruited employee to know about the organization and the facilities available to the employee. It will be the duty of the Welfare Officer to personally meet such employees and distribute 'Induction notes' which will contain information relating to organizational goals, organizational structure, welfare activities and other facilities available to employees. The Welfare Officer will keep in touch with the new employees even after they join their respective Laboratories so as to ensure that the problems, if any, faced by the employees could be solved.

10.14.5. Monitoring:-It will be the duty of the Welfare Officer to keep a track of the complaints/grievances brought to his notice and ensure, with the active help of members of the Advisory Committee, early and satisfactory redress of the same.

10.14.6. The term 'Welfare' is comprehensive. Much will depend upon the personality of the Welfare Officer himself and his ability to establish a feeling of confidence among those whom he has to deal with. The Welfare Officer is expected to provide a human touch in the official environment, which in itself gives that psychological satisfaction which promotes the efficiency of the employee. He is, thus, expected to be a live institution working with sympathy to generate, maintain and promote good will and cordiality amongst all categories of staff working in C-MET engaged in the great task of nation building.  In course of time and in the light of experience, the scope of work of these officers may embrace many aspects of the welfare of staff employed in C-MET.

10.14.7. Welfare Officers should devote their attention to certain concrete aspects of welfare. These would include-

10.14.7.1. Coordination of social activities by way of establishment of clubs and recreational centres, for members of the staff. There is no objection to more than one establishment joining for this purpose.

10.14.7.2. Similar activities may be organized in areas predominantly inhabited by employees for them and their families.

10.14.7.3. Provision of facilities for indoor and outdoor sports for members of the staff-setting up of Recreation Clubs.

10.14.7.4. Encouragement of cultural activities (drama, music) amongst the members of the staff.

10.14.7.5. Provision of canteens in the office premises.

10.14.7.6. Improvement in the actual working conditions of the staff including improvement of hygienic conditions at the work place. 

10.14.7.7. Assistance to employees in relation to medical assistance. 

10.14.7.8. Assistance in relation to transport, housing, school, sanitary amenities in office areas.

10.14.7.9. Induction of new members of the staff and advising them in their initial difficulties.

10.14.7.10. Assistance to members of the staff in relation to LPCs, retirement benefits, gratuity, etc.

10.14.7.11. Setting up of Staff Benevolent Funds.

10.14.7.12. Provision for common room in the offices building for the women employees.

10.14.7.13. Provision for creches in the office building for the benefit of working parents.

NOTE 1: - 
The above list is illustrative and is not intended to lay down any rigid priorities. If more can be done within the resource available, so much the better.

NOTE 2: -
It will not only be useful but desirable to associate the Welfare Officer with the activities of the Staff Council. He should attend the meetings of the Staff Council. It will help him in dealing with the problems and matters connected with the welfare of the staff. 

10.15. 

Sexual Harassment of working women
10.15.1.
Sexual Harassment defined: - Unwelcome sexually determined behavior, whether directly or by implication, such as: -

-
Physical contact and advances.

-
Demand or request for sexual favors.

-
Sexually colored remarks.

-
Showing pornography.

-
Any other unwelcome physical, verbal or non-verbal conduct of sexual nature.

Unbecoming of an employee of C-MET: - Any act of sexual harassment of women employees attracts the provisions of Conduct Rules as an act unbecoming of an employee of C-MET and amounts to misconduct.

10.15.2. 
C-MET shall observe the following guidelines to ensure the prevention of sexual harassment of women.

10.15.2.1. It shall be the duty of the employer or other responsible persons in work places to prevent or delete the commission of acts of sexual harassment and to provide the procedures for the resolution, settlement or prosecution of acts of sexual harassment by taking all steps required.

10.15.2.2. Where any of the acts defined above is committed in circumstances where under the victim of such conduct has a reasonable apprehension that in relation to the victim’s employment or work whether she is drawing salary, or honorarium or voluntary, such conduct can be humiliating and may constitute a health and safety problem.  It is discriminatory, for instance when the woman has reasonable grounds to believe that her objection would disadvantage her in connection with her employment or work including recruiting or promotion or when it creates a hostile work environment.  Adverse consequences might be visited if the victim does not consent to the conduct in question or raises any objection thereto.

10.15.2.3. Preventive Steps - All employers or persons in charge of work place, should take appropriate steps to prevent sexual harassment.  Without prejudice to the generally of this obligation, they should take the following steps: -

10.15.2.3.1. Express prohibition of sexual harassment as defined above at the work place should be notified, published and circulated in appropriate ways.

10.15.2.3.2. The Conduct Rules prohibit sexual harassment and provide for appropriate penalties against the offender.

10.15.2.3.3. Appropriate work conditions should be provided in respect of work, leisure, health and hygiene to further ensure that there is no hostile environment towards women at work places and no employee woman should have reasonable grounds to believe that she is disadvantaged in connection with employment.

10.15.2.4. 
Criminal proceedings:

Where such conduct amounts to a specific offence under the Indian Penal Code or under any other law, the employer shall initiate appropriate action in accordance with law by making a complaint with the appropriate authority.

In particular, it should ensure that victims or witnesses are not victimized or discriminated against while dealing with complaints of sexual harassment.  The victims of sexual harassment should have the option to seek transfer of the perpetrator or their own transfer.

10.15.2.5.
Disciplinary Action:

Where such conduct amounts to misconduct in employment as defined by the relevant service rules, appropriate disciplinary action should be initiated by the employer in accordance with those rules.

10.15.2.6. 
Complaint Mechanism:

An appropriate complaint mechanism shall be created in C-MET / Laboratories for redress of the complaint made by the victim.  Such complaint mechanism should ensure time-bound treatment of complaints.

10.15.2.7. 
Complaints Committee

The complaint mechanism, referred above, should be adequate to provide, where necessary, a Complaints Committee, a special counselor or other support service, including the maintenance of confidentiality.

The Complaints Committee should be headed by the woman and not less than half of its members should be women.  Further, to prevent the possibility of any undue pressure or influence from senior levels, such Complaints Committee should involve a third party, either NGO or other body who is familiar with the issue of sexual harassment.

The Complaint’s Committee must make an annual report to the Executive Director of C-MET concerned of the complaints and action taken by them.

The employers and person in charge will also report on the compliance with the aforesaid guidelines including on the reports of the Complaints Committee to the Executive Director of C-MET.

10.15.2.8. 
Worker’s Initiative:

Employees should be allowed to raise issues of sexual harassment at workers meeting and in other appropriate forum and it should be affirmatively discussed in Employer-Employee Meetings.

10.15.2.9. 
Awareness:

Awareness of the rights of the female employees in this regard should be created in particular by prominently notifying the guidelines (and appropriate legislation when enacted on the subject) in suitable manner.  

10.15.2.10. Third Party Harassment

Where sexual harassment occurs as a result of an act or omission by and third party or outsider, the employer and person in-charge will take all steps necessary and reasonable to assist the affected person in terms of support and preventive action.

10.15.2.11. These guidelines will not prejudice any rights available under the Protection of Human Rights Act, 1993.

10.15.2.12. Request Transfer: -The victims of sexual harassment have the option to seek transfer of the perpetrator or their own transfer 

10.16.

Assistance to Society employees in legal proceedings 

10.16.1. Matters unconnected with official duties: - Society will not give any financial assistance to an employee of C-MET in the conduct of any legal proceedings on matters not connected with his official position or duties.

10.16.2. Matters connected with official duties: - Society assistance will, however, be admissible in the conduct of legal proceedings instituted

10.17. 
Violation of the Dowry Prohibition Act - Any violation of the Dowry Prohibition Act by an employee will constitute a good and sufficient reason for instituting disciplinary proceedings against him, in addition to such legal action as may be taken against him in accordance with the provisions of the Act.

Dowry Death: - If an employee of C-MET is involved in a case of "Dowry Death", it is a serious offence. 

10.18.
FORMS AND PROCEDURE OF COMUNICATION
10.18.1. 
Correspondence with the Member of Parliament: - Communications received from Members of Parliament should be attended to promptly.

Where a communication is addressed to a Minister, it should, as far as practicable, be replied to by the Minister himself and therefore the matter referred to the administrative Ministry.   

Where, however, a communication is addressed to the Director/Executive Director it should be replied to by the addressee himself.  In routine matters not involving questions of policy, he may send an appropriate reply on his own.  In matters involving questions of policy, the officer should have prior consultation with higher authorities before sending a reply.

Normally information sought by the member should be supplied unless it is of such a nature that it would have been denied to him even if asked for on the floor of the Houses of Parliament.  

When corresponding with members of Parliament pre-printed or cyclostyled replies should be avoided.

In all official correspondence where the name of an MP is to appear along with others, the names should be listed according to the position assigned to the MPs in the Warrant of Precedence.  Care should also be taken to address each of them as member of Parliament (or MP) and not as Member of Rajya Sabha or Member of Lok Sabha.  If it is desired to be more specific about the House to which they belong they may be addressed as Member of Parliament or MP (Rajya Sabha)/(Lok Sabha).

10.18.2. 
VIP References

Strict watch on disposal of communications received from Members of Parliament and the administrative ministry are required to be exercised.  To monitor prompt attention to such communications, the Registrar of C-MET (Administration Officer in Laboratories) shall maintain a separate register of communications received from Members of Parliament and the administrative ministry. The serial number at which a letter is entered in this register will be prominently marked on that letter together with its date of registration e.g.,  ’125/JS/(P)/MP’ 20-3-96.

To keep a special watch on speedy disposal of communications from Members of Parliament and the administrative ministry, each Laboratory will;

i) maintain a register 

ii) mark out prominently those communications finally disposed of by rounding off the serial numbers of the register in red ink.

If for any reason a letter from an MP or the administrative ministry is received by a Laboratory without being registered in the office of the Registrar, immediate steps will be taken to get it registered there.

On the 1st and 15th day of each month, the Registrar (Heads of Administration in Laboratories) shall personally verify the register and shall give a report to the Executive Director / Director giving particulars of communications pending for more than a fortnight 

The Executive Director / Director shall scrutinize the report and initiate such action as he may consider appropriate.

10.18.3. 
Correspondence with Foreign Governments

10.18.3.1. C-MET shall keep in mind the following guidelines applicable to the administrative ministry with regard to correspondence with foreign Governments and decide on the channel of communication by it.

10.18.3.2. Communications can be addressed to a foreign Government or Commonwealth country only if India is not represented by a Mission in that country.  Such communications can be directly made by the Ministry of External Affairs.

10.18.3.3. All Communications involving negotiation or question of policy, with Governments of foreign countries where India is represented should be made through the Ministry of External Affairs.  Other Communications may be addressed directly to the Representatives of the Government of India in the country for onward transmission or communication and a copy sent to the Ministry of External Affairs.

10.18.3.4. Ministries of the Government of India may correspond directly with the non-official organizations in foreign and Commonwealth countries, provided that copies of all such correspondence are endorsed to the Indian Diplomatic or Consular Representatives concerned and to the Ministry of External Affairs to make them aware of the relations between such organizations and the Indian authorities.

10.18.3.5. Ministries of the Government of India, other than the Ministry of External Affairs, shall not communicate directly with the representatives of foreign and Commonwealth Countries in Delhi.

10.18.3.6. Direct correspondence between technical officers in the attached and subordinate offices of Ministries of the Government of India with their counterparts or with non-official technical organizations in foreign and Commonwealth countries on purely technical matters is permissible if copies of all such communications are simultaneously endorsed to the Ministry of External Affairs and to the representative of India in the country concerned.

10.18.3.7. Scientific information of restricted /sensitive nature shall not be conveyed to any non-official technical organization in a foreign Common wealth country without the consultation of the Concerned Ministry.

10.18.3.8. Correspondence with Indian Missions abroad: - Correspondence with matters involving foreign policy shall be carried on only by the Ministry of External Affairs. Correspondence involving technical matters not involving foreign policy issues may be carried on by the appropriate Ministry of the Government of India with the officer concerned of the Indian Mission abroad.  The External Affairs ministry should be kept fully informed of all such correspondences.  All other correspondence will be made by or in consultation with the Ministry of External Affairs.

10.18.3.9. All correspondence in regard to officers of other Ministries working in the Indian Missions abroad on administrative matters, which involve modification of basic principles or raise general issues of wider applications such as period of tenure, terms of deputation, etc., should be addressed by the Missions to the Ministry of External Affairs.  On routine matters the Missions may correspond directly with the Ministries concerned.

10.18.3.10. Correspondence between the Government of India and Delegations of Special Missions may be addressed directly to or by the Ministry of the Government of India concerned to the Delegation or the Mission if copies of all such correspondence are simultaneously endorsed to the Head of the Indian Mission and to the External Affairs Ministry.

10.18.3.11. Official letters and telegrams on matters other than technical or routine nature emanating from Ministries other than the Ministry of External Affairs will be sent to the Ministry of External Affairs for concurrence and issue.  When the Ministry of External Affairs is primarily concerned it will obtain the agreement of other Ministries before sending such communications.

10.18.3.12. Correspondence with Foreign Missions in Delhi: - All official communications will be handled by the Ministry of External Affairs.  However, correspondence on routine or technical matters may be had directly by the Ministries with the Missions in Delhi.  The Ministries should decide whether copies of such communications should be endorsed to the Ministry of External Affairs or not.

10.18.3.13. The External Affairs Ministry should be associated at the earliest possible stage when correspondence on routine or technical matter develops into important or sensitive nature. 

10.18.3.14. In the case of meetings with foreign Missions the substance of the meeting should be recorded and a copy thereof should be endorsed to the Ministry of External Affairs.

10.18.3.15. Intimation of intended negotiations or discussions in India with a foreign Mission should be sent in advance to the Ministry of External Affairs which will decide whether it would be represented and if so, at what level.

10.18.3.16. When communications, which ought to be addressed to the Ministry of External Affairs, are addressed to the Ministries, the former should be consulted and the reply should be sent either by the Ministry of External Affairs or by the Ministry concerned who should add a request that the Ministry of External Affairs should be addressed in such cases in future.

10.18.3.17. All matters relating to the negotiation and conclusion of treaties, agreements, exchange of notes, etc., between the Government of India and a foreign Government including the finalization of texts, the signature and ratification of such treaties, etc., shall be dealt with in consultation with the Ministry of External Affairs.  Subsequent telegraphic messages notifying alteration of programme from the visitors in transit may be sent direct to the Missions concerned under intimation to the Ministry of External Affairs.  Officers of the Government of India should not call at diplomatic Missions in New Delhi.  It is the foreign Missions, which are accredited to the Government of India and not vice versa.  As such the representatives of the foreign Missions are to come and see the officers of the Government of India.

10.18.3.18. All invitations from Foreign Governments/Organizations to individuals/Organizations in India must be routed through the Ministry of External Affairs.  In order to enable the Indian Missions abroad to have timely intimation of the intended visits of Ministers or VIPs, it is essential that communications on such matters should be handled by the alteration of programme from the visitors in transit may be sent direct to the Missions concerned under intimation to the Ministry of External Affairs.  Subsequent telegraphic messages notifying alteration of programme from the visitors in transit may be sent direct to the Missions concerned under intimation to the Ministry of External Affairs.

10.18.3.19. Foreign Missions including Consulates are authorized to correspond direct with local police authorities for verification of antecedents of their staff and persons seeking employment in their Missions.

10.19.
JOINT CONSULTATIVE MACHINERY

10.19.1. Scope

With the object of promoting harmonious relations and securing the maximum amount of co-operation from the employees to achieve greater efficiency, C-MET shall keep in place machinery for Joint Consultation and Arbitration of unresolved problems. The essential features of the Scheme are summarized hereunder. The Machinery will supplement and not replace the facilities provided to employees to make individual representations. 

Scheme covers all regular employees of C-MET and shall consist of a Joint Council at Headquarter level. The Joint Council shall deal with matters affecting employees of C-MET generally, such as minimum remuneration, Dearness Allowance, and matters relating to categories of staff for all Laboratories of C-MET. The composition shall be as follows:

10.19.2. Official side


The Official side of the Joint Council shall consist of Executive Director as Chairman, Directors, Chief Finance Officer and Administrative Officers of Laboratories as member and Registrar as the member secretary.

10.19.3. 
Staff side

Staff side shall be represented by two representatives from each laboratory - one representative each from the technical and administrative sides for each laboratory. The nominees shall be chosen by election, which should be computer based so that no man-hours are lost in conducting elections 

Periodicity of meetings: The Joint Council shall meet at least once during the year – preferably during March.

Special meeting can be held by the chairman on his own, or on request of official/Staff Side.

10.19.4. Venue of meetings: The Laboratory council shall meet at headquarters of the Laboratory and the Joint Council may meet at the place that may be decided by Executive Director. 

10.19.5. Tenure: The elected members to the Joint council shall hold the position for a period of two calendar years. 

10.19.6. Quorum: One third of members for each of the side viz. official side and staff side shall constitute quorum of the meetings.

10.19.7. Nature of business:
10.19.7.1. All matters relating to conditions of service and work, welfare of employees and improvement of efficiency and standards of work.  

10.19.7.2. In regard to recruitment, promotion and discipline, matters limited to general principles only and not to include individual cases.

10.19.7.3. Any member, when he desires inclusion of a subject in the agenda, should send it with explanatory memorandum where necessary to the Member Secretary at least eight weeks in advance of the meeting. The Secretary, after ensuring that the subject falls within the purview of the respective Council, will include the same in the draft agenda, which will be placed before the Chairman for his approval not less than seven weeks before the meeting. The member whose subject is not included in the agenda will be intimated of the fact and the reasons therefore. The agenda for the ordinary meeting shall be circulated 30 days before the date of meeting whereas, for the special meeting, it shall be circulated simultaneously with the notice of such meeting. Any business not on the agenda will be taken up only with the permission of the Chairman. 

10.19.8.
Minutes: Member Secretary to the Council shall issue minutes within 15 days of the meeting with copy to all members.

10.19.9. 
Disputed points: If no agreement is reached on matters discussed in the Joint Council such matters shall be referred to a Committee nominated by the Chairman, EC for further examination and report for consideration and decision by the Executive Committee.  

10.19.10.
Facilities Admissible To Staff Side Members Under JCM

Traveling Allowance to attend meetings on receipt of formal notice. TA / DA shall be regulated as per normal eligibility

Time spent for attending meeting – Treated as duty including time for travel    and also when called earlier or detained after meeting for informal consultation. 
************************************************************************
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