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For official use only

ADMINISTRATIVE MANUAL OF THE
CENTRAL BOARD FOR WORKERS EDUCATIDN

1. Organisational pattern of the Head Office and
Indian Institute of Workers Education, Bombay

The Head Office and Indian Institute of Workers Education U#i
the Central EBoard for Workers Education, function under thﬁ'
Director who is the Principal Executive Officer of the BEoard ant
is responsible for proper administration of the Board. {i

The FRegional Director is responsible for proper
administration of the Regional Centre under the directions and
guidance of the Zonal Director / Director.

The Director prescribes the duties of all officers and staff
of the Eoard and svercises supervision and discciplinary control,
subject to the oarders, rules and by-laws of the Board. An
Annexure containing duties and responsibilities of Zonal Director
Regional Director, Selection Grade Education Officer and
Education Officer is enclosed. The Director is assisted by the
following officers at Head Office and Indian Institute of Workers
Education, Eombay.

(A) Head Dffice

= Additional Director 5
5 Financial Adviser 1
3. Deputy Director (Education) 1
4. Depuby Dirsctor (Administration) 1
5. Deputy Director (Headguarters) 1
G Accounts Officer 1
7« Research Officer 1
. Editor i
2. Hindi Officer 1 -
18. Commercial Artist 1
11. Assistant Directors 5
12. Acocountants o
3. Education Officer (Rural) 1
14. Senior Hindi Translator i
(B) Indian Institute of Workers Education
1. Deputy Director (Training) 1
2.  Training Officers &
Z. Research Officer 1
4., Librarian | =

The Headnuarters of the Central Board for Workers Education
is at Nagpur, consisting of the following Divisions and
Departments: :
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e ADMINISTRATION DIVISI1ON

Lo General Ppdministration Departmert
. Fersonnel Department.

S« Board Meetinos & Grants—in—aid Department.
LL. EDUCATION DIVISION

L. Programmes % Literature Department,

<. Population, Productivity, Workeps Farticipation and
Adult Education Department.

D. Audio Visual Alds Department.

4. Editing, Script Writing, Translation % Frinting Deptt.

[[1. RURAL WORKERS EDUCATION DIVISION

1. Rural Workers Education Department.
Ze Small Scale % Unorganised Workers Education Deptt.

[V. ACCOUNTS DIVISION

Lo Finance and Acoounts Department (&)
2. Finance and OQcocounts Department (E)
Z. Post Audit and Inspection Department.

ORGANISATIONAL PATTERN OF |
WORKERE EDUCATION CENTRES

Zonal Directors at Calcutta, Bombay, Delhi and Madras and
Regional Diresctors at 48 Regional Centres are posted. Zonal
Directors arve assisted by a8 Juniar Stenographer, one Upper
Division Clerk, and one Peon. The Regional Director iz assisted
bry a number of Education Officers, depending upon  the
requiraments in  respect of co-ardinabion and  teaching work.
Narmally, the following staff is allowed for one Regional Centre:

g

1. Upper Division Clark
3

we Junior Stenographer 1
. Lowepr Divizion Cleprk 2
4. Projectionist 1
5. Peons Z
. Watochman i

One post of Senior Clerk
Centra wihierea there
appointments.

for: | such

T
fte

Justification

RESIDENTI1AL CENTRES

e fnllowing  staff i
Residential Cenbtrae:

allowed for running the hostel of a

Ls EBonlk o 1
2. Attendant i 1

In addition to the above staff, one part time utencil cleaner may
be engaged on contingent basis with prior sanction of /Director at
the “rate fixed by the Collectorate of the respective places. One
part. time Satai-walz may also be sngaged wherever necessary with
prior approval of the Zonal Director.
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The superviszion of hostel is entrusted to the Senior-most-
Education Officer (Selection @ Geade) . o be ealled Sas Hestel
Superintendent at the Regional Centre. Where no Education Officer
(Selection Grade) is posted the senior-most Education Officer is
entrusted with the work and may be paid an alowance of Rs,5¢/-
per month  for  the additional work for actwual duration of the'u
training programme,. The Education Officer (Selection Grade? isﬂﬁ
however, nobk entiftled to the allowancsa. s

SUB REGIONAL CENTRES

The SBub-Regional Centres can be opened at industrial towns
under +the Regional Centres which are away from the Regional]llff
Centre, for +the bemefit of workers in those areas. The Sub—
Regional Centre should be wnder the charge of an Education,
Dfficer. The Sub-Repional Centre shouwld ordinarily be located at
places whers supervision of wnit loyal o lassaes, leadership
development programmes and  rural  workers education programmes
from the Regional Cenbtre would be difficult,

RGBE the Bub-Regional Centres suitable accommodation
consisting of one or two rooms of about 38Y sg.ft. utilisable
carpet area can-be hired at the rent fixed by the CPWD or by any
othar compstent authority, if the office of the CPWD does not
function in that aresa.

fAdaditional accomnmodation can be hired for the class-—-room and
discussion rooms etc. for the pesriod for which Worker Teachers
Training Coursze or Leadership Development Traininog Course are
conducted at  thase Sub-regional centres preferably in 2 nearby
school or any other suitable place.

Far the temporary Sub-regional Centres,the period for which
Werker Teachers Training Courses or  Leadership Development
Courses are conducted, the accommodation may be hired ina nearby
srhonl or at  any other suitable places. For temporary Sub-
regional Centres, the Education Officer may be transferred
tamporarily by the Regional DBirector, after seeking approval
therefor from thes Zonal Director,

In addition, the following staff and facilities are provided,
for Sub-regional Centres: qﬂ
1. One part—time Clerk @Rs.258/- per month. it}
2. One full-time Attendant Lo be appointed on a
remuneration fixed by the local Collectorate
for similar categories of employees.

At the special Sub-regional Centres, the following posts are
sanctioned:

1. Ope Loweyr DRDivy Jon Clerk in the scale of
Re . 90820115 “R-2E-1506,

2% Dne Peon in acale of pay of Re . 7581 2-B7E8-FEE—-14~544,
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The Regular/Special Gub-Regional Contres are eguipped with
the following furniturs £ figtdapes:

¥ Table for Education Dffican

P v L i o B Division Clerk
%, Chairs

4. Small rachks

5. Stools

H. Typewritar in regional language
7. Bteel Almirah.

o BN RS O s

Creation of Posts & Recruitment of Staff:

Appointmentsto the posts of Director and Additional Director
are made by the Government of India.

pppointments o all the posts carrying pay, the maximum of
which exceeds Re.2,688/~ anre macde by the Chairman, CRWE. The
frollowing poskbs cone under this catagory:

i. Financial Advisar

2, Depubty Dirsctor (Eolucatinn)

Z. Deputy Dirsct (Administration)
4. Deputy Dirscior (Head-gquarter)
5, Deputy Director (Traimning)

AL Zonal Diredcd
e Ae o nts BT
8. Regional Dirachs
5. Training Officer

16.Re e B I

11 . Commercial Artish

1 Editonr

Zotimds OETicer

14.Librarian

15 Assistant Dirsctor

14 Education Nfficer (Selection Grade)
17 .Accountant

o Eduration OffTicer

19.%enior Hindi Translator

2¢ . Btenongrapher to Chaivman

The appointments to the posts whose maximum of the scale of
[ ay is Lo o] R . 2hEE /- are mada by the Director,
CREWE . Appointments to group e posts at the Regional Centres are
made by the concerned Repional Directors after seeking approval
therefor by Director. The creation of posts shall be done in
aceopdance with the rules nf the Board and delegation of powars.

The recruitment of staff may he macde in accordance with the
CEBWE (Staff % Conditions of Service) Regulation 1964 framed for
the purpose. (Annexurel .

DFF ICE ESTABL [SHMENT

Genaral

TE . wmill hasinhe personal responsibility af the Director,
Deputy Director | (Training?, 7zonal Directors and Regional
Directors to wee “that the rules laid down by the Government of
India regarding communal representabion are strictly observed.
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Bome posts in the Board have been declared pe%manent and the
pasition iz reviewsd periodically by the CBWE, and the Govi.of

Indiza.

Temporary Statf

Proposals for continuance of temporary staff shouldbe
submitted to  the BGovernment of India, Ministry of  Labour

| sufficiently in advance. It ig hinhly irregular to retain any!
i temporary staff without proper sanction. All proposals regarding&
' further retention of the temporary staff should be submitted tmﬁ
the Head Office atleast two months before the expiry of the

existing sanction so that scrutiny can be made.

All sanctions are subject to availability of funds. Tt is
alsn necessary that the budget head to which the charge is
debitable should be indicated.

e

Register of Sanctioned Establishment

f The Head Office should maintain a consolidated register of
sanctioned establishment for the Board as a whole as required
under para-&65 of the bye-laws for Accounts and Audit showing the
sanctioned strength of the office. All mrdeprs sanctioning the
creation or abolition of the posts during the year should be
entered in the register and the entry should be checked and
initialed by Accounts Officer of the Board. The Accounts Officer
in the Head O0Office,the Deputy Director (Training) in Indian
Institute of Workers Education, Zonal Directors in the Zonal
Offices and the Regional Diresctors in the Regional Centres will
be personally responsible for seeing that no charges which have
not been duly sanctioned are included in the sstablishment pay

bill.

Chowkidar

Thé Choslkidar is  responsible  for guarding the office
building and property and closing % opening office. During his
duty hours, he should not leave the office premises withoutb
gpecific prior permigsion of the Officer—Incharge. He should see q
that no official carries any office record/file after office
hours or during the holidays and attends the office on holidays
without written prior permission of the competent authority.

ff:ﬂouk and Attendant ]

i A11 work as may be allotted by the Regional Directors. ..

N
<=

adabtion Listh -

-

A gradation list in a suitable form showing sanctioﬁm%
lishment should be maintained by the Head affice in two
viz: Permanent and Temporary establishments. The n 3

ers of the establishments will be shown in this
of weniority and other particulars wil

he name of sach individual. ﬂgﬁ




Working Hours

Working hours both in the Head Dffice, Indian Institute of
Workers Education, Zonal Nffices and the. Regional Centres
normally are from 5.3 A.M. to b.89 P.M. with interval of half an
hour from 1.356 PHM  to 2.8 PM.for fiveys days in a weak. These
hours ©an be changsd S0 as to fall in line with other local
Cenkral Bovernment Offices with the permission of the Director.

Attendance

A1l officers and members of staff are required to attend
affice puntuzlly at 9.38 A.M. They should sign the attendance
register putting the time of arrival and departure thereon. The
Director, Deputy Directon (Training)y Zonal Directors and
Regional Directors should take necessanry action against the late
comers in accordance with the instructions issued by Government
of India.

Holidays

The holidays prescribed by the Ministry of Home affairs of
the BGovernment of India or Central Government Employees Welfare
co—-ordination Committees at the respective places are observed in
the Head Office of the CRWE, Nagpur, IIWE, Bombay. Zonal Offices
and in  various Regional Centres under the Board. In addition,
earch employees may avail of two reskricted holidays with prior
permission.

Liveries and Uniforms

The prescribed scales and other particulars of liveries and
uniforms for staff are as those prescribed by the Bovt. of India.

Transfers

Employees of the Epanrd are liable for transfer anywhere in
india in the interest of work as and when required.

Increments

Increments may normally be allowed as a matter of course
unless specifically with—-held in any particular case under orders
af a competent authority. However, all cases relating tarthe
crossing  of efficiency bar should be separately put up to tha
Director or other competent authority for orders sufficiently in
Lime .

L & ave

The Board's enployees will be governed by the leave rules as
applicable to Central Government Employees. All applicabtions 4
leave should: be submited to the competent authority through the
sactional heads snfficiently 1D advance. When leave iz applied
for due to ill—health the applications should be supported by a
madical certificate from an auktharised medical attendant.
Howeaver, in case of emplgyges whose pay Scales are. less than
Rﬁ.E,ﬁﬁﬁ“Rs.EZ,ﬁﬁﬂ/", Medizal Certificates granted by any
registered medical practioner may be accepted as sufficient.
Howeverr, in case of application for leave for long periods ar



where the officer has any doubt or sUuspicion, he may require the
medical certificate to be countarsigned by 3 Civitl Surgeon, whao
may order the applicant to appear before him. All orders
FaNctioning regular leave should be incorporated in the
Establishment order book.

Return from Leave

Persons returning to duty from leave other than casual leave
should report themselves personally and also give a written
report. Administration Branch will issue posting orders and send
the doining  reports to the Accounts Branch for note and record.
The members of the establishment who are granted leave on the
strength of 2 medical certificate should produce  a medical |
certificate of fitness From the competent authority while |
“returning  to  dubty. The Head of office may recall members of the
ministrial and QTP ‘D establishments before the expiry of
leave should exigencies of service nagquirec ity

Maintenance of Leave Accounts and Service Books

Service books and leave account in respect of all officers
and  staff members in the Hsad Office of the Board are maintained
by the Accounts dection. The entries should be made promptly and
checked by the dealing -clerk and submitted to the Accountant faor
attestation.

The leave accounts in respect of all the officers and staff
mambers maintained by the Accounts Section may be got reconciled
twice in a vear by the Accounts Bection with the Personnel BEranch
who are maintaining the personal files of 311 officers and staff.

The Deputy Director (Training) Indian Institute of Workers |
Education, Bombay will maintain service books and leave acoounts
in  respect of Training Officers, Research Dfficer and Librarian
of the Institute in addition to the leave accounts and service |
books of all staff members working in the Institute.

The ‘Zonal Directors will maintain the service books and !
leave accounts of all the Regional Directors falling under their |
zone , in adodition ta the staftsf warking under them in Zonal |
Bfficeas, !

While sanctioning the leave, wmpecial attention should be
given to ensure that the Deputy Dirsctor (Trg) and the Regional
Rirectors who are drawing and dishursing officers, are not
entitled o prefixing and suffining holidays to Earned Leave, The
Zonal Directors will he responsible  far  the correctness and |
propriety for the decisions taken by them as per the C.C.S5.Leave |
Rules and other instructions issued from time to time on the
subject.

1
B3 . a . > . . .
Since the Regimnal Directors are drawing and disbursing

officers,, they may draw their pay after the leave is sanctioned
by the Zonal Director. There is no need to issue any pay slip,
either by the Zonal Director or by the Head Office as and when
leave is sanctioned by the Zonal Director unless there is change
in the emoluments,



Thens records are wubject to il by the fwsdiiy Far
and when Lhey inspect the Regiensl / lfonal pirsciurate sma |

Capual Lesve .

A official on casuasl leave s nok tresied as alisen
guty and his pay is Aot therefore, intereilied, The g
casual Jleave should be regulated on arrordercs wi B ihe
rules ieweed by Whe Gurernasnt,

Casual leaws should be noted A & ssparsies reegl
asintained for 1the purpass. The Regiater should be ke@l by
deaing clerk of the adeinistrstion Brench. e receipt of
application for cesual lesave Wne @ imintiration Sechion
make necessary entriss i the Hegisler and mibsit it to
Assistiant Directar 7 Deputy Direcior (Tregd 7 Tonal Dires
Ragional Director for semiion.

Msintensngs of Serviee Books,
Leave Apuoumis, Psisonsl Flies eis

Berwicw i = wf all T af Ghe e
satablistarnl of the Mead Office should be ssintained wnad
remain  in Uhe custody of bthe Accounts Secliion in the Head OF
and with the Deputy Director (Trygl, JTenal DBirector ]
Ragional Dirsctors s the Indien Imstibute of Workers Fducal
Teonal Offices aw Regional Contres respectively. Every sssber
L1 aul el i sluewnl in responaible for the correcinsss
completion of the entriss ssds 0 e Oemn SerYice Dok .
sntries regarding leave, incresenis, ®tc., shoula bDe
therein, snd atlesied by the officisl concerned a8 well a8 by
Accoantant/ Deputy Direcker (Trgl / Jonal Director J o gy
Director. Mo slteralion should in shy Clrcusslances bDe ssde
the date wof Birth ss recorded in the service book esscepl Ik
cane of a clerical error and vy  sueh corrsciion should
attested pearsomally by the Accowents Officer.By.Direc
iTrgi/lonal DirsctorMaegional Direcltor. A& reglisisr af wers
books wheuld be ssintairned in sanuscript shaowing particulasrs
s#rvice Books in (he oustody the oate of re-atisslalion of
firat page and tghe date of transfer Lo other offices. The i
papr of the Bervice book should be stlested by ihe e
Dfiicer, Lonal Director /7 Depuly Director (Trgl 7 Regi
Director esvary five years. AL the close of every year
services af svery official for the past year be wverified froa
selablishment bills #tc., el = certificate of weriticalbi
recorded im Ghe last coluss of the Service Book under
sighature af the Accountant In  the ppnd Dffice ard De
Direchar i(Trgiilonal Directocr/Aesgionsl Director in e Irvdll
institutes of MHerkers Education /7 JIonal Offices J Pegs
Conlires. When any aseber af the sstablishasnt is wrannfer-ed
ampip e gtfice, his service book should be comp leted
forwarded to Whe office bo which he v hramsferred.

Coni idential Reporis of Lhe Officers b Stafd

ihe confidgential reparis in respect of officers and wuafd
fhe CHME are reguired o Be writien svery year for fhs peri
fros dpril to March, When ths RAsporting 0ficer or the Officer
e reparted wpon, I8 AWeisferred oF deputed #lseswhers Tor
period pf mare Lhen I sonths, the reporting officer b L =
s report indicating e period caversd by it. The Neposi
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Officer wshould have - atleast T months experience of wark and
contact of the officer reported upon before writing or attempting
ko writs an asseszment of the work of an officer. '

The | other general instructions jssued by the Government of
India, from time to time may be followed in this regard.

The Confidential Reportz of all officers and staff mambers
ehould reach Head Office positively 'before {S5thlApril every year.

& detailed chart ahowing the agfficer whio - should
report/review the confidential report is o given as in Annexure

to this manual.

Miscellangous Rules

All correspondencs relating to matters, afFoctings.: the
officials should be kept in separate files which are kAown as
ppareonal.. Fites™ af the afficials concerned. When an official i
transferred for a period exceeding thres month  from  the

jurisdiction of Indian Tnstitute of Workers Education, Zonal
Dffice  or one Regional Centre to another Regional Centre, his
personal file should bhe forwarded in a service registered cover
to Lthe- Deputy Director (Training) / Zonal Director /7 Regional
Director of the Centre to which the official iz transferred.

Note: Papers ralating to casual leave should not be made part of
the personal file. These papers should be kept separately
with the authority competent to sanction such leave.

History Sheet of Bicycle

A history sheet in respect of each hicycle should be
maintained in the following form in all offices where bicycle is
used. @n account of all axpenditures incurred for repairs and
replacement of parts ar sach Ficycle shouwld alsa be kept. Each
bicycle should be allotted a number in case if there is more than
one bicycle, : i

Register showing charges incurred on Cyole No,

purchased on e e e <
Np, % date Date of Nature of repairs Amount Hemarks
of Sanction purchase or replacement :
i . S 4. iy

Typewriters, Duplicators and
Other (Qffice Machineries

The ..ﬁuﬁghaseg.J_rega;gﬁgn_;;qndemﬂapiqg _and disposal of

ﬂtypéwritera and other machineries may be made according to the
. financial powers delegated to the pfficen

of the Board and in
accordance with the procedure prescribed for Dentral Government
Departments =— Reference GOI decisions below Rule 124 of Ganeral
Financial Rules. Histhry sheet of the machineries should also be
maintained in suwitable form.



Stock

The Deputy Director (Admn) in Head Office and Deputy
Director (Trg) 7/ Zonal Directors / Regional Directors in Indian
Institute of Workers Fducation, Zonal 0Offices and Regional
Centres respectively are prsonally nesponsible for all articlesy
of stock and departmental forms supplied to their offices. They
must be careful to see that the stock books zare correctly
prepared that all articles received are duly entered therein and
that the disposal of all articles is also shown correctly in form
GFR- 17. They are required to submit indents or requisitions to
the proper autharity for any articles of stock that may be

required for their offices.
Classification and [nventory of Stock

The articles of stock such as plant and machinery, furniture
and fixtures are classed as "Dead Stock" and consumable and
perishable articles come under the term "Stores". The prescribed
form of stock book should be used in maintaining the account of
dead stock and stores. An index should be given at the beginning
of +the stock book. The stock book should be page—-numbered and 2
' certificate of count of pages recorded on the first page undar

proper attestation.

A detailed record of 2ll losses of stores should be
maintained and an anpual statement submitted to the Head Office
showing all deductions in entries made in the inventory under the
several heads together with full particulars of the articles and
the reason Tor removing them from stock.

Procedure to be adopted for condemnation and disposal of
machines and other dead stock articles such as furniture etc; is

mentioned below:

(i) The machines or any other articles which are to be condemnet
and disposed-off, should have out-lived its normal life time,
prescribed by the respective manufacturing company.

{(ii) The machines to be condemned should be inspected by ifs
manufacturing company or its authorised mechanic and seen whether
the machine can be repaired sconomically or it can be condemned,
If it is to be condemned, a certificate to that effect should be

obtained from the company.

1Y) In respect of other articles such as furnitures et%
condemnation committee consisting of Zonal Director of the
region, Regional Diresctor of the Centre and two Senior Eﬁucatidi
Officers of the Centre may be formed to inspect the unserviceable
articles with a view to certify whether they can be condemned.

(iv) On +the basis of the condemnation certificate from the
respective company or the inspection reports of the Regional
Directorate, the sanction from the Director should be obtained b
furnishing the details in the prescribed forms I % II appendel

hereswith. i
(v) After receiving the approval of condemnation from the

Director, the auction notice,intimating date, time and place of
auction is to be issued and the coipies may be circulated to al
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e

local Government offices and a few copiss may he supplied to the
conce rred firms for thelr information. In the case pof auction of
costly articles such as slectrically opevated Duplicating Machine
Prajector, Epidiascope, Typegrwriters ebc.; a small advertisement
may also be issuad in one of bthe leading local dailies in order
to give wider publicity for the auction.

ivi} Before commencing adction, the minimum prices of all the
grticles are to be fixed according to its present condition and

the present value ., The hid=s less than the Tixed minimum prices
should not be accepted, and the higher bid offered by the bidder
should be accepted. e amount of auctioned material is to be

recaverad on spat in cash only and the possession of the articles
should be given to the highest bidder with immediate effect.

The repart regardlng disposal and sale of the condemned
articles should be sent to the Head Office in the forms appended
herewith.

{(viidThe amount collected should be credited in full to the
Board ‘s account immediately under intimation to the Mead Office.

I& is the personal rasponsibility of the Head of the office
to ensure that the articles condemned are disposed off in a
manner; most advantageous to the Board as mentioned above.

For detailed instructions, provisions contained under Rules
29 to 12B of Sereral Financial Pules (Swamy 's Compilation) read
with Delegation of Financial Powers of the officers of the CBUWE
should be referred to.

Local Purchase of Stationary

The, stationery Tor tlhe office is reguired to be purchased
under the foallowing heads:

l. Far nffice uses.

2. For preparation of study material.

3. For unit level classes.

4. For preparation of fAudio Visual Aids,

9. For house magazine, monthly journal etc.

For all the above items, stationery should be purchased from
the 1local reputed stationers after inviting sealed guotations by
sending letters (indicating the specifications of the articles to
be purchased! by posl “Under Certificate of Posting" and openina

the quotakions by the flucotation Committee, preparing a
comparative shtatement and accepting the lowest rates. Tha
financial limits for incurring the expenditure on the above item
ie laid down in the delegation of fimancial powers to the

officers of the CBWE.Where the expenditure on this account
exceeds the power delegated to the concerned officers, a proposal
should be sent for pricr approval and sanction te the competent
autharity after fallowing the prescribed procedurs i this
reganrd. 3

W
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COMMITTEE AND CONFERENCES

Captral Board for Workers Foucation

anrual General Meeting of the Central Board for Workenrs
Fducation is held once & year praferably pefore the 15%th Dctober
of sach year at =uch time and place as determined by the Chairman
Mot  less  than 14 days notice iz to be given to the members.At
such general meeting, the soverning Body submits the draft Annual
Report and the Yearly Accounts  of the Board of the preceding
vear' s working and the hudget for the next year.

The Chairman has PpoWar te convene further Extra Ordinary
General Meeting in the like manner Aas stated above. The notice of
such  general mesting of the Cantral Roard will bhe served on
members either personally or through post not less than 14 days
hefore tha date fiwed for the said meabing.

Nine members of the Central Epard’ present in any general
meeting canstituts the guorum.

soverning Eody

The meeting of the Boverning Eody of the Central Board for
Workers Education has to be called atleast four times il ] year
and not more than four months can elapse hetween any two meetings
af the Board. These meetbtings are convened by the Chairman who is
the ex-officio president of the Eonard. The notice of date, time
and place of the meeting 15 seprvad on members pither personally
or by post not less than seven days hefore the diate appointed for
the mesting.

Five members of the Governing Eody presant constitutts the
gquarum  at any meeting af the Eoard provided that if a mesting is
adiourned for want of guorumthe subsequent adiourned meeting t0O
eh e the  same agenda shall not bhe required to have the
prescribed quUOTUM. I the case of difference of opinion among the
mambers, the opinion of the majoriby prevails.

Evary meeting of the BGoverning Body is presided by the
Chairman. In his absencesl membar nominated by him presides the
meating.

The Chairman has pouwer to invite any other person to attend
the meetings OF the general maegtings of the Board, but any such
invitee is not efititled to vobte at the meeting.

Sub—~Commities

The Board mayalso constitute Sub—~Committee Tor different
PUINpOSas the meating of which may be convened as and whi2n
necessary.

Managing Committes for [IWE

To  manage the affairs of the Indian Institute of Workers
Education, the Boverning Body has constituted a Committee. The
Chairmarn of &he CEWE shall he the Eu-pfficio Chairman af th 45
Managing Commibttee. A member of the Baverning Body of the CBWE
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shall be the WVice-Chairman. Apart from the Chairman and Yice-—
Chairman, there will be 14 members on this Committee, one from
Employers, Trade Union, Ministry of Human Resource Development,
thres non-officials interestaed in Workers EducationZadult
Education, a nominee from the Ministry of Labour not below the
rank of Deputy Secretary will act as a Member~Secretary of this
Lommittee. The Managing Committee will meet atleast once in every
six months to review the . progrress and performance of the
activities of JIWE. The Rules and Regulations of the Managing
Committes for IIWE are appended herewith,

Ragional Advisory Committees

Regional Advisory Committees are constituted/re-constituted
consisted of members from Trade Unions, Employers, Educational
Bodies and the State Bovernments and are associated with the
working of the Regianal Centres in  advisory capacity. The
Regional Director acts as Member-Secratary of the Regional
Advisory Committes. The meetings of the Regional Advisory
Committee are called atleast four times in a year. Not more than
four months shall elapse between any two meestings of the Regional
Advisory Committes. The Rules and Regulations of Regional
Advisory Committes for Regienal Directerates are appended

TRANSLATION/PRINTING/VETTING OF BIOOKELETS
Printing of Publcations

Demand for each booklet in  regional languages should be
assessed to decide +the print order and proposal regarding the
printing should be sent to Head Office well im advance through
the concerned Zonal Director.

For printing publications of the Board, quotations are
_ required to be invited from the reputed presses after following
the wsual procedure. They should be opened by a Committee,
consisting of & officers. The guotations as well as the covers
have to' be preserved and a comparative statement should be
prepared.: The Committee should recommend the lowest rates and
entrust work to one who quoted the lowest rate after sesking the
appr 1 of the Head Office.

payment should be made after the job is completed and
ing Tinancial sanction of the Head Office.

2t the decision of the Literature Committee of the
tars are entitled to a fee of Rs.l18/~ for 363 words
translation work. The payment is Lo be made %o the
‘afber obtaining sanction of the Director, CRWE.

deczsxon of the Literature Commitites of the
charges @Rs.2/- pear 308 words are payable to the
: %?ﬂfi ient in the Pe%ppctlve Peglonal languagea.




aoriph Meiting

SBoript writing charges for opew publical i ave  paid
AR . lHBA— per 1RGE words. Fure vewsi cion of bthe hooklet, payvnent oo
tol ke mads ERsS1EHS - por 1EEE el

Shgdw Material

The - Regionzl Directors can wbilizse the allghted amount far
skbuddy material and incur expenditure on such itemns Wibkhin €heir
i Timancial powers. Where the expenditure exceeds bbhe oowersg af
Live  Region&l Divector, progoisal for sanpcction on and abowve Lbe
mposier . delegested to the Regionsl Divectaor should be sent Lo ead
OTFice. The Regionzal Dirsctosr shaoold howsver rasbtrict Lthe asnuwal
expenditure as  far as possible o the z2llobtment provided Tor
this purpose.

Librritry

T Deputy Ldvecbor {(Trainingl, TTWE, Bomwbav BRagioral
[i e fime murahase baoks For bthe ldbrardes afdter approaval 1f the
Mamagzey  Commitbes of +he TIWE/Recional  Advisory Comnl thees
respechive ly. Bz Ffar as possibls bhooks in regionil Lang:laoes
zhould  be wpreferred while purchasing the same,. Thae poevchaseq
=il el ke omade within the delegated financis]l powervs and wiblrin
Ehe zllatment provided for the particuolar vear.

Plhhwsical Werification

The anhwal ohysical verification of librarvy books at the Hesd
Urfice, [ndian institute of Workers Educationd/Regional Centres
should Ee carcigd gut bedore Slat Mavch. The verification repoart
whowld e senl to Head OFffice baforo 186th April svepy year. The
raport shoauld include the Tollowingss

L Ghack of liorary books g2 an the ldast day of
tha preceding vaar- (with cost thersofl,

Li Booacikss added Lo Ehe libeary during the wvear
HLIEH Engt.

itit  RHoopks lostfuritten of f during R year with

18] Total books as i 31st Mareh, wllh Coat.

Sunilatly | physical WErL TR Al on raport for prrleec
B licaticons should also be sent to the Head (ffice syvery wear by
Ledthe Apaonl. They phrysical seciftication report should alsa nention

b bpas Tespansibi L L by Timed far the lozs ot booksidpriced
oublicakbions  and  sofion should he indtiated by Lthe DUepuby
izt iTraining?, "Regianal Directar to  recoaver the losses

EromEstiy.

st FEAY N O 1Y - B T T 0 T O 1 T R 1 EA R A AT A |

Carels . BEtraahnsaks ade.

Foopendf tire on printing aof invitations, phoatographs, Lo,
e Feeatnihdion be ebez. din conmeckion with the idnaugurdizaoan af gvarioun
sty ramines arganised nt the Fegiocmal Centres should or stricdls

g .
EERN T I 0
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Honoararium to Worker Teachers

The saction far Payment of honorarium to worker teachers ig
issued subject to the fmllowing conditions:

1#) Normally one worker teacher.shnuld conduct only one ULC.

ii) Date of appointment of &he worker teacher and date of
starting of the unit level class is the same .

After appointment of worker teacher he can be allowed 148
days time to start the next course in the unit level class.
Honorarium is paid at the same rate dduring this preparatory
period.

iii) He normally trains 95 workers in the unit level class per
batch,

The rate of Rpayment of honorarium to the worker teacher is given
in the Appendi.

Bubsistance Allowancea

Subsistance allowance to the trainees coming from the
outlying areas is paid at the rate as approved by the Governing
Body from time to time subject to the following conditions:

1) The trainees ape coming fram outlying areas and
belong to private sector establishments;

ii) The trainess are not in receipt of daily allowance
or any other allowances in addition to release time
wages from their emplover,

The existing rates of subsistance allowance are given in the
Appendix,

Tranﬁportfﬂmnveyance Charges

Conveyance charges are paid to the worker teacher trainees
when they ape required to come from long distance to attend the
training classes subject to the following conditions:

1 The distancs between the residence of the worker teacherp
trainees and the place of training is beyond 8 kms.

1i) They arenot paide any daily or conveyance allowance by theipr
emploverrs,

The rate of tanveyance charges admissible to the workepr
teacherp trainess are given in the Appendix.

Educational Tours for
Worker Teacher Trainees

The main idea in taking worker teacher +trainees on
educational tour is to acquaint them with the - different
industrial centres In the country as well as to enable them to
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see for themselves the progress which the country is making in
the economic field through variows planned projects. The tours
also enable the trainees to exchange their experience and views
with the trainees of other centres.

The educational tour should be undertaken only as per
approved ditinerary. The total distance covered during the tour
should not exceed S5 kms. and the duration of the tour should
e limited %o 15 days (including the date of departure from and
arrival at fthe headguarters and holidays) only. Tours should be
arranged in  such a way that the trainees should concentrate on
fewer places and make their tokur more purposeful and also visit
development projects as far as possible.

The railway allows cCconcession to . the . extent of 2% on
railway fare to industrial workers participating in educational
tours,

The Eoard contributes @Rs.75/- per head towards educational
tour of the participants from Private Sector for whom no
contribution has been paid by the employers.

Unit Level Classes

The worker teachers on completion of the training at the
Regional Centre revert to their factories or places of employmant
and. conduct programmes for the rank and file of workers outside
working hours,

Narmally employers are | expected to provide accommodation,
furniture, time off, equipment for the unit level classes whare
no such help is forthcoming, it is provided by the Board.

TA to Worker Teacher Trainees
coming from outlying areas

The worker teacher trainees coming from outlying areas to
attend the training courses at the Centre are entitled to second
‘class railway fare or ordinary bus fare to and fro subject to the
following conditions: z ;

1.2 The trainées do not get TA from their employers;

ii) It is certified by the Regional Director that the
expenses on railway/bus fare are actually incurred
by the trainees.

Study Tours for Worker Trainees

The woarker trainees are allowed to go on study tour covering
a distance up to IS kms. for the duration of a2 week or so. In
case the worker teacher accompanying the trainees, is “not
granted. TA and DA by the Managament/Union etc., the Board pays
to  the worker teacher, the second class railway fare plus DA
@Rs.9/- per day for the duration of the tour.

Local Excursions:'

Regional Level i The worker teachedr trainees at the Regional
Centre are encouraged to go on local excursions, usually once in
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a week to acoguaint  themselves with the problems in different
industrial  establishments  in the nearby places so that their
outlook in general is widened.

The sntitlement for local excursion is a8s given in Appendix.
Unit Level: The worker trinees

i}
gncouraged  to visit industrial
given in the Appendix.

t othe unit level classes are also
establishments in nearby placeds

EQUIPHMENT FOR REGIDNAL CENTRE

The  standard pattern of expenditure for  fueniture and
egquipments for a Regional Centre is given below. Farticular
attention showld be givan th egquip the class room and discussion

FO0OMmE .

The olass room  should have display board, flannel board,
flip-chart =tand, magnekic board, pointer, for . effective
utilisation of the, teaching aids. Proper arrangements should also
be madde for keeping the films, flimstrips and other audio-visual
aids at the centre for example a pigeon whols wonden case with
the glasse covered which can be hung on the wall may be purchased
for keeping the filmstrips properly. Each filmstrip kept in a
case should be given a reference number.

In view of the high cost of teak-wood furniture, the Govt.
of India have advised to go in for purchase of stesel furniture as
far as possible, This should be kept in view before submitting
Ehe proposals for sanction af the Head Office.

Description of the Articles Mo.of Articles
T2 Chair (cane) for lectuver it
2 Table for trainees i
B Chairs (cane seats and cane-back) P
4 School E=sll (BErass) 1
S Ceiling Fans | 3

Office Megional Centre)

Jis Officer s Table ¢ 5 'x3")

. Officer Chair

s Cuphoard

4. Racl for keeping files

i Tables paper rack

G Revolving book rack

Fia Hat Stand with Mirrvor

8. Chairs (cane seated and back for visitors)

2 Tiffin Table
Ceiling Fan
Electric Eell
Glass Table Top |
Wall Clock (Quartz)
Map of Indisa !
Foot Rest

Flannel Board

R b e e By b BB e e
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Committes Room

A i Tables (superior quality)
24 Chairs (superior) Steel
S Chairs (cane) seat and back

4, Table Small Woodaen
Sw Cupbhoard

b Ceiling Fan
Feucation Officers Room

" Steel Table with cupboard on both sides

1

e Foot Rest

i Ceiling Fan

4. Chair (Steel) with cane seat and back
D Cupboard (steel) small

&, Waste Paper EBaskets

Tin Steel Racks for keeping. files
g. Steel Paper Trays

P Wall Clock (Quartz)

1. Name Plates

Staff and Library

;i Tables
P Chairs
D Cupboard
4, Stonls
i Bench woodan
S Racks for keeping files

7w Wooden FPpaper Trays
Hi Letter Bou
9 Waste FPaper baskets wooden
17, Tt fin Table
1. Wal: Llack
2. Typewriter (English -2, Regl.language-1)
13« Ceirling Fans
14. Cash Box (Bodrej)
15. Matka Stand
i4. Steel Book Cases
17. Notice Board
18. Almirah wooden with glass for library
19. Door mats
20, Bicycle
?21. Duplicating Machine
22 . Iron Bucket 12"
e3. Steel Mugs

A.V.Aids Equipments

Tape Recorder
Over-head Projector
16 mm Projector
Filmstrip Projectar
Radio

Slide Projector
Door Mats

. Stesl Book Case

= s =
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Equipmants for Residential Ceatre

I Coks 25
2. Writing Tables 29
i Chairs 28
&4, FPeg Frames ’ 29
8. Cane Chairs with arms b5,
4 Stpel Dinning Tables (Folding) 4
7 Tabhle for common room and library =
B. Almirah with wire guagew for kitchen N i
s Bhagona large with cover &
1%. EBhagona medium size with cover &

11, Degohi“targe

12. Parat large size

15. Eudechi big size iron

14, Katories big size it
15. Iron kothi large size(for storing grains

14, BService Thalis large size

17. Servicee utencils ror liguids

i8. Steel kettles large size

19. Btesl ketile medium size

GO AMERMNBR

2, Cups and saucers G

21, fuartar plates (steel) 3

7%, Spoons and ladles of different size Four Dozen
2%, Thalis (Rig and Small) Three Dozen
24, Tawas 2
25, Bucketbs 14
26. Steel Jugs. a
a7 Btainless Steel tumblers Three Dozen
28. Zaras E
29, WVegebable Cutters 4
6. Drums 4
*1. Katorigs Small Size agal

Tha =bove listl of articles is only illustrative and not
gxhaustive. Additional articles can be purchased at the
discretion of the competent authority if there is Jjustification
for the sams.

Standard Accommodation for Regional Centre

iihentiran  fixed for Regional Centre, 2,208 e fte The
approved additional area for the hostel of a residential centre
is 2,200 sq.ft.with 16% variations on either side in Hoth the
cazes, The rent of &the buildings may he sanchioned by the
. competent authorities after obtaining the fair rent certificate
from C.P.W.D. The Ministry of Finance (Works Division) have
advizmed in this connection that fair rent rertificates from local
. Gtate P.W.D. or Revenue Authoritiesmay be accepted where the CPWD
Tb#fitaﬁ are not located.

The form of the lease deed to be used by the Board to safe-
guard the Eoard’'s interest whiled taking 2 private building on
hire, is enclosed. The lease deed duly typed neatly on stamp
Roaper of Rz.5/~ and duly signed by the landlord may be sent to
the Director for Mis signature immediately atter Gaking
oszession of the accommodation. Proposal for renewal of lease
leed showld be eesnt to Head Office once in five years
ufficiently in advance. .

s
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For hiring a building for office/hastel, all aspects suc
45 surroundings, suitability etc. may be taken in to account frc
the functional point of view.

Rent for Unit Level Classes

The accommodation ig usually provided for unit level classe
free of rent by the employers. Where it is nat 50 supplied by th
employers, accommodation may be hired by the Eoard on payment o
rent not exceeding Rs.I@/- per m onth subject to the condition
laid down by the Eoard for 'the purposes.

GRANTS (N AlD

The PBoard endeavours to secure greater participation o
trade unions and institutions involved in the Workers Educatior
Programmes. Funds are Provided to the Board for giving grants-in-
aid to-the 'regiﬁtered trade unions and other institutions for
conducting their own workers education programmes.

Number  of short term Programmes have been devised for
industrial and rural workers. For these purpose, the Board gives
grant to the extent of 8% of the expenditure as per the approvec
Tinancial pattern to trade wunions, ete. for organising thess
programmes. The remaining 18% is met by these organisations them-
selves. These programmes are of residential and non-—-residentia;
nature ranging from 1 to 14 days duration.

National Level Programmes

The Board also- sanctions grants—in—-aid fop national leve
courses to the Central Trade Union Organisations and the nmnationa
Federations whose. membership is 2 lakhs or more spread all aove
the country and which have z standing of more than five years
For these Rrogrammes, in addition to the grants—in—aid admissib]
for conducting national. Rragrammes .ranging from 2 to 14 day
durationm the Eoard sanctions additional expenditure as TA etc. t
Rarticipants and guest speakers,

State Level.Programmes

Grants-in-aid far state level programmes is sanctioned t
the State Branches of the Central Trade Union Organisations an
non-affiliated National Federations for conducting residentig
programmes ranging from 3 to 14 days within the State.

. For such State level programmes, in addition to gran{s—in
aid for the residential programmes ranging from 1 to 14 day
duration, the Board also sanctions grants-in-aid as TA etc. ¢t

participants and guest speakers.
; BUDGET, FINANCE & ACCOUNTS

The  Rules and Regulations for maintenance of accounte
budgeting and financial control are given in a separata Annexw
-to this manual. ‘
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Test Audit at the Head Office

The annual financial accounts of the EBoard are audited every
year by the concerned representatives of the Comptroller and
Auditor Beneral of India. A copy, of the report is forwarded fto
the ' Ministry of Labour for information.: The expenditure incurred
in connection with the audit is paid by the Board.

Investment

The amount of General ProvidenﬁiFundJGnntributary Provident

Fund by °~ the employees of the . Board: is credited into Postal

Savings Bank Account . for
deposited is withdrawn from time -to &time and‘'invested by the
Board in Government Securities and special deposit account in
SBI/UTE “ete,.  ‘on " lang! Sterm basis in.accordance with the norms
fixed by the BGovernment of India.,Theﬁyearly contribution by the
Board © in respect of each emplayee-who'apted fon CPF and interest
on . GRF / CPF subscriptions are alsa  calculated and credited in
‘the ' ,individual accounts maintained at the. Head Office after the
close of every financial year and the total amount on account of
Board ‘s contribution is first credited in the Post Office and
then . invested in the like manner. The Regional Directors are
responsible for maintaining a register showing the individual
contributions by the employee of the Centre and progressive

balance mankh by month and year to year.

facility gf withdrawal. The money SO it

et

B
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CENTRAL BDARD FOR WORKERS EDUCATION

B

(Staff and Conditions of Service)Regulations 1962

(See Rule 13(iv) of the Rules % Regulatimnﬁ'of the
Central Roard for Workers Education)

b Shart Title and Commencement

(i) These regulations may be called "the Central Board for
Workers Education (8taff and Conditions of Service) Regulations,
162", =

‘(ii) They shall come into force at once.

b Definition
In these regulations, unless the context otherwise requires
(a) “"Board" means the Central Board for Workers Education

constituted by the Govt. of India in the Ministry of
Labour.

() "Chairman' means the Chairman of the Eoard.

() "Director” means the Director of Workers Education and
Ev—officio Member Secretary to the Central Board for
Workers Education.

(ol "Employee'"  means @ person appointed to or borne on the
' cadre of the staff of the Board.

(@) tHMonth" means & calender month.

(f) "Poast" means a post under the Board and a post shall be
deemed +to be a past in Group A, Group B, Group | el e
Group D, in the First Schedule.

fg) "Schedule! means d Scheduleto these Regulations.

; :
Ay MBepyica mEans ﬁﬂFViCH wnder the Board.

4 3
(i) "Governing Rody" | means the Eoard of Governors of the

Board. !

0

(j) “Appointing ﬁuthn?ity“ in relation to the enployees of
the EBoard means:

(i) The authority- empowered to make appointments to the
service of which the smployee is for the time being a member ar
t  the grade of the service in which the employee is for the tim
being included; or il

(ii) The authority empowered to make the appointments to the
post which the employee far the time being holds, or

(iii) The authority "which appointed the employee Lo such
seryice, grade or post, as the case may bej.or
1, Y ! 3 :
(iv) Where +the employee having been a permanent member of
any okher service or having substantively held any other permanen






in a post, as period of probation in that post.

(4) An ' employee shall be confirmed in the post
sabisfactory completion aof probation if the post against which
is appointed is permanent and substantively vacant. Otherwise
will be deemed to have completed the period of probat
satisfactorily  and will thereafter continue in a tempor
capacity until he is confirmed in 2 permanent post.

(9 The decision on the qgquestion whether an employee sh
be confirmed or whether he should be deemed to have completed
period of probation satisfactorily or whether his probat
should be extended shall ordinarily be taken within a perioc
two months after the expiry of the period of probation,
Cocommunicated  to the employse together with the reasonsin case
extension. An employee who does not make satisfactory progress
shows himself to be inadequate for the post in any way, shall
informed of his shortcomings sufficiently before the expiry
the initial period of probation to enable him to make spec

efforts for improvement.

&y Termination of Service

(1) MNotwithstanding anything contained in these regulat!
an employee who intends to guit service shall (unless actior
taken under clause I of this regulations) have to submit a lel
af resignation 'and shall not leave or discontinue his ser
until the resignation is accepted by the Appointing Autho!
and he is relieved of his duties. .

(2) The services of a permanent employee may be termin
on the abalition of the permanent post held by him in a clas
cadre, or reduction of posts in a class or cadre by the autho
competant © to  make appointments to the post which the empl
holds on giving three months notice "or pay in lieu ther
pravidxed that this power shall be exercised where the Appoin
Authority is subordinate to the Chairman, with the approval

the Chairman.

(3) The services of a temparary employee may be fermin
any time without assigning any reasons therefor, after giving
ane month’s - notice or pay. in lieu thereof, by the Appoin

Authority.

(4) Notwithstanding the provision of sub-regulations
(2) and (3) of this regulation, the service of any employee
be terminated by the Appointing Authority after giving him
month’'s notice or pay in lieu thereof on: being certified
Medical Board  that he has been permanently incapacitated
further service under the Board.

T Fay, Leave, Contibutory/General Provident
Fund, Fension and Age of Compulsory Retirement

¢1) The scale of pay attached to posts under the E
‘shall be as set out in Schedule-I.

: 2V T'The regulations reldting to the grant of leave, ber
.of gratuity, CPF/GPF and pension to the employess and the ac
~which they shall be compulsorily retired from service, shal
as sel out in the Second Schedule.

=
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(5) The fixation of pay, grant of increments and connectec
matters shall in  the | case of an employee, be governed by the
provision contained in. the Posts and Telegraphs Compilation of
the Fundamental Rules and Supplementary Rules framed thereunder,
as applicable, from time to time employees of the Government of
India.

(4) Notwithstanding the. provisions mf'ﬁub—regulatian (3=

{(a) The initial pay of a Government servant permansnt or
temporary, on first appointment under the Eoard
shall not be less than. what would have been admissible
to~ him if he had been appointed to a post in a similar
scale or pay undar the Govi. of Indiaj; and

(b)) Periods of service, including broken periods of
service, rendered by &8 temporary Government servant
under the Government of India in the time scale of pay
similar +to that to which he is appointed under the
Board shall be counted for purposes of increment,
provided  he is  appointed wnder the Board withoutany
breal: after the termination of his servic e under the

" Bovernment of India.

i )
. (8) .. Employees shall be entitled to such allowances
including travelling | allowance and concessions as may be
admissible from time to time to the corresponding categories of

Central Bovernment servants.
iSe et v §

E 8. Superannuation Benefits

(i All employees other than a Government servant or an employes
of a local authority who is on deputation to the Board, shall be
‘entitled to such superannuation benefits as the Board may,. from
time to time, prescribed with approval of the Govt. of India.

e Control and Discipline

ALl .. employees of +the FEoard shall be subject to the
¢ superintendance and control of the Director and shall be governed
by such rules of conduct, discipline and contraol as hereinafter
. may be provided by the Board from time to time.

';QQQBQSQSPBnEiun

. (1) The appointing authority or any authority to which it
is' subordinate or any other authority empowered by the Governing
‘Body ' or the Chairman in that behalf may place an employee under
‘suspension: >

" (a) where 8 disciplinary proceeding against him is
contemplated G ot = la b e el

. (b) " fwhere a casé! against him in respect of any cocriminal
- offence is under investigation or trial: Provided that
where the order of suspension is made by an authority
lower than the Appointing Authority, such authority

Pl 4
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The following shall not amount te a penalty within the
meaning of the regulation:

() Withholding of increments of an employee for failure to pass

Lha departmental graminations  in  accerdance with the
regulations  or  orders covering the service of post or the
Lterms of his appointmant.

(b) SHtoppage of an  employes at the efficiency bar in the time
scale on the ground of his unfitness to cross ,the bar.

() MNon-promotion whether in a substantive or officiating
capaciby ¢ an employee, after consideration of his case to
& grade or post for promotion to which he is eligible.

(d) Reversion Lo a lower grade or post of. an employee
officiating in a higher grade or post on the ground that he
is considered, after trial,to be unsuitable for such higher
grade or post or on administrative grounds unconnected with
his conduct,

F te) Raversion to  the permanent grade, or post of an employee
appointed on probation to another grade or post during or at
the end of the period of probation in accordance with the
terms of his appointment or the regulations and orders
governing probation. '

(f) Replacement of the services of an employee whose services
have besn horrowed from the Central or a State Bovernment or
darlacalanthority at the disposal ‘of the authority which had
lent his services.

P (g Compulsory retirement of an employes in accordance with the
provisions relating to his superannuation or retirement.

(th) Termination of the services
G ) of an employee appointed on probation during or at the
gnd  of period of probation, in accordance with the
“terms of his appointment or the regulations or orders

governing probation;

(ii) of an employvee in accordance with regulations &s o

A
LIRS R Vi employee employsd under an agreement in
accordance with the terms of such agreement.
12, Disciplinary Authorities
(1) The appointing authority or the authority specified in

this behalf by a general or specified order of the Bovernment of
india may impose any of the penalitiss specified in regulation 11
any employas,

4] Matwithetanding anything contained in this regulation,
0 penalty specified im clausss (iv) to (vii) of regulation 11
all be imposed by any authority lower than the Appointing
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1%. Frocedure for imposing Penalties

. No  ordep Lmposing ‘nn an  employee . any of the penalties
Specified inp regulation 11, shall be Passed except . in the manne|
and aftepr following the Procedure laid down in Third Schedule.,

14. Provision regarding officials on deputation to the Board

GEa Where an order of suspension is made or a disciplinar)
Proceeding ‘is taken against an employee whose services have beer
borrowed from the Central Government op a State Government or :
laocal authority, the authority lending his services (hereinafte;
in: this regulation referred to as the “lending authority )’ shalj
forthwith be informed of the circumstances leading to the ordear
ey N B Suspension or  the commencement of the diéciplinar)
Rroceeding as the case may be. . e

¢

C2) Lhe. The light of. thea findings ' on the disciplinar>
Proceeding is taken against such employee;

i)  IFf the diﬁciplinary avthority is of the opinion that
any of the penaltieg specified in clauses (i) to €34 300
of regulation 11 should pe imposed on him,it may,
subject  to  the provisions of Paragraph 2 (12) of the
Third Schedule, after Eonsultation with the lending
authority, Pass  such orders an the case as it deams

necessary.,

Provided that in . the ‘eavent aof a. difference of opinior
between the borrowing authority and the lending authority, the
services of the employee shall be replaced at the disposal of
the lending authority; Y :

(ii) if the Diﬁciplinary Authority ig of the opinion thal
any of the Penaltias specified in cclauses (iv) to (vi
of regulation 11 should be imposed on him, it shal;
replace hisg. services at the disposal of the lending
authority angd transmit o 160 the Proceeding of th:
inquiry for such action as it deems_nqcesspry.

15. Appeals

thmithstanding anything contained in these'Regglations, ne
appeal shall lie against— A

(1) Any order made by the Government of India.';

e Any  order of an intepr locutory nature or of the naturg
af i step-in—-aid or the ' final" disposal of 4
disciplinary Proceeding, othepr than an order o1
suspension, '

(3) Any ordder passed - by ap inquiring authority in the
course of an inquiry under Paragraph (2): of the Thirg
Schedule under these Regulations.,

16. Appeals against OUrders of Suspenion

AN employee Mmay appeal against an order of Suspension ‘to the
adthority to which Ghe authority which made or is deemed to have

made the order ic immediately subordinate,
3 ]
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17. Appeals against Orders Imposing Penalities.

(1) Where any order is passed imposing any of the penalities
specified in Regulation 11 by the Appointing Authority
subordinate to Chairman,, the appeal against such order shall lie
to the Chairman,and to the Government of India if the ordder is
passed by the Chairman. i ' '

(2) Notwithstanding' anything contained in Sub-regulation (1)
where an oarder is passed imposing a penalty specified in
Regulation 11 by an- authority subordinate to the Appointing
Authority ©the appeal against such orger | shall be lie to the
Appointing Authority.

18. Appeals against other Order
(1) An employee may appeal against an order which :

(a) denies or varies to his diaadvaﬁtqge his pay, allowance,
' superarnnuation benafits or other conditions of service as
regulated by any regulations or by agreement, or

(b) interprets to his disadvantage the provisions of any
such  regulations ar  agreement, to the Chairman,if the
order iz passed by any authority subordinate to the
Chaivrman and to the Government of India if the order is
passed by the Chairman.

(2) An appeal against an order: =

(a) stopping an employee at the efficiency bar in the time
scale on the ground of his unfitness to cross the barj

(b) reverting to @ lower grade aor post an employee
officiating in a higher grade or post, otherwise than as
a penalty; ' "f}wyliﬂ:wL

() .reducing or withholding any amount of a superannuation
benefil or denying the maxkimum - amount of a
superannuation benefit admissible underi the relevant
regulations; and g3

(d) determining the pay and allowances for the period of
suspension to be paid to an employee on his
reinstatement or determining whether or not such-.-period
shall be treated as a period spent on duty for any
purpose, shall lie -

(i) in the case of an order  made: in respect of an
employes, nn whom the penalty or dismissal from
sarvice can be impased only by the Director, to the
Chairman; and S S T &

i

2 ; I
(ii1) . in the case of an order made in respect of any other
employee, Lo the authority to whom an appeal against
an  order imposing upon him the penalty of dismissal
from service would lie. : '

In thie regulation i1~
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(i) the G T e G E L "employee" includes a person who
ceased Lo be in the service of the Board.

(3i) the erpresdion "superannuatbtion bhenafit" inclu
provident fund, © grauity and any other retiren

bernefit,
1%, Submission and Consideration of Appeals

An - appeal under regulationz 16 to 18 shall be submitt
entertained and considered in  such form an manner and
accordance with such procedure as  laid down in  the Fou

Schecdule.
o 2 I Implementation of Orders in Appeal

The authority which made the order shall give effect to
orders passed by the appellate aubhority.

1. Provision where Disciplinary Authority etc.,
subsequently becomes Appellate Authority.

MNokwithstanding anything contained in regulations 13 to
where the pearson who made the arder appealed against, becomes
virtue of his subssaquent appointment or otherwise, the Appell
Athority under regulations 146 to 18 in respect of the app
against  such order, such person shall forward the appeal to
authority +to which he is immediately subordinate -and s
authority shall, in relation to that appeal be deemed to be
fippellate Authority for the purpose of those regulations.

22 Government of India's power to review:

aaal W

Notwithstanding anything contained in these rules the Ga
of India may on its motion or otherwise, after calling for
records of the case, review any order which is made or is appe
able under these ruless:

(a) confirm, modify or set aside the orders;

(b) impose any penalty or set aside, reduce, confirm
enhance the penalty imposed by the ofder;

() remit the case to the authority which made the order
to any other authority dirscting such further action
inguiry as it considers proper in the circumstanccces

the case; onr

(d) pass such other orders as it deem fits -
Frovided that

(i) an  order imposing enhancing a8 penalty shall not
passed unless  the person concerned has been given
bpportunity of making any representation whicch he
wish to . make against such enhanced penalty;

.

(ii)if the GBovernment of India proposes to impose any of .|
penalties specified in clauses (iv) to (vii) of rule
in & case where an ingquiry under rule 13 has not b
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held, it shall subject to the provisions of rule 1é,
direct  that esdch inguiery be held ard thersafter an
congideration of the proceedings of such inguiry and
A Beay e igiv Lng Lhe person  concerned an apportunity of
maling any representation which he may wish to make
.against  such ipenalty, pass such orders as it may deem
Fihe

s
L+
.

Review of orders in Disciplinary Cases.

The authority to which an appeal against an order imposing
any of the penalties specified in rule 11 lies may of its ouwn
motion or otherwise, call for the records of the case in a
disciplinary proceeding, review any arder passed in such a case
and pass  such orders as if deemds fity, as if the employee had
preferred an appeal against such order.

24. Conduct of Employee:

Subject to the provizions of these regulations, the employee
of %the Board shall be subjgct mutatis mutandis to a code of
conduct similar to the one prescribed by the Central Government
for Central Governmaent Servankes,

L] =

2d. Dther Conditions of Service:

In respect of all other mabters relating to the conditions
of service of employees, for which no provision or insufficient
praovision has  been made in these regulations, the normal and
general rules ordinarily applicable, from time to time, to the
corresponding category or class of Central Bovernment servants
(vide SBcheduls—~1) shall apply, subject to such modification and
variations or excepbions, if any, as the Chairman may, with the
. approval  of @ the Governing PRody and the Government of India by

ordr from_ time to time specify.

Explanation: For the purpose of these regulations, the Chairman
' may with the approval of the Boverning Body, by order, - specify
the posts under the Eoard which shall correspond to the posts
under the Central Government. \ {

26. Special Frovision by Agreement:

Where it is considered necessary ko make special provisions
in respect of an employee of the Roard inconsistent with any of
‘these rules, the authority making the appointment may, by
‘agreement with such  employee make such special provisions and
thereupon these rules shall nob apply to such employees to the
extent to which the special provisions so made are inconsistent
therewith.

Provided that if the appointing authority is other than the
thairman or the Govt. of India, the previous approval of the
fairmmﬁ ar the Bovt. of India as the case may be shall be
btained by such authority. :



S -

27. PFrotection of Rights and Frivileges conferread
by any law or agreement: '

Mothing in these rules shall operate to deprive any employee
of the Boaard of any right or privilege to which he is entitled -

(a) by or under any law for the time being in forcej; or

(b) by the terms of any agreement existing between such
person and the Bovernment of India at the commencement

of ‘these rules.
: :

2B8. Provisions regarding officers lent to State Governments etc:
(1) Where the services of any employee of the Board are lent
to a Btate Government or any authority subordinate thereto or to
a local or other authority (thereinafter in this rule referred to
as "the borrowing authority") the borrowing authority, shall have
the powers of the Appointing Authority for the purpose of placing
him under suspension and of the Disciplinary Authority for the
purpose of taking a disciplinary proceeding against himj
Provided that the borrowing authority shall forthwith inform
the authority which lent his services hereinafter in this rule
referred to ‘as "the lending authority" of the circumstances
leading to the order of his suspension or the commencement of the

disciplinary proceeding as the case may be.

(2) In the light of the findings in the disciplinary
proceeding taken against the employees of the Eoard -

(i) if the borrowing authority is of the opinion that any of
the penalties specified in clauses (i) to (iii) of rule
11 should be imposed on him it may in consultation with
the lending authority pass such orders on the cases as
it deems Necessary.

Provided. that in the event of a difference of opinion
between Hhe borrowing authority and the lending authority, the
services of. the employee of the Eoard shall be replaced at the
disposal of the lending authority.

(ii) if -the borrowing authority is of the opinion that any
of the penalities specified in clauses (iv) to (vii) of
rule 11 showld be imposed on him it shall replace his
services abt  the disposal of the lending authority and
transmit to it the procesdings of the inguiry and
thereupon the lending authority, may, if it is the
Disciplinary Authority, pass such orders, thereon as it
deems  necessary, O, 1 it ddspot  thebhiscipl inaes
Authority, submit the case to the Disciplinary
Authori by which shall pass such orders on the case as
it deems necessanry;

Provided that 4n, passing any such order the Disciplinapy
Authority shall comply with the provisions of Sub-paragraph (148
and (11) of the third schedule.
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Explanation: The Disciplinary Authority may make an order under
this clause on the record of the inquiry transmitted by fthe
borrowing authority, or after holding such further inguiry as it

may deam NeCRSEA0Y .

e

29 . Removal of Doubts:

Where a doubt arises as to who is the head of any office ©
as to whether any authority is subordinate to or higher than an
other authority or as to the interpretation of any of th
provisions of these Regulations, the matter shall be referred d

the Government of Indiaz whose decision thereon shall be final

I%. Relaxation of Exceptional Cases

Whenra the Government of India is satisfied that

n

e

tht

operation of any regulation or provision in the matter af thi

conditions aof service of employees or any class of

employees, causes undue hardship in any particular case, it
by order, digpense with or relax the reqguirement of

regulation or provision to such extent and subject to
conditions as it may consider necessary for dealing with the
in a just and eguibtable mannar.

%1. Oath of Allegiance to the Consitution of India

Every employee shall be required to take an opath or sole

suct
may

thal
such
Ccast

mn 1y

affirm his allegiance to the Constitution of India as by la
pstablished, at the time of his appointment to the service or th

Board.
72, Declaration to be made by Employee:

Every employee to whom these regulations apply shall
the following declarations:

agree to be bound by the said Regulations".

Witness e Employee

Signatﬁre . Name in full

Name Nature of appointment
Date Date of Appaintment
Docupation Signature

Address Date

mak

"I hereby declare that I have read and understood th
Central Board for Workers Education (Staff and Condition
of Service) Regulations, 19262, and I hereby subscribe and
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THE FIRST SCHEDRULE

v
(Gee Rule 2 (F) )
Sr.Mo. pesigration of Post
¥ fHroup-~A
1 Diracktor
Za Additional Director
Gruup—ﬁdlunimr)
5 Financial Adviser
g peputy Director (Education)
iy Deputy Director (Admn)
! 4. Depufy Director (Headouarters)
Hi peputy Director (Training?
(- - 7onal Directors
Group—B

1 1. accmunts‘ﬂfficer
i Regional Dirsctor
3 Training Officar

} 4., Research Officer

i D Commercial Artist

E &, : © Hindi Dfficer
T ; Edi%wr

] & - Librarian
= Assishant Direchor
1¢ . Fdugation Officer(Sel.Grade)
il. Education Officer
12. pecountant

B Gepior Hindi Translatar




1.

2.

e

Group-C

by - 4

SGenior Stenographer
Statistical Assistant
Junior Hindi Translator
Senior Clerk

Machine Operator

Care Taker

Upper Division Clerk
Junio; Stenographer
Library assistant
Juniar Arfist

Junior Proof Reader
Projectionist (Sel .Grade)
Projectionist

Lower Division Clerk
Hindi Typist

Van Driver/Diesesl Jeep Driver

N\

Lift Operator

Cook )S5el. Grade )

_guak

Daftari
Feon
Attendant

Chowk idanr

BRI R Nardhneap 2 iee

Swasper

S



Designation of Post

L

SCHEDULE - 1

Scale of Pay

1.

\ BROUP - A

i

A

G

H

o
»

5.
6.
-

8.

168,

; ;
Directar
Additional Director
Financial Advisor
Deputy birectnr
Zonanl Director

GROUP-E
N\

Regional Director
Accounts Officer

Editor

CTraining Officer

Research Officer
Commercial Artist
Hindi Bfticer
Librarian

Assistant Director

I ¥ .
Education Officer (S5el.G

Accountant

Education Officer

Sr. Hindi Translator .

Res . 230865 b DT~ E Bm7 5~ 5265 — 1 35— 75 353

rade) Rs . 2EEE—-6H—-23WH—-ER~-75 -3 26

Rs.37&@—125—47@9—159—5wmm
Rs . IHEE— 1 B$E—-35 60— 1 25 -5 H8
Rs . 3HEE— 1 BE-30680—-1 25-4530
Rs . 2263-7 52880~ EB— 1 B—- 4000
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’

S
o ‘

3 18 v
_.d o=

._..d E]._.

—dU"

ity

Rs . 28@@—-6@-23@8E~EB-75-3 26

Rs. 164E—-6H—-268E3-EB-75-2941
—domg

—r -
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GROUP -

Genior Stenographer
Library Assistant
Aszistant

Statistical

Junior Hindi Translabtor
Senior Clerk

Machine Operator

Care Taker

Upper Division Clerk
Junior Stenographewnr
Junior Artist
Junior Proof Readenr
Projectionist

Projectionist

Lower Division Clerk

Hindi Typist

Van Driver/Diesel Jeep Driver

Lift Operator

GROUP — D

Cook (Seléctimn Grade)
o o kK

Daftary

Peaan

Attendant

Chowkidar

Gardner

(Selection Grade)

7 37 7

Flg . 1480481 &EE-0@3-23868-ERB-bH—260
e

R . 14@8E-48—188@—-ERB-SE—-234

Rg.14ﬁﬂ~§ﬁ~189ﬂ—58—59~23ﬂ

Rs . 1460- A6~ 1806-EB-S6- 235
|
Rs . 138030144040 1800-EB-G0-220)
R . 1 55 @S- 1 445 -A—1 BEE—EB-5@-220)
- Rs.12aﬂe3g~156w~59~49_2g4
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_.do——

Re . 1 2@H—5@- 15680 -ER— 48— 184

Re . 1 28-TH-1564-ER— 38— 186

R% . 95@E-2@-1153-EB—-25— 1588
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il
R . 95@-2d-1 1 5@-EB-25-1 445

Rs.800-15-1010-E3-20-1150
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Rg.778~12-955-EB~-14-1623
—da—

Re.798-12-87¢-EB—14-94%
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The conditions
provident fund, pension and age of compulso)
be. as specified against the relevant ent

leave, gratuity,
retirement shall
below:

dias Leave

rd

Gratuity

i Penion and M)
General
Provident

Fund

E)

c)

4, Contributory
Provident
Fund

o
.

Age of
compulsory
retirement

& Age of Super
annuation

238/

THE SECOND SCHEDULE

( BSee Regulation 7 (2) )

nf service of employees in the matter ¢

Central Civil Services (l%2ave Rules) 1972.

As may be laid down by the Board with ¢t
approval of Government of India.

The Board’'s employees who opt in favour ¢
pension stand governed by Central Ciy
Service (Pension) Rules 19272, :

Such of the employees who are governed t
Pension Scheme stiand covered under GPF Scher
and are governed by G.P.F. (Central Services
Rules, 196466,

In respect of new appointments in the Eoar
fram 1-f-1985% and onwards, they are governe
under Pension Scheme only.

Such of the employees of the Board ul
continue to opt uwnder OCPF scheme are ne
pligible +to be governed under contributar

sprovident. fund  (India) Rules, 1962 but ar
"governed by BRoard’s CPF Rules i.e."Centr:
‘BEoard for Workers Eduwucation Contributor

Provident Fund Rules.

4 ;
As may be prescribed from time to time hy th
Centrl Gpvernment in respect of correspondin
category of Central Government Servants, i
Rule 546 of the Fundamental Rules.

As .per the Rule &applicable to the Centra
Gavernment Employees and amended from time ¢t
time by the Govt. of India.




THE THIRD SCHEDULE

(See Requlation 13)

1. Procedure for Imposing Minor Penalties

o e . e e e e s o e e B S S S e e i e i e e 4h o S S — s e S S

1. No  order imposing on an employvee any of the penalties
specifried in clauses (i) ko (iii) of Regulation 11 shall be
passed except after -

(a) the employee is informed in writing of the proposal teo
take action against him and of the allegations on which
it is proposed to be taken and is given an opportunity
to make any representation he may wish to make; :

(h)  such representation, if any , is talken into
consideration by the disciplinary authority;

2. The record of proceedings in such cases shall include -

fRon s asSicapy’ “ of © the  dntimaticon’ to the ‘employes ot the
proposal to take action against himgj

(ii) a copy of the statement of allegations communicated to
himsg !

(iii)his representation, if any, and

tiv) the -orders on the case together with the reasons
therefor. /

B e e . e i . S e . et e e S i S e S #  m d nh  em  m mm Sme in m

order imposing on an employee any of bthe penaltbties
.tifjed"in clauses (iv) to (vii) of regulation 11 shall he
i except after an, inquiry held, as far as may be, in the

The disciplinary authority shall frame definite charges
on the basis af the allegations on which the inquiry is
proposed to be held. Such charges, together with a
statement of the allegations bn which they are based,
i shall be communicated in writina to the employee and he

- shall be required to submit within such time a=z may be
specified by the disciplinary authority:

to such authority, or

appointed under'Sub-paragraph () below, to that Board
jor Officer. l
a2 written statement of his defence and also state
whether he desires to be heared in pérsan.

where a Bnard{hbf Inquiry or Inquiry Officer has been '
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Explanation: In this Sub-paragraph and in Sub-paragraphs (2)
(3) below the exupression Ythe disciplinary authority" sh
include the authority competent under these regulations to imp
upan  the employee any of the penalties specifiedin cluase (i)
(iii) of Regulation 11.

(2) The disciplinary authority may inqgquire the cham
itself or, if it considers it necessary to do, it may either
the time of communicating' the charges to the employee under §
paragnraph (i) or at any time thereafter, appoint a Board
Inquiry or Inquiring Officer for the purpose.

) The employee shall, for the purpose of preparing
defence, be permitted to inspect and take extracts from s
official records as he may specify, provided that such permiss
may be refused if, for reasons! to be recorded in writing, in ¢
opinion of the disciplinary authority such records, are
relevant for the purpose or it is against the public interest
allow him access thereto.

(4) On  receipt of the written statement of defence, or
no  such statement is  received within the time specified,
disciplinary authority, or the Board of Inquiry or the Ingu
NDfficer, as the case may be2, may inguire into such of the char
as are not admitted.

(5) The disciplinary authority may nominate any person
presant the case in support of the charges before
authority inquirying into the charges (hereinafter referred tc
the Inguiring Authority). The employeemay present his case u
the assistance of any other employee approved by the disciplir
authority, but may not engage a legal practioner for the purg
unless the person nominated by the disciplinary authority
aforesaid, is a legal practioner or unless the disciplir
autharity having regard to the circumstances of the case,
permits.

(&) The Inguiring Authority shall, in the course of
inquiry, consider such documentary evidence and take such ¢
evidence as may be relevant or material in regard to the chare
The employees shall be entitled to cross—examine winesses exam
in support of the charges and to give evidence in person.
person presenting the case in support of the charges shal
entitled to cross—examine the employee and the witnesses exam
in . his . defence. If the Inguiring Authority declines to exai
any witness on the ground that his evidence is not rele
material it shall record its reasons in writing.

(7) At the conclusion of the inquiry, the Inqui
Authority shall prepare a report of the inguiry, recording
findings on each of the charges together with reasons there
If in the opinion of such authority, the proceedings of
inquiry establish charges different from those originally fra
it may record findings on such charges provided that finding
such charges shall not be recorded unless the employee
admitted the facts constituting them or has had an opportunit
defending himself against them.
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| (E) The recard af the inquiry shall include —

(1.0 filye charges Framecd against the emploayee and
statement of allegations furnished to him under Sl
Paragraph (i) above;

(iidhis written statement of defence, if any;

(iiidthe oral evidence taken. in the course af -ty
inguinrys v
(iv)the documentary evidence considered in the cours:
of. the inguiry; : :

(v) the orders, if any, made by .the disciplinary

authority and the Inquiring Authority in FRgRrd; i
Ehe inguiry; and !

(vida repart s tibing ' oult the findings on each charge
and the reasons therefor.

£:5) The disciplinary authority shall, Bt it isonet: the
Inguiring Authority, considep Ehe record’ of the inguiry and
record its findings on each charges,

(1¢8) i e disciplinary
findings on all or any of the
‘of the evidence adduced during

authority having regard teolits
articles of charge and on the basis
the inquiry is of the opinion that
8y of the penalties specified in clause (i) tesdvid) of Ruldie 11
should. be imposed on ' the employee, it ‘shall make an order
imposing such penalty and it shall not be necessary to give the
employee any apportunity of making representation on the penalty
' Proposed to be imposed. el

; Provided that in every case where it is necessary to consult
the Chairman/Government of India the record af the inquiry shall
be forwarded by the disciplinary authority to the Chairman/Govt.
REINdia for its advice and such advice' ' shall be taken into
consideration bhefore making an order imposing’any such penalty on
%he.mplgyee. | . P e S

i PR g S
R The disciplinary authority {shafl consider the
representation if any, made by the employee in response to the
natice under Bub-paragraph (1) above and determine what penalty,

if any, should be imposed on the employee and pass appropriats
orders in the case. :

LB the disciplinary authority having regard to its
dings is of the opinion that any of the penalties specified in
B e (ii4) of Regulation 11 should be imposed, it shall
appropriabte orders in Lhe case. :

e S )

(13)  lUrders passecd by the disciplinary authority shall be
inicated:. to tLhe u&ployee who shall also be supplied with a
of the reeport of the Inquirying Authority and, where the

inary - authority TG eihat the inguiring ‘authority, El
ment of its finding together with brief, reasons for disagree
BT any,  with shve flndings of the iInguiring Authority,
they have already been supplied to him. 3
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i Jaint Inguiry

Where two or more employees are concerned in any case, the
Chairman or  any other authority competent to imposs the panalty
of dismissal from service on all such employees, may make an
arder directing that disciplinary actien: against all of them may
be taken in a common proceeding.

Subject to the provision of Sub-Regulation (3) of Regulation
2 any such arder shall SEeciEraal s

(i) the authority which may function as the disciplinary
authority for the purpose of such common proceeding.

(ii) the penalties specified in Regulation 1t which such
disciplinary authority shall be competent to impose.

-

(iil)whether the procedure prescribed in Paragraph 1 or 2
may be followed in the proceeding.

4. Special Procedure in Certain Cases

e

Notwithstanding anything contained in Paragraph { to 3 -

(i) where a penalty is imposed on an employee on the around |
of conduct which has led tn his conviction an 2
criminal charges; or

(ii) where the disciplinary authority is satisfied for
reasons  to be recorded in  writing that it isnot
reasanably practicable to follow the procedure

prescribed insParagrédphs L ko 3,

(iiidwhere the Gavernment of India is satisfied that in the
interest of the security of the State, it is not
expedient to follow such procedurs;

the disciplinary authority may consider the circumstances of the
case and pass such orders thereon as it deems fik,




AT

FOURTH SCHEDULE

(S5ee Regulation 19)

Ls Period of Limitation for Appeals

No appeal shall be entertained by the appellate authoriti
unless it i submitted within a period of three manths from the
date on which the appellanl receives a copy of the arder appeale1
against.

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

-

2. Form and Ewntentr of ﬁppqal

Every person submitting an appeal shall do so separately and
in his own name. The appeal shall be addressed to the authority
to whom the apeal lies, shall contain all material statements,
and  arguments on which the appellant relies, shall not contain
any disrespectful ar improper languages and shall be completse in
itself.

-

3 Submission of Appeals

Every appeal shall be submitted to the authority which made
the order appealed against, through the head of the office in
which the appellant may be serving or, if he is not in service,
through the head of the office in which he was last serving. If
such authority itself is the head of office or is subordinate to
the head of office in which the employee may be serving, or was
Seryving if he isnot in service, the appeal shall be submitted
direct to that authority. A copy of the appeal may be gubmlttmd
direct to the appellate authority also. :

-4, Withholding of Appeals

(1) The authority which made the order appealed against maw
. withhold the appeal if -

3 (i) 1t is an appeal against an order fram which no
appeal liess; or

(ii) it does not comply with any of the provisionslaid |
down in paragraph 2, onr
|

i) it is not submitted within the prescribed time
limit and no cause is shown for the delay; or

(iy) it is repetibtion of an appeal already decided and
no new facts or circumstances are adduced.
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|G, If an appeal ig withheld on the ground oy that it
does not  comply with the provisions in paragraph 2, it shall be
returned to the appellant and shall not be erithheld Gt

resubmitted within one manth thereof after compliance with the
said provision.

{3} Whers an appeal is withheld, the appellate be informed
af the fact and the reasons theresof.

(4) At the commencement of each gquarter, a list of the
appeals withheld by any authority during the previous gquarter,
together with the reasons for withholding  them shall be
furnished by authority to the appellae authority.

G Transmission of Appeals

(1) The authority which made the order appealed against
shall, without any avoidable delay, transmit to the appellate
authority every appeal which is not withheld under paragraph 4,
together with its comment theremon and the relevant records.

(2 The authority to which the appeal lies may direct
Lransmission to it of any; appsal withheld,and thereupon such
appeal shall be transmitted to that authority together with the
comnents of the autharity withholding the appeal and the relavant

~

records.

iy Consideration of Appeals

(1) In the case of an appeal against an order of
suspension, the appellate authority shall consider whether in the
light of the provision of Regulation 16 and having regard to the
circumstiances of the case the order of suspension is justified or
not and confirm or revoke the order accordingly.

2 In the case of an appeal against an order imposing any
of the penalties specified in Regulation 11 the appellate
authority shall consider - \ §

(a) Whether the procedure prescribed in the Regulations and
the Third Schedule has bean complied with, and if not,
whether such non-compliance has resulted in failure of

Justice;
(h) whether the findings are justifieds and

(c) whether the penalty imposed is excessive, adeguate or
inadequate; and pass orders.

(1) setting aside, reducing,confirming or enhancing the
penalty:; or :

tiidremitting the case to the autharity which imposed
the penalty or ta any other authority with such
direction as it may deem fit in the circumstances
of the case.
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provided that

Ly shall not impose any |
such authurity nor |
appealed

(1) the appellate author
enhanced penalty which neither
the. authority ]

against is competent in th

n enhanced penalty shall hei

(i) no order imposing a
] given an

unless the appelant

| paased _
nppurtunity of making any representation which he |
may wish to make against guch enhanced penalty:“
and
% % e the enhanced penalty which the appellate
one Of the

prupmses to 1impose is
penaltiee apecified in clauses (iv) to i iyomh
y has not already been

Regulatiun 11 and 30 inguir
the CcAsSe in accordanc® yith the prescribed

authority

held 1in

procedure for imposing ,9uch penaltiea, the

appellate authmrity =shalls, subject to paragraph 8
hold such jnquiry ov direck

of the Third gehedule,
1d and thereafter on

that such inauiry pe he
con;ideration af the proceedfnga of such inquiry

and after piving the appellant an 0pportunity of
“making any representation which he may wish Lo
mak e against such penalty, pass guch orders as it

may dee® fits

£3) 1IN the case of an appeal against any order specifiqd in
er all he

-Regulation 18, the appellate authority shall consid
circumstances of the case and pass such aorders as it deemS jush

~and pquitable.

1
-
|
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DUTIES AND RESFONSIBILITIES OF

ZONAL DIRECTORSE/REG1UNAL DIRECTORS/SELECT10UN GRADE
EDUCATION OFFICERS & EDUCATION OFF 1CERS

ZONAL DIRECTORS

The Zonal Director is responsible for coordinating and
supervising the activities of the Regional Centres in their
respective zones. Each Zonal office is functioning under the
charge of a Zonal Director. The reguired administrative and
financial powers for running the zonal office and the regional
centres in the zone have been delegated to him.

Job Specifications

A, Education Matters

’

1. Conducting Refresher Courses for the Education
Officers in the Zone.

2 Supervision of translation ‘and printing of Eoard’'s
literature in the respective regional languages and
the sale thereof.

S« Bupervision of preparation of study material in
regional languages.

4. Ensuring achievement of targets of various traininag

programmes of Regional Centres.
I

Inspection of . Regional Centres from educational

9
point of view such as quality of teaching,
utilisation o f audio visual aids, sale of
publications etc.

6. Burprise inspections of Regional Centres and
training programmes.

7+ Granting permission to Regional Centres and Rural
Educators to conduct training programmes as per the
approved policy of the Board and as per the targets
laid down by the Head Office except giving
financial sanctions.

B. HMonitoring, supervising and co-ordinating ths

educational programmes for rural and unorganised
sector workers in their respective regions.

F. Production of study material/literature for the
benefit of rural/unorganised sector workers in
regional languages, after obtaining financia
sanctions. g
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B. Accounts Matters

i The Zonal Directors at the time of, inspections of
the Regional Centres falling under their respective
zones, should ensure whether the defects pointed
out by the Audit have been rectified and what is
the actual state of accounts prevailing at the
Centre, He should send reports in this regard o
the Head Office from time to time.

2. The Zonal Director should ensure that the monthly
3 and « periadical reports in respect of accounts
matters are sent by Regional Centres to Head Office|
punctually.

.

C. Administrative Matters

Ie - To inspect Regional Centres periodically from
administrative point of view so as to ensure proper
maintenance of records as per the administrative
manual and oather instructions issuesd by the Head
Office from time to time. Regular meetings of
Regional Advisory Committee should also be snsured
with follow up action on their decisions.

2. To ensure whether appropriate action has been taken
by the concerned Regional Directors after the tours
are undertaken by them.

!

el il conduct gnquiries including vigilance and
complaints pertaining to Regional Centres in!
¢ respective zone. :
4. To ensure that the information ion respect of
cartain impartant circulars issued from time to
time by the Head Office and the monthly and periodi

=a Rl reparts are furnished by the respective
Regional Directors from the conccerned zone to Head

Office promptly and periodically.

wn
x

To sanction leavel/lLTC except special diﬁability‘mh
leave and study leave to Regional Directors andhﬁw
maintain their leave account and service books. At

b, To sanction regqular leave to Edducation Officers
exceeding 49 days.

'
f

7. To forward the application cof officers and staff |
0 outside places as per the norms prescribed by’

the Board.

B. To permit the Eduwcation Dfficers for higher stodies
as per rules sexcept in case of LL.B., Ph.D 886
D.oLit.

. To allow temporary transfer of Education Officers
within the region when a sub-regional cenbre 1s
opened under the Regional Centre. s
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8. “Tq ganction the tours of class III and IV officia
at Sthe Regional Centre outside their Jurisdicti
bBut within the as per rules, .

| 8 BERCRE, approve the worker teacherprs training courses
be conducted at tempurary sub-regional Centres; .,

T B approve itinerary far educational tours |
worker teachepr trainees and worker traineesg as ip|
the Prescribed policy of the Board.

13. Tao sanction TAZLTE advance to the Region;
Directors inp his zoney; To sanction Scooter/cyc|
advances o the Office and staff in the zone.

14. Ter Sanction hoste] SUperintendent ‘g allowance,

150 ST approve substitute during leave vacancies g
group C and D stafy,

O sanction contingent gtaff for ruanning  th
centres ag per the approved policy of the Eoard.

i B S et dccord permission to acquirp immoveable propert|
_ by officers at the Centre, |
18, Ta sanction angagement of coolies fopr watering

Coolers/khastatiog during  summer season  for al
summer stations as per Central Govt.Rules.

19. As per rules, the teprm of  Chairman and members o
the RAD shall He, 2 Years and shall pnot exceead
terms. The Zonal Directopr should ensure that actig
is taken by each Regional Director at th
appropriote  time for nominations of Chairman an

-members ok the Regional Advisory Committes
Proposales fer Nominations of Chairman and member
of Regional Advisory Committee should be sent by
the Regional Directaor through the Zonal Directop &

the Head Office for approval of the Chairman, CERUWE;
sufficiently in advance.

-
=

- The Zonal Directaor should ensure that the Regiona
Advisary Committoe me2etings are held regularly an
action ig, taken on ¢he decisions of the RA

meetings Promptly, The Zonal Pirector shouyl
= S monitor  and compile important sSuggestions of th

Regional Advisory Lommittees within the zone ang ¢

submit to the Head Office alongwith comments.

D. Any other work allotted by the Head Office,

Regional Directors

Each Regiocnal Centre is under the tharge gf Regiona,
Directop,
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The Regional Director is overall incharge of the Centre and
render all kind of technical, educational, administrative,

financial
(including

and other guidance and help to the Education Officers
selection grade Education Officers) and other sbaff

working under him in running the centre efficiently.

(A) Administrative Responsibilities

1.

HERY
.

The Regional Director functions as a Cmntrullimgﬁ_
Dfficer for the Education Officers including Educationf

Officer (86) and staff working at the Lentre. He also
maintain decorum and discipline at the Centre.

Cases of indiscipline should be reported by him|

pramptly to the Zonal DRirector and the Director. Cases
relating to vigilance should be reported *to the
Director in a confidential cover with & copy to Zonal
Director.

The  Regional Director attends to all personnel and
administrative matters of the Centre viz. appointment
of staff, sanction of leave, furniture, appointment of
casual statft f rom contingencies and HBUTRLED
inspections of Sub-regional Centres.

The Regional Dirsctor conducts Regional Advisory
Committee meetings and submits reports about the
affairs of the centree to  the Regional Advisory
Conmittes, adninisters and monitors all the affairs of
the RAC., mainbtains records and wminutes, compiles
important decisions as and submits the same to the
Head Office.

The Regional Director supervises the work of Education
Officers and staff, the wark of sub-regional centres/
residential centres. He writes confidential reeports
of 2all officers and staff of the centre.

(B) Financial Responsibilities &

The Regional Director functions as a Drawing and
Digbursing Officer and as Head of the aoffice for his
regional centre. He is responsible for obsegrvance of
Shm e financial discipline andfor following all

relevant financial rules and regulations. Necessary

financial @ powers  for running the centre have been
delegated to him.

The Regional Director ensures that the funds allotted
are spent for  the purpose for which the money 13
provided. bl ensures proper maintenance of  all
accounts books and relevant registers prescribed there
i

The Regional Director ensures timely submission of

caceounts,  vouwchers  and obther related statements to

Hea acl Office. He arranges for conducting actual
physical verification of Dead Stock Articles. publica=
tions, library books, visual aids etc. etc.
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1.

(o)

Education UOfficer (Selection Grade)

Any other work allotted by the Head Office/Zonal Office

TRE o

Educational Responsibilities

The Regional Director organises and supervises various
training programnmes  as per the policies lajd down by
the Board. He coordinates the educational activities
of all the Education Officers including Selection
Grade Education Officers. He enlists cooperation of
employers, trade unions  and  BGovernment offices in
order to implement the Workers Education Scheme which
is entirely a voluntary scheme. S

The Regional Director guides the Education Officers in
praparing s by materials, for teachers various
training programnes. He inspects the training classes
and guides the Education Officers in conducting fthese
training programmes effectively. He also inspects the
classes by surprise o see whether the classes
are running smoothly. He arranges submission of
various statistical reports about the activities of
the Centre to Head (Office.

The Regional Director ensures achievement of physical
targets in regard to wvarious training programmes
assigned to his centre by Lthe Head Office.

from time to time.

Educatianal planning of the training courses,
preparation of time—-tahle arrangemen®t relating ko
proper accommodation, seating plan, display boards,
bulletin boards etc.

Preparatikon of reading materials, standard notes,
lesson plans and other study materials and supplying
them to the trainees.

Arranging guest talks and attending them.

Conducting examination-valuation of periodical notes,
visit raports and examination papers.

Conducting refresher courses for teachers organisin
special shart fterm training programmes, Seminars,
discussions eto.

Contacts and discussions with the trade uniens fo
getLting the .candidates sponsgored for the ftrainig
course .

Meeting the managements for getting the traines
released.

Contacting management, Urade unions, Govt. offices
educational institutions and  their organisations f
field wark selected to the workers education scheme.
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Persuading the managements’ for extending class-room and
ather facilities for conducting classes and helping Lhe
teachers to organise classes effectively.

;

Arranging educational tours and local visites of
trainees.

Hostel superintendent’s wark:

Assisting unions for GIA programmes.

Looking after the work at the Regional Centre in tha
absence of Regionmal Director while on leave or tounr.

In addition, Education Officer (S6) will also attend to
the sk assigned to the Education Officers (ordinary
grace). ;

ANy  other work allotted by the Head Offices/Zonal
Office/Regional Dirsctor fram time to time.

Officers (Ordinary Grade)
.
Preparing visual aids, with -

Making full ‘use of audio-visual aids in teaching anid
artranging sufficient number of film shows.

Teaching the trainees by adopting two way communication
method and with the aid of visual aids.

Arranging seminars,debates, raole plays and other
educational activities including demonstration talls.
| 4 ;
Arranging local visit, educational tour etc.
3 a
Giving tutorial guidance to the trainees.

Library facilities to trainees and guidance far further

-reading. .

Ary other work connected with the conducting of
training courkss and correspondence about it.

Helping the worker teachers and.rural educators etc. in
drawing up work schedule, programming of visits, guest
lecturers, providing them with upto—-date notes,

‘circulars, instructions etg

Guicing the teachers in the preparation of visual aids
and their proper use and supplying visual aids,
produced by the Board and Education Officers to them.

Demonstration: Lalks, discussion etec. whenever

fthe Education Officers visit the lcasses.This involves
guiding the teachers for adopting two-way communication
and other modern methods of teaching and improving
quality of teaching at the classes,
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fGunicling Lhe teachers in  areabing an  atmosphers of
. Helping them b sushain

informality in the olas
intarest of the trainees.

Disbursement of amount of honoraria, local excursions
charges, sabtc. to the eligibles trainees.

Arranging discussions in classes with the aid of films
and filmstrips.

Inspecting classes fregquently and submitting detailed
critical reports thereof to the Regional Director.

Reviving suspended uwunit Jlevel classes and wutilising
unubilised workernr Loeachers T supansion of workers

education programmeas,

Helping the warker teachers to start new sessions
within a recess period of 16 days.

Arranging imacgural anc certificate distribution and
ather programmsas in prespeck of Ltraining classes.

Supply and sale of Board’'s publications to trainees

etc.
Libraries alt the unit level classes.
Conducting of examinations at Lthe classes.

Securing abttendance sheets, progress reports and other
regquired information periodically from the teachers for
the centre.

Maintaining at the centre all information about the
(5

classes and beachers in proper form.

Maintaining a diary of work done every day and
submitting the same to the Regional Director every week

Hostel Superintendent ' s work. .

U ; . . o
Ary other work connecbted with the implementation of the
warkers eduacation schame.

Conducting of Rural Workers BEducabion Programmes.

Any other work allotted by the Head Office/Zonal
Dffice/Ragional Director from time to time.
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TRAINING FROGRAMMES

The Eoard conducts National, Regional and Unit Level
pragrammes  for workers in organised, unorganised and rural
sector through its National Level Training Institute and 45
Regional Centres throughout the country. List of programme is
given in appendix.

The oyllabi for various training programnes is formulated hy
the PBoard. However, the syllabi for certain short term
training programmes are  drawn by the respective Regional
Centres on the basis of functional needs of Lhe participantﬂ*

|
National Level FProgramme (NLF) !

The national level programmes include pre-emplayment training
For Educaltion Officers, Refresher (Courses and Orientation
Programmes for Education Officers as  well as  one week
training programmes for nomineess  of Central Trade Union
Organisations and Federations. These are conducted on themes
of interest +to Erade  unions. The TIWE, Bombay where these
programmes are conducted, provides TA % DA to participants as
per  rules  approved by the Board from Lime o Ltime. Modepraks
hostel accommodation is  alwso available to them free of
charga,

Regional Level Frogramme (RLF)

Worker Teachers Training Course: Selected workers are

Erained at  the Regional and Sub Regional Centres as Worker
Teachers in  full time training courses of three months

duration in batches of about fwenty Five each. Selection of
worker teacher trainees is made by the Regional Advisory
Committee attached to each Regional Centre. The trainees are
sponsored by trade unions and are released by the employenrs
with full wages and are treated as on duty.

Leadership Development Course

A one month Leadership Development Course was introduced in
1984 . The abjectives of the leadership development course are
to equip the tracde union activists ‘with knowledge,
understanding and skills of leadership to enable them to
function effectively and also to participate in different

committees at the enterprise level. I
']

Need-based Seminars: With a view to provide indepth and
updated knowledge of subjects of interest to trade unions,
full-time two-day nesd-based seminar of 2 days’ duration are
organised at Regional level for trade union office bearers,
These are conducted in  collaboration with managements and
trade unions. |

Three Day Joint Educatioﬁ%] Frogramme

These are three—day COUrsSes ancl are conducted on
participative management and include taopics relating to
warkers participation in  management, productivity, safety,
discipline and work efthics. The representatives of workers
and management participate in these courses.



Ghaadi s

Two Day Joint Education Programme

These are organised for members of plant / shop councils
we |l i for  members of bipartite committees, @such as Wark

Committee, Canteen Committee, Housse Alloktment Committee,
Floor-shop level Committee eteo,

Refrasher Course: (ne weel refrehser courses are organised
far worker teachers from time *to time to update their
functional competence.,

Unit Level Programme

Unit Level ClassiThe worker teachers on completion of their
training conduct programmes for bhe rank and file of workers
in their respective enterprises. The duration of the training
cConrse at the unit level is Lthreae months, one hour a day for
five days a week. Where facilitbies are avail able, full-time
unit level classes of three weeks duration are 3lso

conducted.

The Eoard has recently introduced a new patern of one—-month

B h leval ola Suzh classes  are conducted where
managemasnts  find difficult to release workers for 3
mesn Ehss . These rclasses are concducted on any of the themes
namealy (G I I'race Lnionism [ Labour Economics  and
Industrial Relations Al (iii) Sooial Security and Labour

Welfapre,

Need-based Special Frogramme: WNeod-based Special Programme
of ane week duration is candoek by the worker teachers at
the wunit level on fthe topics of interest to the workers and
trade unions.

Functional Adult Literacy Frogramme

Functions
in.organised =

Adult  Literacy classes are conducted for vorkers

2 tar. The main thrust of the Board's [2rogramnme
being in Mining and Plantation areas, the unit level classes
in  these arsas Mave lbean convarted into FAL classes. The
duration of “the unit level class ig extended to & period of
sin months to cover Lhe prosanlk Llabus and also literacy
compoanenbs. The worker teachers nducting these classes ara
given special orientation. The facilitbi: available to unit
level classes are also made applicable to FAL Classes.

3

Rural Workers Education:

Cducation Beheme of the BEoard includes the

The Rural Workers
following programmes :

Une Month Training Course for, Rural Educators

These courses -are residential and are conducted at Regional
lavel. A new patbtern of rural workers education Programms was
introduced from September 1255 ., The main feature of this
pattern is that more stress iz paicd on voluntary work and the
trainees and ubtilising rural educators
sis was  discontinued. Howsver, they-
S R s A5 S per canp)s

practice of  choosing
(] A continoon:s
gle s pua ol en eainp oD T D
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Training of Rural Drganisers

The Government of India, Ministry of Labour have formulated =z
acheme for aclucating aoffice-bearers of Rural Workers
Organisations in selected States. The basic training of thess
Rural Organisers has been  entrusted to the Eoard by the
Bovernment of India. The Regional Centres conduct fhese
courses on the demand of the concerned States.

Five Day Training Programme tor Rural Volunteers:

Five day training programms for rural volunteers is conduwsbed
with a view to ubili their services for organising rural
dAwarensgss  camps on a muwch larger scale. These voluntesrs are
also admitted to one month rural educators courses.

Two Day Hon-residential Awareness Camps
abt Village Level

Two day awareness o conducted in selected development
blocks.  The i3
identify fthe educational needs of the rural workers. Each

camp b
brief
16 ondg

IE-4E participants. Before organising 2-day camps, a
rvey af the village where the camp is to be organised
wcted in order o ocollect basic information about the
village, 5 people, rural workers, their occupation,
bltapaey woto, (01 > -~ liasion in conducting programmes is
maintained with State Labour Department and other district
authorities, co-opeative societies, banks etc.

£

Five Day Fart-time Camp: In addition to 2-day full time rural
auareness camps a five-day part—time rural awareness camp has
alsn  been introduced to suit  the convenience of rural
workers.,

Education for Unorganised Sector

Five Day Full-time Residential Camps for workers in

unorganised sector are conducted either at Regional, Sub-|

Reaional or selected urban or semi-urban places, as per the
need of workers and availability of facilities.

The programmes are preceded by a general survey aimed at
identifying the educational needs and problems of workers in
order to evolve a suitable need-based educational programme.
The selection of the candidates is done in consultabtion with
organisations working in the field.

/
Educafion Programme for Workers in !

Skone Quarries

In accordance with +the directive of . the Supreme Court,
education programmes for workers in Stone . Quarries are
conducted by Regional Workers Education Centre, Faridabad,
The main objective i= to creates awareness about their rights,
entitlements under ‘various labour and social welfare laws.
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Education tor Weaker Section

The FBoard also conducts tailor made porogrammes for tu
to meet the functional and educational needs of s
categories of workers such  as  Women workers, Handi
workers, Young workers, child labour, rickshaw pullers)
load workers, construction warkers and civiec and sani
workers. Special Seminars for S0 and 8T are conduc
callaboration with rural/tribal organisations/instituti

Fopulation and Family Welfare Education

The FEoard organises educational programmes on popu
family welfare education for workers engaged in the org
unorganised, rural and informal sectors.

The population education programme aims ats
[ 3

1. enabling workers to know more about the implic
of population increass on the economic, famil
social life of the workers: ;

2. wreating an understanding that family
planning does not mean only population contr
also includes family walfare;

S. stimulation and motivation through educatic
accepbance of small ﬂamily noarm by workers.

While organising these courses, the co-operation of
institutions/organisations working in  the field is
sought. fia

The Board's role in this field is education:
motivational. The Board haé brought out educatior
motivational material in the form of Monographs, Fc
Posters, Flip Charts, Flip Book, Slides etc., giving i
points. i

The Board has produced suitable, simple literature anc
material in the form of Pictorial and Textual bookl
Indian languages. While bringing out publicationes
functional needs of the workers are assessed throu
Regional Directors. .

MONITORING & EPALUATIUN

The Regional DRirector should assess the educational ne
workers in  his region every ysar in order to pre|
fAction Plan of various training programmes. He will als
oub  feasibility to cover new establishments and str
educatjonal activities in the existing establishments
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formul ativg Aoction Flan, the profile of workers in the region

is also btaken into ount. Care will have to be taken to soes

that the training pProgramnes are  evenly distributed
throughout the year and there is no concentration o f

[0 T AT e e in Lhe last guarter of the year. The Regional
Diresctor in consultation with the FEducation Officers has Lo
prepare month-wise plan of training activities and submit the
same Lo the Zonal Dirsctor for onward transmission to Head
Office in the first week of February. The Zonal Director has
to submit the same to Head Office with his camments.

The Zonal Directors ard the: Head Office will Jointly
undertake the excercises Lo finalise targets of Regional
Centres and communicate them for nacessary action before the

end  of March every year. The Ragional Director will allot |

these targets to Education Officers for the purpose of
implementation and he will keep a close watch so that the
progrmmes are conducted as per schedule. A monthly, guarterly
and  six monthly review will have to be undertaken and shork-
falles, i BNy, wi 11 have to be corrected by remedial

measures,

The Zonal Director should also undertake a thorough review of
Regional Centres in his zone. A quarterly and six monthly
review shouwld bs submithed to Head Office. Bhort-falls of
should be brought to their notice indicating
on which the Regional Centres should proceed
allotted to them.

Regional Centres
the guide~line
further to achisve the targetb:

i

The Research Officer in the Head Office should also
simultaneously undertake Lthe review and bring out short- fall
with reference to targets allotted +to various Regional
Centres for the information of the Deputy Director (Edn) and
the Director.

Inesguality of various training programmes is of utmost
importance and it is the responsibility of the Zonal Director
and  Regional "Director to guide the Education Dfficers from
time to time for enhancing the guality and utility of Board's
training progranmes. Efforts should always be made to see

that quantity and quality go together. The co-operation of |

managements and  trade unions so far the organised sector is
concernad and various developmental authoritiss so far as the
Rural  Programms are concerned, should be taken from time to
time . Enhancing the utility of training programmes is
possible  through collective excellance of Regional Director
and  Education Officers and this should be kept in view while
conducting various training programmes of the Board.

As  regards national level programmes, the Deputy Director
(Training) has to constantly review the training activities
R respect g Ehait  guality, coverage, study material,
“library  and documentation service and  feed-back from the
participants of wvarious training programmes as well as from
trade unions.,
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In o the light. of these, the Deputy Director (Training) has to
submit proposals  for consideration and approval of the
Managing Committee for Indian Institute of Warkers Education.

PRAUTHO LS E AT T BaN S

Board has produced suitable, simple literature and study

The
material in  the form of Pictorial and Textual booklets in
Indian languages. While bringing out publications, the

functional needs of the workers are ascessed through the

Regional Directors,.
\
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he office of the Managing
Workers Education, Eurla, Bombay.
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RULES AND REGULATIDNS DF THE MANAGING COMMITTEE
EOR INDIAN INSTITUTE DF WORKERS EDUCATION

!
.
§

Definition: In these rules - B
i {

; : 2 = § : {E
Managing Committee means: The Committee constituted by the
Boverning Body to manage the affairs of the Indian Institute
of Workers Education. ]

Chairman means: The Chairman of the Managing Committee fTor
the TIWE , Rombay. The Chairman of the CBWE will be bthe Ex-—
officio Chairman of the Managing Committee.

Lhe

1
ary of

Member-Secretanry means: The NDfficer Incharge ¢
TIWE, Eombay. He will also function as Member Secret

the Managing Committee.

Composition: The composition of the Managing Committee will

be as undenr:

Chairman, CBWE.

Chairman
A Member of the Boverning Body of CRWE.

Vice-Chairman

Four Members of - One from Employers (Public and Private
the CREWE. Bector by rotation).

Two from Trade Unionsj; and

- One from Ministry of Human Resources
Deyvelopment .
Three Non-dfficials interested in Workers Education/Adult
Education.

Financial Adviser of Central Board for Workers Education.
Ministry of Labour not helow the rank

One nomines froms:
y of the Deputy Secretary.

Director Central Board for Workers Education

‘Deputy Director Member-Secretary
(Trg) IIWE.

Committee will be at Indian Institute ij¢
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in Terms of Office '

(a) The Chairman and the Director shall hold office for such
period as is respechbively fixed for them'by the Bovt. of
India. '

+

(b) Any member co-opted shall normally hold office for two
years from the date of the resolution co-opting him/her
and shall be entitled to be co-opted again on the
Managing Committee. | ST '

(c) Where a person is # member of the Managing Committee by
virtue of any office held by him, his membership shall
terminate when he ceases to hold that office, and the
vacancy so <caused shall be filled by his successor tg
Ehati ntfice. .

(d) Where an organisation or institution is entitled %o
nominate any representative on the Managing Committee,
such  organisation or institution shall have powers to
change  the prepresgpntative, at any ‘time. He may alsa
reaign  fron the membership of the Managing Committee by
a letter addressed to the Chairman but it shall not take
effect Cill it is accepted by the_ Chairman.

(e) A member of the Managing Committee shall cease to be 3
member, if he dies, resigns, becomes insolvent or is
caonvicled of a criminal offence or if he fails to attend
bwo  consecutive meetings  of  the Managing Committee
without taking leave of absence from. the Chairman.

(f) Any vacancy in the?memherghip of the Managing Committee
caused by  any of o the reasons shall be filled up by
nomination by the authorilties/agencies entitled to make
such nomination, i

| '

Members ' of Parliament who are members of the Managing
Committes or its other commilttees or Regional 'Advisory Committee
shall not be entitled to any sum of money other than compensatory
allowance as defined in Section 2(a) of Parliament (Prevention of

Disgqualification) Act, 1?5?.‘.1 IR s

(g) The incomes and property as well as’'the management and
conbtraly af i Bhe T affairs of the TIndian Iqstitute of
Workers Education shall be vested in the CBWE.

4. Fowers of the Managing Committee

Within the broad gquidelines laid down by the Board and
policy frame-work of the DBoard  and the budget provision, the
Managing Committee will have autonomy in its functioning. If
should plan and direct all academic activitieafdﬁmthe Institute.

. Vi R T i"lf - e irn
It can decide about the natu%v of programmes and’ their financial
pattern and expenditure etec., provided © that the Managin
Committee will have to make recommendations to the Governing Rod
of the CBWE in financgial matters over and above 'the powers of the
Director, CBEWE or Chairman of the Doard.
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Manging Committee shall have the powers to appoint Sub-
committee and panels of experts in furtherance of its functions.

5. Functions of the Managing Committee

e

" The

The

I.

II.

LELT.

IV.

VI,

Evaluate annual Calendar of training/research/other

activities;
Review Progress periodically;
Prepare Budget;

Fias fees, ‘honorarium for part-time faculty
resource experts, guest speakers, TA/DA to guest
speakers and participants, per diem for trade
union participants and other official and non-
official faculties for training programmes within
the parameters laid down by the Board.

Select faculty, resource experts, guest speakers
for different courses and programmes of the
Institute.

Determine areas of research to be conducted by
the IIWE, review progress of rassarch projects
undertaken by the Institute both with its own
resources a5 well as funded by othear
organisations.

Approve literature/Audio Visual aids and other
media materials prepared at the IIWE.

Explore areas of training, re-training and
faculty development.

Constitute an Academic Committee toO lay doun
performance indicators, to supervise on-—-going
pProgranmes anc review contents, me thods,
equipment in implementation of the programmes.

Appoint a Selection Committee for interviews.
This may consist of the following:

a) A representative of an Employer.

b) A representative of a Trade Union.

c) Expert in the discipline.

d) Dy.Director(Trg) of the Institute will be the
Ev—officio Member of the Committee—-Convener.

Chairman / Vice-Chairman of Managing Committee will be

Chairman of-this Committee.

recommendations ;. of the Selection Committee will be

Jlaced befare' the Nanaginq Committee for its approval.
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iy Meetings

The HManaging Committees will meet atleast once every si
and review the progress anc
it necessary of the Indian

meths - o dofhen o jof (Rl
perfarmancee of bhe =a
Institukte of Workers Edocation.

Yy
)

vities,

Four  Members  of  the Managing Committee present in persan
shall constitute the guorum at the meeting of the Managing
Lommittee provided that if the meeting is adiourned far want
af  guorum, the adjourned meeting to discuss the same agends
“ahiall naot  raguire the prescribed gquorum. In case of
difference of opinion among the Members, the opinion of the
Majority shall prevail. Every meeting of the Managing

Commibhee it ]l e = presided ‘over by the Chairman of the
Managing Coammittee and in his absence by VYice—Chairman.
These meebings shall be convensd by the Secreéetary of the

Managing Committes in consultation with the Chairman of the
Flanaging Commithes, Dhredinarily fifteen days notice far the
- all e given indicating date, time and place of the

meating.

(Training) ITWE  baing the HMember-

The Deputy Director
Lhae

shall maintain the record of the minubes of

secretary

Managing Comnittee.

74 Funds of the Managing Committee & Accounts

The Cantral Eoard for Workers Edoucation shall meet all its

financial regquiremants subject Lo the approved budogest.,

£ Membership Roll and Service of Notice
e The Indian Instituts of Workers Education shall keep a
rall  of members of  the Managing Commibtes and every
member  of the Managing Committee shall sign the roll
andd . omhiall shabe Ehaerein i rank or occupation and

address

I a member of HManaging Uommittee changes his address,
he shall nobtify his new address to the Dy.Director(Tig)
TIWE, Eombay who ehall therewupon enter his new address
in  the roll of ;menbers bak iFf he fails to notify his

address in the roll of members shall be

new address the
deemecd Lo be his address

A notice may be served upon any member of the Managing
CommibLea either | personally or through the posh
member al the address mentioned in

addressed Lo s
the roll of members;

Any nobkice so served by post hall be deemed to have

been  seeved  on Ll  day following that on which the

letter etc., is postad,
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ANNEXURE-(B)

BY-LAWS REGARDING MAINTENANCE OF ACCOUNTS AND AUDIT
SECTION |

INTRODUCTDRY AND DEFINITIDNS

Introduction

|
1
I
|

1 In pursuance of the provisions contained in rule 13 q'
the Rules and Regulations, the following by-laws are made for th,
maintenance of accounts in  the Central PBoard for | Workert

Education and audit thereof. !

o
£

2 Grant of pay and allowances leave and leave salary ti
the Board’s employess are generally requlated with reference tic
Fundamental Rules, Supplementary Rules and other relevant ordernc
issueg by the Government of India from time to time. Similarly,
for receipt, custody and disbursement of moneys, the general
Principles and directiones contained in the General Finmancial
Rules, Compileation of Treasury Rules= and other orders iscued Eaye
the Bovernment of India are usually followed unless they are
inconsistant with the special requirements of the Eoard and the
special  rules detailed therein or the procedure followed in the
Board are superseded by special nrdﬁrS'mf the Eoard.

Important rules which are of daily application are set

out  below by generally adapting the rules from the G.F.Hs.

T

Compilation of Treasury Rules, and provisions in other Goverpment
codes’ after making necessary modifications with a.view to meet
the specizl needz of the Board and its subordinate offices.

Defipnition

b

. G "Board means the Central Board for Workers Education

(L) (a)"Chairman"  means Chairman of the Central EBoard for
Morkers Education nominated by the Govt. of India.

(1) "Director"  means the Director and Ex-officio Secretary
to the Central Board for Workers Education. 4

(iii)"Accounts Officer" means  the Accounts Officer of t?%
Central Board for Workers Education. ] 1J

0]

(iv) "Deputy Director (Trg)" means Deputy Director (Trgf

incharge of the Indian Institute of Workers Education.||

i

]
(v} "Regional Birector” means the Regional Directar
incharge of Lthe Regional Centre. Jost

(vi) "Central Office" means the Head Office of the Contral

: Eoard for Workers Fducation situated at Nagpur or other
place. ! >
(vii)Regional Centre" means the office of the Regional

Director. 1t is also known as Regional Office.



(yidi)"Drawing arcl Disbursing Officer" - Lsually the
Office —~charge - of the office is the drawing and
disbursing officer. In the Indian Institute of Workers
Education, Deputy Director (Trg) and in the Regional

Centres, Regional Biirector i the drawing and
disbhursing afficer, while in +the Central 0Offite,

Accounts Officer is the Drawing and Disbursing Offigen.

(i) "Accountant”  means
B iy s

HIR .‘

() “"Bank! means State FKank of India functioning at jthe

place where the office iz situated or any other
nationalised bank approved by the Board.

(i) "Competent Authority" means Board or any okther authority
to which the relevant powers may be delegated.

(2ii) "Fimancial Year" means the year beginning on the lst of

April and ending on 3lst March following.

SECTIDN Il
GENERAL MATTERS

4. Funds of the Board

The funds of the Eoard shall consist of the following:

(a) Brants made by or through the Government of India (oar
any State Government as and when received).

(h) Brants, donations !and contributipns, etc., from other
sourcas, iFf any.

() Income from investments.

(d) Miscellaneous receipts from sale of Eoard's
publications, ol NBWsPapars, cadvertisements in

bulletins, eto.

The funcs  of the Board are deposited in the State Hﬁnk
of India or any other nationalised Bank approved by the Board.

Funds required by the Head Office to make payments or
to  send remitbtances to Indian Institute of Workers Education and
Regional Centres are drawn from the Eanl: through chegues signed
by the Director and $the Accounts Officer or any other officer
duly authorised by the Chairman in this behalf. Similarly the
Deputy Director (Trg) or the Regional Director or the Educatian
Ufficer-Incharge of the Sub-Regional Centres draw funds from the
State 'Bank of  India or any! okther nationalised Rank approved: by
the Board wuhere account is opened,

Funds  peguired by  the Depuby Director CIrg) and the
Regional Directors are remitted by telegraphic transfers/Bank
ﬂPRFtE (RIR! Eye advice =migned by the Director and the Accounts
Officar or any other officer authorised bys the Chairman in this
behal f.
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From 169931 4 thea funds are released to Regional
Directors  in  GLtwo' categories to be called Category ‘A" and
Categonry ‘B . Category B would be covering for conducting of the
programmes.  Funds  under category ‘B’ would not be allowed to be

usesd for expenses listed in category ‘A’ such as payment o1
salaries, advances of TA, Mediral reimbursement etc.

The accounts for two funds - Category A’ and Category
‘B’ would be kept separately by the Regional Centres/IIWE,Bonbay .
as per the profarma Given in Annexure—~C. 0On the bagis of
physical targets allotktad and also on the basis of staff in the
Centre the Regional Centre would work out monthly reguirements
upder category ‘A°. These will be intimased by March 15 positive-
et there: is any sudden urgent requirement of funds due o any
redson  such pxtra programme, somebody’s GPF advance (Part-
final withdrawal) etc. the Centre would send a communication to
Head Dffice specifying the amount required.

5. Appropriation of Receipts from other sources

The Central Office and the Indian Institute of Workers
Education and tha Regional Centres may make use of cash receipts
temporarily for current euxpenditure instead of obtaining fresh
gash . by «chegues but separate accounts should be maintained
showing the amounts s0 received and utilised.
i
b (2) General Principles regarding incurring of expenditure

s a general rule, no authority may incur any
expenditure or enter inkto any liability involving expendi ture
from PBoard’s funds until the expenditure has been sanctioned by
general or special arders of the Board or by any authority to
which power has been duly delegated in this behalf and the
pxpenditure has been provided for in the authorised grants and

Cgppropriations  for the year (B.F.R.%). The existing delegation
of financial powers to  the various officers of the Board are
indicated in Annexure-D.

(b) Standards of Financial Fropriety

Every officer incurring or authorising expenditure
should be guided by high standards of financial propriefty. Among
the principles on which emphasis is generally laid are the
following: i

(i) While incurring the prpenediture the same vigilancea
=hould be exercised as a person of ordinary prudence
would exercise in respect of expenditure of h is own
money. In no case should the eupenditure be prima facie
more than the occasion demands.

_(ii) No authority should exercise its powers of sanctioning
expenditure or to pass on an order which will be
directly onr indibectly fo his own advantage (G.F.R.1#).

Control of Expenditure

Each drawing officer is responsible for observance of
b relevant financial rules and regulations and must gee nnt
y that the total expenditure is kept within the limits of the
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avthorised appropriation but also that the funds allotted are
expended upon objects for which the money was provided (G.F.R.12)

&, Receipt from other Sources

If money is rveceived by an oficer in his official
capacily which is nobt strictly Board’'s dues, a separate acecount
should be maintained for the same. The officer receiving such
money will be personally responsible  for seeing that it is
expended in strict conformity with the rules and regulations or
orders governing the grant to which the money pertains and that a
proper record of all the transactions of the grant is kept in a
form  complying with' the regulations of the grant concernsd and
that the accounts are subjected to proper audit and check.

A Custody of Cash

The cash' balance "of an office should be kept in a
strong treasury chest secured by two locks of different pattern,
tne  set of keys showld he held by the Officer-incharge while -thi
ather by the Cashier. The chest shall not be openesd unless the
custodians of bhoth the keys are present.

The duplicate keys of the cash chest of the Headguarter
Centre may, at the discretion of the Director/Regional Directon
be placed, under his seal,in the custody of the Banl Officen
concarned. In the svent of thiz= practice being adopted, @
duplicate kay register should be maintained from April each year
the keys should be zent for examination and returned under fres
seal, a note being made in the register that they have been found
correct.

15, Receipts

ALl money received as well as other receipts such
sa2le proceeds of articles sold, deposits made by traineess o
garnest money by contractors, grants—-in-aid received from State
Governments, eta. should be credited to the cash book on the sam
day. The drawing and disbursing officer must see and ensure tha
‘this dis done. In case il results in heavy cash balance that
surplus  to  the requirements of Cthe current expenditure, actig
should be taken to remit the same to the BRank.

11. Payments

(i) The drawing and disbursing aofficer must see that evdl
payment authorised by him is sanctioned either &
himeself if he is competent to do so or that sanction @
the competent authority has been aobtained for the same

(ii) A1)l payments to suppliers, contractors ar other payel
for sums in excess of Rs.2/— should as far as possill
be fhzde by chegua.

(iii) For making payments of salaries, travelling allowang
bills or other payments to Board’'s smployees, chegue |
be drawsn in favenir of ‘self’.

i {iv) In respect of payments made for various kinds
g purchases, the disbursing officer wh o signs the vouch
must  ensure that bLthe purchases are sntered in
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relevant registers tsuch as dead-stock register.
stationery regiskter, etca). Similarly, other btypes of
payments  ahould also be entered in concerned registers

(advance registers, consolidated register of payments kLo
Unit level classes, etc). It would be the personal dutwv
of disbursing officer to sees that this is done.

12, Withdrawals from Bank

No  money should be drawn from the bank unless recuirad
for immediate disburssment and all payments due should ordinarily
be made as soon as money 'is drawn. [t is not permissible to draw
the cheques and keep them in cash chest in anticipation of
disbursements on a future date. The cash kept in the office chest
to meet current payments should not ardinarily exceed Rs.S5@@/—,
in the Central Office and Rs.256/— in the Regional Centres on any
day.

13. lIssue of Receipts 4

A receipt in |[form CBWE-4 should be issued to every
payee. Funds received by the Indian Institute of Worfkers
Education and Regional Centres from the Central Dffice may
similarly be aéhnuwledged through printed receipts. The receipt
should be signed by the Accounts Officer in the Head Office and
by the Head of the Office in other offices of the Board, who
shall satisfy himself. at the time of signing the receipts and
initizlling its counterfoil, that the amount has been properly
sentered in the Cash Book. As an exception to this rule, at the
Regional Centres where the residential scheme iz in operation,
the receipts for the Hostels may be signed by the Hostel
Superintendent but  the total receipts  of the day sh ould be
Eredited to the cash book at the end of the day.

f In .case of sale of textual booklets, fthe Regional
Director may maintain a separate receipt book to be kept in the
Eustody of the official in charge of the booklsts who should
iSsue receipts therefrom, duly initialled by himself and signed
ly the Regional Director. The maoney  colected should be handed
P to the Cashier and his acknowledgement obtained on the back
e of the counter-foils,.! :

4. Form and Custody of Receipt Books

Receipt books in  form CEWE-4 should be got printed by
office and they should be kept in the personal custody of
officer-in—-charge. A separate stock register of these receipt
5 should also be wmaintained in  form CEWE-3, showing the
dculars of the receipt books printed and issued for use.

¥ book should bear a separate serial number which should be
ted on the cover page as well as on the individual receipt
5 in  each book. Each receipt book should contain 166 forms,
fl serial  numbered from 1 to 19, Receipts from these books
i be issued for every monetary transaction recorded on receiptk
L of the cash book (except the deductions of income ban,
recovery of advances or other dues, etc. made in pay
Such receipts should be issued even to EBoard's employees
Bfund of Travelling Advances, etc.
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15. Issue of Duplicate or Copies of Receipts

Mo duplicate or copy of the receipt may be granted foi

money received on the allegation that the original has been lost

LE - ranys

necessity arises for such document, a certificate may bs

given +that on a specified day a certain sum on certain accoun!
was received from a certain person.

1bs LGk @ qu e s i

% %)

(ii)

Cidiid

(iv)

(v)

(vi)

A R0 2 £ T ) R ) B

i

Cheque books shall, on receipt from the bank;!{ by
carefully examined by the drawing officer who shouls
count the number of forms contained in each and recor
a certificate to that effect on the cover page. ﬂ

Cheque books must be kept under the lock and key in thi

«persanal custody " of . the drawing officer who wher

relieved shall: mention in h is charge report thi
particulars of all Lhe chegue books so made aver by . Lhy
relieving officer. |

The loss of a cheque book or a blank.cheque shall by
notified promptly to  the bank concerned. All chegue
shall have written across them, in words at righ
angles to the type a sum a little in excess of that fo
which they are granted. Nao abbreviation such.as "Elsvar
hundred" for "One thousand one hundred” is permissibls
Chegques drawn in @ favour of Government Officers ang
Departments in settlement of BGovernment dues shal
always be crossed Account payee only — Not negotiable'

In the absence of a specified request to the contrar
from the payee, chegues drawn in favour of Corporat
Bodies, Firms of Private persons shall also be crossed
Subject to any instructions received from the payee,
cheque shall be crossed " g T [ Wiﬂ
the addition of the words "Not MNegotialbe: between ths
crossing. Where the payee is believed to have a banking
account, further ' precautions shall he adopte
wherever possible by crossing the cheque specially bj
guoting the name ;of the bank through which the paye
would receive payment and adding the words "Accoun
payée only -~ Not Negotiable". .

When . it is necessary to cancel a chegque, &hi
cancellation must be recorded in the counterfoil ‘an
reasons that led 'to the cancellation should also b
noted on the back of the counterfeil. The chegues
cancelled should be neatly pasted to the counterfoi
for audit - purposes. If the cheque is not in i
drawer ‘s possession, he must promptly address the bar
concerned to stop payment of the cheque and ¢
ascertaining  that payment has been stopped, shall mak
necessary Sentries . in the account (Bee rule 52(vii)

A cheque which remains ﬁnuaﬁhed for six months far
reason  should be 'cancelled and the original entri
written back in the cash book as well as in the chegqt

register,
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17. Vouchers

with the payment of maney ahall

ps, a voucher setting forth fiall
211 information necessary

{a) an . afificer prtrusted

pbtain for every payment he mal
claim and

and clear panticulars of  Ehe

for itz proper classification and identification in the accounti.
Every voucher ahould be in proper form which may be devised fonr
the purpose far which pupenditure T e incurred. There

for expenditure relating to

should be separate series of forms
s affice aupenditure af the Regional Centres (ii) pypendibure
directly connected with worker teacher training termed as Pha$9m
ilands ¢1idd sypanditure directly connected with workers Ltraining
termed @ Plhiage~111. Beparate form should also he devised Tor

short term training oo AMme s .

separate ceries of forms { A

Thers ghentlad i = e 11 i
in residential

pxpendibure in  connechtion with the mess charges

centreds.

or have attached to it an
af the payment signed Dy the person by whom or on
claim is pub forward. The aoknowledgement shall
205) .

Every voucher migst  bear
acknowledgement
. whose behalf the
be taken alk Lhe btime of payment (T.R.
or expedient (]

is not possible
a

by =& payee’ s receiph,
signed by the

(b) In all cases in which it
support & payment by & voucher  OF
certificate of payment prepaved in manuscriph
disbursing -arl on record together with 3

mfficer should be placec
memorardum puplaining the circunsbances in which the voucher

could nolk be obta ined (T.R. E#3).

e (c) Every voucher must hear a pay order in the form "passed
Ee and pay i Rsw s ¢ mioned or initialled by disbursing
B icer (i.e. Deputy Directon (Trgl at the IIWE and Regional

Accounts Officer at the Central

Director at the Gentres and
Office) specifying the amount paya
All pay orders must be signed by hand and in ink

ble both in words and figures.
( T.R. 2#EB) .

stamped "PALIDY s0 that Lhey
affined to. voucher must also
o again (T.R. 2E9) .

(d) All paid vouchers must Db
cannot be used a8 second bime. Stamps
Bbe cuncelled so that they may not be use

Primary Centres

(e} Vouchers pertaining Lo
vpRIMARY CENTRES®,

Scheme should he enfaced with stamps
YRESTDENT TAL erHEME" as the case may be.

() T every Ccase in.which the eupenditure is incurred under
grders of higher authority f i.e. under orders of Director 10
respect of ayupenditure of Regional ~apnbres), the number and date
of the letter of higher authority nust be guoted on the vouchenrs.

' v d ' ghte t
fiar the succeeding year andisthe

The budget estimates
are submitted to the Board

vised estimakes for the current year
15¢h of Septembernr pach year.

The preparation af the revised emtimates for the current
_‘ﬁhuuld always precede. an entimate of a fubture year. i
vided wetimaba whouid e framed in the light of =

and Residential |



Vit s s

(i) actuals so far recorded in the current vear;

(112 Lhe actuals of the samepsriod of the last and pravious
Yearss

(iii) relevant faclors such as opening of new centres/primary
centres, additional purchases, increase in staff and
other special features if any under the scheme. |
Similarly budget estimates should be framed with utmost

foresight taking into account the expengliture of one previcus
year and  the future trends. Officer—in-charge and each Regional
Director should submit revised estimates and budget estimates to

the Central Dffice alongwith particulars of actual expenditurs
far  the first  four months (April to July) and requirements for|
the remaining. ‘eight months of the current year and 13 months off
next year. These estimates are consolidated in the Central Office|
and submitted to the Ministry after approval by the Board. |

1A Classification of Accounts

The transactions of the Board are classified Sy
accardance with the heads of count  as  prescribed for the

purpese .,

SECT1GN 111

FAY AND ALLOWANCES

2. Fersonal claims of the Employees of the Board

Eills for monthly pay and fixed allowances of the
emplayees of the Board '‘may be signed at any time on the lask
working  day of the month by the employees of which such pay and
allowances are. warned and shall be due for payment on the last
working day of the month except for the month of March.

21 . Separate bills may be presented for pay and allowances
due for part of a month in the following circumstances and thess
bills may be paid before the end aof the month:

(i) when a Board's emnployvee finally quits the service of
the Boards

(ii) -in the case of an officer on deputation from othep
Government  or Department, when he reverts to his
parent department. 5

e o Chadrman  may 1n special
{

cases relax any of the
conditions specified in this rule ToB e rlEe s

219 )

)

22. Deductions from Bills;

The duty of noting the proper deductions to be mad
from the pay bills on account of Provident Fund, Income-Tax an
other recoveries shall devolve on the drawer of the bill (T.R

~

2

220 s EZa 1) S

Lo B

e Every Government  servant shall furnish alonguwith hi
first - claim for howse rent allowance a certificate in &
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prescribed form and also whenever there is a change in any of the
provisions of the certificatbe last given in respect of the ZAME
anr

or different accommodation and/onr resulting in increase

decrease of the allowance payable.

24, Pay Bills of Officers i

afficer of the Goard! |

(i) THe pay and fived allowances by an h
fil

chall be claimed on bills in form T.R. 1A. ,
2 ! i|]
|

alowances Or reward or honorarium |
time without the priar%
I

(ii) No pay, leave salary OU
may be’ drawn by an officer for the first
mﬂhotisayiun from the Accounts Officer of the EBoard.

\
(ol |
\

25, Bills of other staff

(i) pills for pay, fixed allowance and leave salaries shall
be prepared in dupliczate in respect of Regional Centres in form
. 22, The rate of pay claimed ashall always pe noted and when

only, the number of days

month

ashated against the name of the

pay 1is rawn for a portion af a
for which it is claimed shall he

official ‘in the body of the bill.

cadres comprising the pstablishment Yt
Senior Clerks,Upper Diviaion Clerk, Lower Division Clerk,ﬁrmmpﬂn
atc.shall be shown separately, the description af each Geption as
well as sanctioned number  of poshs included therein being
prominently written in red ink together with the numbered date of

| sanction. (T.R. 268). |

(ii) The various

aof the il should be

Regional iﬂehtreg, one CORPY
: and

(iii) in
sent to the He ad foiCF with the First Fortnightly accounts

~ the other one retained.\

- 26. . No name shall appear for the first time in the
establishment bill unless the claim is supported by the Last Fay
Certificate or by Health Certificate in the prescribed form in
. case of those newly apqunted. (TaR. 20582
The entries';% all the money columns of the bill shall =
totalled separately,Under sach section and the totals written
in red ink. Thea totals must be checked by the drawing oficet
mself or by some ‘rgaponsihle person other than the clerk
eparing the bill. (TiR. 267} I‘
. H
The monthly i pill shall BDe supported by an absenteel
tement form T.R. a7 if any person was absent during the month
with or without leave

ther on special duty or suspension or
erthan‘casual leave. (T.R. 27801 . %
: 1

iih
*a the finst pillin which 2 periadical increament 1%

a4 canptificate inﬁf&wm T.p. 24 shall be appended

O o = e e

Vil
- ad operates o cary an amp loyee

an efficiency phar, it must he supported by a declaration
the autharity empowered to allow the increment that it has
fied itself that the official concerned is fit to cross the

When an increment claim
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L Arrears Balle

Arrears of Pay, fixed allowances of leave gsdlary shal)
be drawn ot i e ardinary monthly bill byt in a separate bill
the amount claimed for each mon th being entered separately with
quotation of the pbill from  which the charge Was omiited or
withheld or on whdiEh g g refunded by deduction or of any

"Special oprder of competent authority granting a pay allowanca pr
an increase in Ra8y. A note of the arrear bill shall invariably be
made in the office Capy of the @bil] for the Reriod to which the
claim Pertains gvar the dated initials of the Deputy Director
(Trg) op Regional Directar ar-Accountiant in the Centrajl Office in
order o avoid the rigl. of the arrears being elai

med over again,
(See -also Rule G ) TR 274)

T2 The employess whe ars entrusted with the duties af the
Cashier in Lhe Head Office, Indian Institute of Workers Education
or. in . the Regional Centres are Paid a special Pay at the rate
sanctioned by the Director, This special Pay would not pe Payablae
while an regular leave,

e o The Education Dfficers except Seletion Grade Education
Officers who are entrusted with the duties of the Hostal] Supenr
tendent ipn Residential Centres ape Paid special Pay at the rate
sanNctioned by fthe Rirectop, This special RPay is not Payable
during the receas Period, if it exceeds Id days,

in--

e T A O T R im e of the Board's Emplaoyees

In regulating thesge claims, tha rules and arders of {he
Central Bovernment should generally be fmllnmed-unless the Boapd
laye dern any special ruyled in any Particular respect. However,
the Directop ancd the Ex—officin Secvatary may at hig discretiog
lay down such other restrictions ae he may deen T

The T Rills af " tha Deputy Directar (Trg)/Zonal
Directors and thea Regional RDirectors as well as of othep
employees attached ten the Head Office should be submitted {o the
Head (Office alonguith g copy of the approved tour Programmes +for
the Directop g cmunterwsignature. The TaA bills of the staff of
the Regional Centreg including Educationy] Tour TaA, Transfer TH
may ba countersigned and Paid by the Regional Directors,

b =0l SRS Dills should pe eI awm in duplicate in form
T.R.2H  for Officers and in form T.R. 23 for the Other emplovess,
One Copy should bhe sent to the Head Qffice and the othep retained
8z T fica Copy., ;

S0 . Cost of Medica] Treatment

The expenditupre incurred by and to pe reimbursed to the
Board ' g amployess on account.gf medics] attendance and treatment
Mmay be drawn {9 the form of pﬁy bills under the Sub-head ‘Medical
Treatment The  amount drahm LN e hille must be sSupportad by
essential ity certificatem, receipts, cash memos and al] required
certificates .in all Ca5es57. All theue claims should be got pre-
checkad k1 y the Head foic@/lINE,Emeay/Pespective Regional
Centras., befaore Paymeant, - a1 claims should pe entered in 4
register tm‘ be opened in the farm RPrescribed by the Head Officea




il a° certificate should be recorded on the bill that Ghis has
been done. The falio number of the register should also be
mentioned in the certificate.

| 46, Disbursement of pay and allowance

The drawing officer is personally responsible for the
amount  drawn on a2 bill signed by him on his behalf until he has
paid it to bhe person entitled to receive it and obtain a leqally
valid acquittance on the copy of the bill to be submitted to Lhe
Head Office alongwith fornightly accounts.

+ 47+ Undisbursed amounts

(i) At the close of the month, a memo of undisbursed pay
should  be prepared in  the form (given below) in which the net
amount  required for payment as shown in the eatablishment P ay
bill, the total amount on that account disbursed during the month
and  the balance remaining unpaid should be shown in the places
provided for  the purpose. The details of the undisbursed amownt
with the reasons for non-payment should also be detailed in the
columns provided for the purpose in the form. This memo should be
sent  to  the Central Office by the Deputy Director (Trg) and the
Regiomal Directors alonguwith the bills and a2 consolidated one
alongwith the cash account after closing the account for the
mean k.

ifizi) The amount undisbursed will be considered as undrawn
and may only be paid subsequently on being drawn on  a
supplementary  bill. These showld also be detailed in the office
copy of the bill in which they were originally entered. When the
anounts  are  re-drawn in supplementary bill a note would also be
kept  against the entry in the office copy af the original bill
and also a reference made to the item of the undisbursed memao
sent to the Central Dffice far purposes of verification.

MEMO OF UNDISBURSED FAY

Central Office/Regional Centre
forr the month of

V.o . Details of WNet amount Amount actually Undisbursed
FPay bill as per bill disbursed (B)
(") GB=E")

Total amount remaining undisbursed

DETAILS FOR UNDISBURSED AMBDUNT

Office HName and Particulars Amount Reasons Date aof Payment
Designa- and period . for non-
Cicn - payment
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ZB8. Advances
'

i The Board’'s employess are eligible for Travelling
ﬁllumance advances as well as for conveyance and other advances
as  are admissible to Central Government employees. The. grant
therenf is rpegulated as per the terms and conditions laid down
for  Central Govdernment employees. The adjustment of these
advances is also to be done a3 per Government orders or the
instructions issued by the Head Office.

53

SECTION v
Contingent Charges

S5, The contingent  expenditure is booked under the
prescribed heads as shown in the Arnexure—ITI. ‘ i

a¢f The financial powars  of  authorities to sanction
contingent expenditure are regulated generally by the order
embodiad in  the  schedule of  Financial Powers and such othsr
general or special orders as may be issued by the Foard or the
Chairman in  this behalf provided that in cases where any
restriction limit or scale has been prescribed by Competent
suthority regarding any  particular item or class of contingaent
expenditure of an unusual character or invalving departure from
any general or special rule or arders made by the Board should
not be incurred npnor showld any liability be undertaken in
connection - therewith, without previous sanction of the Chairman.
L0 T R TS ) ¢

41 . No pay of any kind. and no additions to pay may be drawn
on Bills for contingent expanditurs,

4. Subject to any general or special orders issued by the
Board, Lhe pay of Group=-D servanbs by whatever designation thay
may be called, whty have ‘heen or may be declared by Competent
Authority Lo be ineligible to G.P.F/C.P.F. of the Board and wha
inter—al : tharge  the duties of the classes mentioned below

<l

may be treated as contingent expenditures—

dics Hot—-wheather Establishment
A Sweepers
Ha Conlies engaged on manual labour and paid

dally or monbhily wagess (T, R. 290
4. Gardenernr.

Contingent charges incurred on account of wages of
Mazdoors engaged on manual  labour or paid at daily or monthly
rates, shall be supported hy a :rtificate signed by the officer
to the effect that the mazdoors are actually entertained and paid
CT R 293) : ; [ :
43 . The conbingent charges pertaining to the Regional
Centres and Primary Centres ehowld be drawn- in separate series
distinguished by the letters ‘R.C.° for Regional Centres and P
= Primary Centres. The contingent charges pertaining  ta

1



pa

| idential Scheme shouwld also be drawn in a separate seples
hed by the lat <z "R.S. " Under each series, numbers
“m# have been prescribed for different type of expenditbure

and
sueh  az rent of accommodation, news—-paper bills, guest lecturer
fees, conveyanoce charges to  worker teachers, local excursions
BT It should be meen that the form used is appropriate and bhe
expenditure is supported by the bills and acknowledgements of bthe
payee (which showuld be duly stamped wherever necessary).

| 94 . Whenever, the supenditure is not within the competence
| of ‘the Zonal Directors / Deputy Director (Trig) or Regional
Director’'s power of sanction, prior sanction from the appropriate
authority should be obbtzined before payment and the number and
date thaereof should be recorded in the place provided for the
purpose in the form of the voucher.

43 . Contingent bills preferring claims for rents,
electricity and , other connected charges incurred on account af
hire of private buildings by the Eoard for accommodation of Ehe
offices should be accompanied by the following certificates
signed by the disbursing officer:—

Tartified Lhat the amount drawn on account of rent, rates
ancds T ckanes in contingent bal i ckated bl 2
actually paid to bthe partiss concerned and that

v oof the building for which the expenditure was

incurrad was utilised for residential ar other purposes
during the period the charges were paid.

(iidthe eupenditure in respec oF - Ehel N mertdan el ke
builaing o for residential or other purposes during
the period for which ©the charges were paid has been
recovered from the undermentioned Government Servants
fromn whon it was due” ’

sapanr

Note: &core oul the portion not applicable (T.R.Z2%3(A).

-

46 . Iri  Lthe case of the establishment whose pay is drawn on
contingent bills a wcertificate in  the folowing form shall be
furnishaed by the disbursing officer:-

‘Certified that all Group-D servants whose pay is drawen
charged in  %this bill were actually entertained in
2 of the Board during the period concerned. (T.R.

47. Fayment for purchase of stores

The G erm ‘shores’ includes all articles and materials
purchased or otherwise acquired for use of the Board, including
not only euxpendable and issuable articles in  use but also
articles of dead stock of the nature of plant, instruments,
furniture, pguipment, fixtures, etc. Purchase orders shoulod not
be, split up to aveoid the necessity for obtaining the sanction of
higher authority (G.F.R.141 & 144). I 4

Esxic oot Lhose arkicles  which are regauired Fo be
urchasecd through the Director General or Supplies and Disposals
and petty local purchases, all purchases shall be made aftar
iWiting tenders or quotations. In the case of articles the value

:



T
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Of which je Rs.5¢1 - SEEAEs sealed tenders should be invited,

-

Tenders should he obtaines Ly advertisement whers th
valug of the burchase (Rules 74 - ANNnexure tn Chapter 8-6.F.n0.
is Res. 26, @65 and more .,

a8, Receipt of Etores

All materiales received showld be gramined, countad
measured or weighed as the Case may he whan delivery iz Lalken and
they should be takan incharge by a responsible officor who shauld
see  that the Quantitiss apea correct and thej quality good and
FeECard - g certificate to that effect on the bill or the vouchep.
They shouldg then pa entered in the appropriazte stoc| registap
quoting alse the folio number of the register on the voucher ap
which fhe Payment iz made.

The following stack and issue registers are maintained
both by the Head Bl 6 o ITWE, Bombay and the Regionnal Centrosg:-

(i) Dead Stocl Register (form  CEBWE.19) for Furniture and
Fittings, Machineriea,Equipment, Elocks, Safes, Fiuturs
eto,

i) Stationery and other consumaple articles (CEWE 24) ,
(iii) Liveries and Uniforms (Form EEWES 20y

(i) Librapy bhooks of the Office and Regional
Centres/ﬁuh~ﬂegiwnal Centres (Fopnm CBWE. 25 2 24 .

(v) Publications issued by the Eoard (Form CEWE. 27 2 2g).

(vi) Stock Register of vessels and other equipmentﬁ_ in
Hostels of the Residentiag Centres (Form CEWE. 1%9).

49. Dead Stock Register

The  Stoc) Register js maintained in the Prescribed form
C.B.W.E., 19,

9. Stock Register of Stationery and
Consumabl a Articles

This register is maintained in form CBWE, 2B.A11 entries
of receipts and issues shoyled be made undep Proper attestation of
the UffiﬁEP“In*ChﬁPgE. The folio numbers showld also be recorded
an  the vouchers, Issue of articles pf statiunery should be made
only after careful ly RBES58551ing the requirements and on written
requisitions duly authorised by the Head of  the office op
Sectional He acl . The achnnwledgements, My, 3o Convenient, be
taken in the Register itge)s,

wl. Liveries of Group-D

Liverises to Group-—-Dn Officials are isaued in dccordance
with a geale laid down  fope Central Governmant: 2mployess, f

register of liverjeos supplied jeo maintained in the Head Office. as
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well a5 in ITrdian Institute of Workers Education and eact
Regional Centre in form GalW . BEo 29

Purchase and issues of cloth each year mre - to bs
recorded in  separate folins., No purchase amd issue of cloth for
liveries should he made unless prescribed Period has elapsed and
the next issue is due.

Jd2.  Stock Register of Library Books

A stock register of books is maintained in form C.H.W.E.
20 in  the Head Office and wsach of  the Centres, ALl books

purchased or transferred should be entred in this register ancd
attesten.

AN Tmsue Register of Library .Books should also be
; maintained in form C.B.H.E. 6. This registap should be reviewsd
| by the Head of the office every month to see that the return of
| library books is not unduly delaved,

| =3

33, Etock Register of Textual Booklets

| The priced publications issued by the EBoard and supplied
| ta the Head Office and thae Regional Centres shoulod be entared in
E - spearate stock register which should be maintained in the Head
BEOtfice as  wall as in  the Regional Centres in form CRWE. 27
Prescribed for the Rurpose by the Head Office (specimen furnished
to all tha Regional Centres with the Head Office letter Moy WES
F(1) @223 dated 22111263 ), " The publications in different
languages | (English, . Marathi, HERMHA o Tamil, etc.) should bag
entered in separate parts of the stock register or in zaparate
stock  registar, Separate subsidiary stock register in suitable
form  should be maintained by the Regional Centres for keeping
record of publications supplisd  to Sub-Regional Centres. The
. number of copies zald, .o supplied free on each day should be
g first enterad in  a separate register called ‘Register of Daily
Sdle of Publications’ fForm C.B.W.E. 28) and the monthly totals
thereof should be posted in the stock register of publications in
the column provided for the purpose ,

—

4. Annual Verification of Stock

Physical verification of articles of dead stock, library
- books  and publications  shouwld be conductad periodically by the
Uﬁicer"ianharge atleast once a year and results of verifigation
precorded in  the regiﬁéer. A1l discrepancies, noticed must be
Properly  investigated and brousht to account immediately mo that
}heinvantmry may represent a true picturae.

)

Similarly, articles of stationepry and other consumable
articles including dietary articles of residential centres should
& physically verified by the Officer-in-charge atleast twice a
JRAr and at more freguent intarvals if considerad Necessary.

) While making Physical verification the Tollowing
nstructions should be kapt in mind:

(a) Verification zhould not b e entrusted to the person who

iz himself the custodian or Accountant of the stores to
be verified.
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(b} Verification should alwavs be made in the presence of

the Officer responsible for their maintenance or of a
responsible person deputed by him for the purpose.

(c) All discrepancies npoticed should be brought to account

immediately so that the stores account may represent the
true state of affairs.

(d) Shortages and damages as well as unserviceable stores
should be reported immadiately to the Head Office.

The Depﬁty Director (Trg) and Regional Directors should
report  the results of annual verification to the Head Office by
not later than 1dth April every year.

Losses, if any, may be qgrouped under the following
heads: -

(i) Losses due to theft or fraud;

(ii) Losses due to negligence;

(i11) Losses due to act of God;

(iv) Anticipated losses on account of absolete stores;
(v) Other losses due to damage, etc. \

Sanction of the competent authority should invariably be
obtained before the losses are written off.

SECTION V
ACCDUNTS RECORDS

L The following registers / foarms are maintained in the

Wbl w

Head Office and the Regional Centres:

ihg Cash Book S |
il Cheque Registenr PRI =
S Register of Receipt Books ERWHE = 3
4. Form of Receipts CEBWE —~ 4
5y Register of Money Orders CBWE — 5
&. Increment Register BEBWE — &
i Register of Temporary Advances CBWE =~ 7
B Register of Deduction of Tax on salaries CBUE — o 8
o Register of Service Books CBWE =1
14. Register of Deposits EBUWE: — 18
11. Register of TA Advances EBNE = 11
1Z2. Register of other Advances/loans CEplE~ 13
13. Retrenchment Register CREE S — 135
14. Register of TA Bills CEWE - 14
15. Register of Medical Reimbursement Claims CEBWE ~ 15
1&£., Register of Over—-time Allowance CEBHE — 16
17. Register of Children Educational Allowance CBHES =517
18. Register of Claims towards reimbursement CBWE - 1B
aof Tuition Feas,
1?. Dead Stock Register for Head Office and EBWE - 1%

Regional Centres.

28, Btock Register of Stationery and CEWE - 24
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(h)

£ )

()

report

not later than

7187

Verification should always be made in the presence o f
the Officen responsible  for their maintenance or af =2
responsible person deputed by him for the purpose.

All discrepancies noticed should be brought to aceount
immediately SO that the stores account may represent the
trus state of affairs.

Shortages and damages 85 well as unserviceable stores
should bhe reported immediately to the Head Office.

The Deputy Director (Trg) and Regional Directors should
the results of annual verification to the Head Qffice by
igth April every year.

Losses, if any, may be groupead under the following

heads: J

(i) Losses due to theft or fraud;

(ii) Losses due to negligences;

{iii) Losses due to act of Godj
(iv) Anticipated losses On arcount of absolete stores;
(v) Other losses due to damage, etc.
\
ganction of the compebent authority should invariably be
abtained bheforae the losses are written off.
SECTION V
AGCDUNTS RECDRDS

g The following registers / fapms are maintained in the
Head Office and the Reginnal Centres:
1. Cash Book CBRWE 1
2 Cheque Register CEWE =
By Hegister of Receipt Books CEWE 3
4. Form of Receipts _ CEWE 4
g Register of Money Orders CBWE i
(-3 Tnerement Register CHWE &
Zin Register of Temporary Advances CRWE 7
8. Register of Deduction of Tax on salaries CBWE 8 '
2. Register of Service Books CHUWE 9 i
iB. Register of Deposits CEWE 16 |
11. -Register af TA Advances CBWE 11 ‘
12. Register of other advances/loans CEWE 2
17Z. Retrenchment Register CRWE L5
14. Registar of TA Bills CEWE. =" 14
1%. Register of Medical Reimbursement Claims CBWE 15
i&4. Register of Over-time Allowance . CBWE 1é
17. Register of Children Educational Allowance CERWE 17
1. Register of Claims towards reimbursement CRWE 16

of Tuition Fees.
19. Dead Stock Register for Head Office and CEWE 19

o _ Regional Centres. ?

2¢. 8tock Register of Gtationery and CEWE 26
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cheque at the close of the year so as to
charge it to the account to prevent lapse of
grant and keep it in the office chest for
subsequent delivery to the Payee. To keep the
cash book far the month of March open after

. 31st  March andto make dishursements in April,
entering in the Cash Book as Having been paid
in March is another serious irregularity.

ii) An acknowledgement of payment should always be
taken at the time of payment.

Avi) The gross amount of pay bills should always be entered
on the expenditure side of the Cash Book and the |
recoveries on account of Income—-Tax - G.P.Fa
subscriptions, retrenchment, deposits, advances, etc, |
shown as per contra credits on the Receipt Side.

wdild) IFf = cheque is drawn in favour of ‘Self’ or in order to
replenish the cash chest, the amount of it should he
entered at once as 8 neceipt. Ite entry must not be
delayed wunti) the money has been received aftenr the
chegue has been cashed at the bank. A4 cheque drawn in
order to be paid away should be entered simultaneously
on  both sides of the Cash Book once as receipt of maney
and again as g payment to the Payee concerned, the
pPrincipal and distinguishing letter af the cheque being
specified in both the entries.

(viii) In  the case of cheqgques lost, cancelled or lapsed or
“dishonoured, the original entries in the Cash Eook
should be written baclk. If a new chque is issued in lieu
“thereof it should be treated as a fresh transaction.

(ix) The cash book should be closed daily and completely

- checked. The Officer responsible should also verify thes

= ~ total of the cash book or have this done by responsible

- subordinate. other than the writer of the Cash Book and

3 initial it. Once in every week and also at the end of

. the month, the ufficer~in—charge of the cash book should

verify the cash balance in the cash book and record a

‘signed and dated certificate to that effect. The

certificate should also be recorded on the manthly cash
account submitted to the Head Office.

(%) The employment of pean to fetch orp carry money should be
discouraged. - When it is absolutely necessary to employ
Group-D servant for this purpose, a man of some  length
of service and proved trustworthiness only should be
selected and, in all cases when the amount to be handed
8 " Yarqge;  ‘a responsible official should necessarily
accompany the messenger.

“87. Cheque Registar

i) A cheque register is maintained in form CBWE-Z. The
4 'headings‘given in respect of esach column of the registerpr
are self explanatory. A cheque issued or received should
immediately he entered,in the cheque register in columns
| Te . R The balance after each transaction should he
worked out in column 19, In column 11 of the Register
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the date of encashment of the cheque/or the date on
which the raft was acknowledeed by Lthe banl Aand Lalon
inteo ite  account should he recordecd. The CHFf Loy f gyee
charge should initagt calumn 12 of the Registern aftapr
each transaction.,

(ii) The register should be closed on the last vorking day of
the  month after the last transaction was completed, The
monthly transactions should he checked with reference tp
the counter-foils of ﬂhequesfﬁeceiptﬁ Oroacknowledgement
by the bank, 0n receipt of the banl statement, the
ehitries therein should he checked and z reconciliation
statement Prepared in the following form P A s Register
itself by leaving sUfficient Space below  the lasé
entry, A certificate ‘checked’ and agreed with the bank
statement 4% pep the reconciliation statemaent" should
ba given and signed with tlate hy the Officerwinmcharge
beneath Lhe entries. '

Form af Reconciliatian Statement

Mon £ Balance S per T Balance ence Reasons fop
Statement 4s per Cagh ° ; : difference
Eoel: (Cheque .
Registar)

(iii) In the Case of Regional Centres an extract of columns |
to 18 aof the Chegue Regigter should be sent toy the Head
Office with the monthly cash account. When bank statement
is received, it should be sent to the MHead Office in
original together with the copy theereof ang also a
reconciliation shatement., This should be done as soon as
the bani statement jisg received and in any case not later
than 13th  of the month following the month to which it
relates. The statements are checked in the Heaad Office
and  the original bank statement returned o the Regional
Director fop his record. :

i
98. Register of Receipt Books

This i« maintained in form CEWE-3 by each office. When
§ rece 1t bogks are received the forms therein should pe counted
ﬁnu.&!g tertificate recorded to that effect on - the cover,
reafter Feceipt  hooks should be snteprad in Serial ordap and
it 5 o filled in under dated signatureof the Dfficer-in-
Fge. Only one receipt book at s time should be brought inta
but at the Regional Centres where the residential scheme jeo
[PRistence fup - receipts boopks may be used. i.e. one for the
e proper and ather for the residential scheme. The counter—
S of - used-up receipt 'buah%"%hmuld”bb'kept in the personal

ody of the foicerminmﬂharge" A

When g receipt  book ig brought into use, the used up

ipt: books should ba taken back and ‘Entries made in the
pnﬁ Provided for the purpose in the register,

I
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59. Dead Stock Register, Stock Register of Stationery and '
Consumable Articles, Register of Bogks, Register of
Liveries to Group "D’

These registers in the prescribed forms are maintained
in accordance with the instructions contained in Section IV.

4. Register of T.A. Bills

A register of travelling allowance bills is maintained
in form CBWE-5. The register is posted as soon as the bills are
received duly passed.

61. Register of Deposits - CBWE - G

1t is posted with temporary deposits like incame — tax,
contributions received from trainees, etc. which are cleared in
the same month or subsequent month as the case may be. In respect
af Beneral Provident Fund recoveries a separate register should
be maintained in the following form:

Era Name of the - Pay on Jlst Rate of . Amount Recowvered
No . Subscriber March Subscription April May etc.
1. 2. e 4. 9. 6.

62, Register of Advance and Retrenchment CBWE-7

ALl kinds of advances viz. travelling . allowance
advances (i.e. both on transfer and tour), festival advances,
amounts ordered to be recovered should he posted in this register
and recoveries watched., .

Note: Extracts of Deposits and advances, amounts ordered should
be sent by the Regional . Centres to the Head Office
alongwith the monthly accounts. -

6%. Classified Abstract & Consolidated Abstract

The accounts recpived from the Regional Centres are
compiled in the Head Office as per classification and a
consolidated abstract prepared for all the units including the
Head Office. For details see Section VI.

&4, FProgressive Monthly Expenditure Register

A register showing progressive expenditure month to
month under. the heads ° Residential Scheme’, ‘Primary Centres’
and ‘Other Charges’ is maintained by each Regional Centre AND
extract of which .is sent to the, Head Office every month. This ©
Register is consulted for assessing monthly demands for funds as
well as for preparing budget and revised estimastes. i

65. Increment Register ' : !

The in —ement register is meant to ensure proper drawal
e g /.
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af increments as soon as they fall due. For the purpose the names
of the establishment and other particulars should be entered in
the columns 1 to 5% of the register, the form of which is given
alows: -

/
Name of Designa Present Scale Date af Pay Rem= Initials
pffii— tion Pay of next in after .arks of. the
cial Pay crement  incre Officer
Ument in token
: aof sanc-
tion.
1 2 i 4. Bk 6. TS 8.

All period of absence which do not count for increment
should be nobted in column 7. The register should be reviewed in
the. firast week of every month and actian taken to complete the
increment certificates by filling in column & to 8 for persons.
whose increments are due in that month. . The entries in the
register should be checked with the entries in Service Book.

66, Sanctioned Establishment Registers

As  and when sanctions for creating posts are received,
this register is posted. ihe“ register should ®show all the
important particulars such as sanction number and date creating
the post under each category (viz. .Zonal Directors/Regional
Directors, Education Officers, Clerks, Group ‘D’ etc., scale of
pay of the post and special features if any regarding allowances.

Note: All +the registers referred to above should be reviewed by
the Officer—in-Charge at least once a month to see that
they are correctly maintained and are uptodate.

47. Residential Scheme

At  the Centres 'where the residential scheme is in
svistence the following records shall be maintained:

al Register of daily collections in form GCBWE-37
bl Register of duss and recoveries in form CBWE-39
) Daily issue register in form CEWE-3B
o) Stock Register of food grains, fule, etc.

in form CBWE - 44 v
a) Daily attendance registers of Boarders.

68. Register of Daily Collections

A register of d3ilycéllections of the employees share
of the bnarding charges is mairitained in form CBWE - 37 by Hostel
Superintendent, who is in immediate charge - of the scheme.
The amount which is fixed by"the Board from time to time is
collectad in advance. A printed receipt in form T.R. 3 signed hy
the Superintendent of the Hoste should be issued to the boarder.

~
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The daily collections should be credited to the Cash Book on the
same day they are received.

A register of dues and recoveries in respect of each
boarder is maintained in form CEWE-3%9. The register should be
checked by the Regional Director at the end of the month who
should interalia enter the total amount collected and recorded in
this Register fthe total brought to account in the Cash Book and
the Register of Daily Collections. AN extractof this register
should be sent to the Head 0Office every month alongwith the
monthly account.

6%. Daily lssue Register

In  respect @f the daily issues of foodgrains, fuel,
etc. made to the HKitche, a register is maintained in the form
CEWE—~38.

7#. Stock Register of Food grains, fuel etc.

i) A stoclk register of food grains, is maintained in form
CEWE-4¢, Separate folios being allotted to each anticles'uf diet.
While receipts are posted with reference to the vouchers relating
ta purchases, issues are posted on monthly basis with reference
to the particulars available @ in the "daily issue register.
Supplies of - Rice, Wheat, Fuel from the contractaor may be
indented once in a fortnight or monthly as may be convenient
while other dietary articles such as milk, vegetables, etc. may
be purchased daily as per requirements. Except as provided above
no articles of diet, fuel, etc. should be stocked for a period in
Buc o M orie month or if the training'nf the existing batch is
ayupected  to be completed during the month beyond that date. This
precaution is necessary Lo ensuree that the total mess charges
per trainee per month do not exceed the limit prescribed by the
Board from time to time. 3 :

(aa) Bills of the contractors for the supply of dietary
articles should be settled as and when the supplies are made and
in any case not later than the last day of the maonth.

(iid) Bills should be checked with the entries made in the
stock register, the folio numbers being recorded on each
voucher and then passed fors payment. The vouchers should be
impressed with a distinct stamp "RESIDENTIAL SCHEME .

(iv) Issues Lo the Kitchen should be m,ade on the basis of
the anticipated humbers of boarders who are expected, to dine. For
the purpose a scale of diet per man per day should be prepared on
the basis of the experience which should interalia indicate the
quantities of various items..pequinesd. for.one meal viz. rice,
wheat, dall, vegetables, fuel efc. The scale for one standard
meal should be =0 worked ‘owlb . that 'the  total cost per head
including break fast does not evcoed Rs.l15@8/— per month or such
ather limit as may be laid down by the Board from time to time.




Sl

7 as

71. Attendance Register B

This =shouwld be sigrned daily by each boarder. The
register will he useful in assessing the daily requirements for
the kitchen. '

At the end of Gthe month a statement of expenditure
incurred on the diet charges and the raalisation of the boarders’
share should be prepared in form CEWEH41 and sent to the Head
Office with the monthly account.

72. Register of Temporary Advance
Temporary advances are generally  granted to the

Education Officers abtached to the Regianal Centres to enable
them to meet eupenditure o f the unit level classes, if paid
through the Education Officers during tours or for conducting the
diversified programmes, Educational programmes for ' rural and
“amall secale 7/ unorganised sector workers, refresher courses or
for making other miscellaneous payments of outstations. Buch

advances sheay Lol bhe granted only after abtaining written
regquisition far  funds indibtating the details of the anticipated

payments to  be made by the Fducation Officers and scrutinising
them very carafully. It should be watched that the account of the
advance is  rendered by the ‘Education Officers immediately on
their return Lo the Head;:muarter5'7'ﬂmr avery fortnightly in
respect of  the Education Officers ' Incharge of Sub-Regional
Centres). On receipt of the account, it should be seen whether
the advance asked is excessive and whether the unspent balance of
the advance has been refunded immediately and not irregularly
retained by the Education Officerﬁu The grant of temparary
advance each time and the adjustment thereof should be noted in a
register of temporary advances in which separate folios should be
maintained for each individual. Dﬁ pvery occassion on which fresh
advances 1is given ar account ' of the advance is rendered, a
balance of the previous un-adjusted advance, if any, should be
struck  and freah advance shauld be granted after taking into
account  the unspent balance with the applicant plus the fubture
requirements furnished by him.

Thies register should be  revieuwed per;onally'by the
Regional Director every fortnightly and suitable action should be
talken in cases of delays in' rendering the accounts or in
wrefunding unspent balances | af  advances or such other
irregularities. ol hiaS et
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i Consolidation of Accounts

1 The accounts received from ‘the Deputy Director (Trg)
and  the Regional Directors are consolidated in the Head Office.
For this purpose the st of payments are first checked with the
vouchers, the arithmetical accuracy is verified and the opening
cash balance agreed with the closing cash balance of the previous
month s account. The remittances made and acknowledged during the
month would bhe verified with the cash book and cheque register of
the Head Office. The vouchers of each Centre are then posted in-a
compilation sheet under the various heads of accounts opened for
the purpose. In posting the compilation sheet, the gross and not
the net amount of the vaucher should be taken under the head
concerned.,

T When all the vouchers of both the periodshave been
posted in the compilation book, the column showing the total
under  each detailed head is summed up  and  agreed with the
sthedles of payment and cash account. The total of each head is
thereafter consolidated by posting the totals against each Centre
under  respective heads of account. The closing cash balances and
the remittances in  btransit at theend of the month of all the
Centres and the HMead Office are similarly posted to arrive at the
consolidated total of the cashb balance of the Board as a whole.

The classified abstract of receipt is then posted with
the grants received from the BGovernment of India (as also of
other sources) and other receipts appearing.in the cash accounts
of the Centres and the Head Office. For this purpose the names of
Centres are recorded in  vertical columns while the heads of
account are opened in horizontal columns as indicated below:—

Mame of Cenbre Head of Account

1.

i
e

— b

4.
. After the positing is completed in the manner indicated
above the detailed heads are totalled and the totals recorded in
the last column. 4 :

A consolidated abstract of receipts and expenditure
showing the progressive total each month is then prepared.

W d % 8 (e e
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/4. Consolidation of Accounts

i The accounts received from the Deputy Director (Trg)
and  the Regional Directors are consolidated in the Head Office.
For this purpose the list of payments are first checked with the
vouchers, the arithmetical accuracy is verified and the opening
cash balance agreed with the closing cash balance of the previous
month s account. The remittances made and acknowledged during the
month would be verified with the cash book and cheque register of
the Head Office. The vouchers of sach Centre are then posted in-a
compilation sheet under the various heads of accounts opened for
the purpose. In posting the compilation sheet, the gross and not
the net amount of the voucher should be taken under the head
concerned.

1 When all the vouchers of both the periodshave been
posted  an, Ehe econpilation booky the column showing the total
uncder  each detailed head is summed up and agreed with the
schedles of payment and cash account. The total of each head is
thereafter consolidated by posting the totals against each Centre
under respective heads of account. The closing cash balances and
the remittances i transit at theend of the month of all the
Centres and the Head Dffice are similarly posted to arrive at the
consolidated total of the cash balance of the Board as a whole.

The classified abﬁtract af receipt is then posted with
the grants received from the Government of India (as also of
other sources) and other receipts appearing, in the cash accounts
of the Centres and the Head Office. For this purpose the names of
Centres are recorded in  vertical columns while the heads of
account are opened in horizontal columns as indicated below:-—

| af Account

Mame of Cenkre

1

o)

P

a2
vl m

After the positing is completed in the manner indicated
abdve  the detailed heads are tobtalled and the totals recorded in
the last column. ¢

A consolidated abstract of receipts and expenditure
showing the progressive total each month is then prepared.



/ 88 /

SECTION V11

ANNUAL ACCOUNTS AND AUDIT

TG Monthly and Annual Accounts of the Board

A receipt and payment account of the Board for each
month iz prepared in form CEWE —~ 41 to test the accuracy of the
postings under the double entry system of BEook—-keeping and to
consolidate the transactions of +the Board as a whole for the
mon th . .

The annuwal accounts of the Board are also prepared in
the same form and after awdit by the Accountant General, they are
incorporated in the Annual Administrative Report of the Board.

AR T R NN o e (i '

The accounts of both the Head 0Office and Regional
Centres are subjected to internal awdit uwunder the general
supervision of the Accounts Dfficer. ALl the Regional Centres are
also loacally inspected at least once & year by the Accounts
Officer. i : )
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CENIHAL BOARD FUR WJURKERS' EDULAT LUN3NAGPUR

— i  ——_ il e 1 e B ot b

The Chairman,Central Board for Workers Educatinn,is
tha appainting authority in respect of the follouwing officers
carrying the pay scales as shown against them.

1. Deputy Dirsctorss R +2200-75-2800~E8=100-4000/ -
i) (Adnn,)
$i) Edn.
iiig Trgs
iv) (Hgrs)
2. Zonal Uiraccaors —do=
> i) (South)
iiﬂ Horth)
iii) (£ast)
iv) (wWast) :
3, Regional Uirectors R5.2000=60=2300=L08=75=-3200=100=
3500/ -
4. Accounts Ufficar 40—
5. ITraining OFficers ~lo-
6. Rasaarch Officaer . -do~
7. Commezrcial Artist ~do-
8' El.‘JitDI.‘ l—dD—-
9, Librarian S s P
. Hindd Dffiecer :  =Jo-
11+ Assistant Diractors Rs. 2000-60-2300-2B-75-3200
12. Education OFficers -do-
(S=2lpction Grada)
13. Education Dfficars Rs.1GﬁD—GU-ZﬁODnEB-?S—ZQDU[—
14+ Accountants -~
Y5, Sr.Hindi Trandlitor G N

No42: Rest of Lha posts undar Group C&D are not includad as the
Dirzctor is the appodinting authority,

:
o T 2
Resi

it



7B

List showino the itoms of continpent axpanditurs both
rocurring anl non—-pocurring for which full powars hava
bean dslagated to the Chairman,Central Board for 4YJorkers
Education as per Govbt, of India, Ministry of Labour lettar
No.d16016/1/84=ui Jatad 31/12/84.

(Refar2nce: Annaxure to Schadule V of D2lagation of Financial
Pow=ars Hules). :

s s s 0

Item of Expandilbture

1. Bicycle (Purchass)

2. Chargas of remittance

3. Convaeyance hire

e Elnctrie, bas and Water chérges.

5., Fixturos a nd furniture, purchasse and rep3irs.

6. Freight anl demurrage/wharfase charges.

7. Hire of OfFfice furniture, Electric Féns haater,coolers,
Clocks and Call bells.

B Land.

9. Legal chargas.
10. Fotor Vehicles.
i) Purchase
ii) Mainténance,upkaep and repairs.

11) Wunicipal rates and taxaes.
12.Patty works and repairs.

5) Execution of petty works and special repairs to Govt.
owned buildings, including sanitary fittings,watar
supply and Electric installations in such buildings &
repairs to such installations. '

ii) Ordinary repairs to Govt. buillding.
iii) Repairs and alterations to hired and raguisition=ad buihﬁnm‘

AB. Postal and telagraph chargas.
T4 T PrInC I End 1 rAaENG
15, Publications
i Ja O F Ereiial publications

ii) Naon-official publications.
16. Rant
17 .. Rapairs to and rewoval of machinary
18. Rewards,fees bonus etcs
19. Special chargas relating to particular department .
20, Staff paid from contingancies.

21. Purchase of stationery stores mentioned in the list
unidar Appendix 9 to compilation of Genaral Financial Rules.
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CENTRAL BOaRD FOR WORKERS EDUCATION

RULES AND REGULATIONS OF REGLONAL
ADVISORY COMMITIEE FOR REGIONAL
DIRECLORATE.

1., DEFINITIONS :

(a) Every Regional Directorate shall have & Regional
Advisory Canmlttee.

(b) Regional advisory Committee means the Camittee
eonstituted for a Regional Directorate for
administering the Workers Flducation Scheme.

(c) ' Member'! menas & member of the Regional advisory
Camnmittee.
(d) ' chairman' menas the Chairman of the Pegional

Aadvisory Camnmlttee.

2.0 " P MeneTE 0 o3

—_—

‘The Regional aAdvisory Camittee shall consist of “the
followings-

(a) The nanination of the Chairman of the Regional
: Adv isory Coammittee shall be made by the Chairman,
CBWE, o the pasis of the recomendation of the
state Government / Zzonal Director and in case
there ig no consensils, the Chairman, BWE, shall
. paninate the Chairman of the Regional ndvisory
Compittees  lowever, ag far as possible the Labour
Camnlssioner may be nan inated as the Chairman of
e Regional advisory Committee from the State.

). - dhe Regional. Divector, Wworker s Education Centre,
shall be the Secretary of the Regional advisory
Committees.

(¢) Two r:‘presen‘-'—'ﬁ.tiveﬂ of the State Government e of
whem shall be from the Labour Department and the
other from the Fducation or Industries Department,
it not below the rank of Deputy Laboar canmissioner

or its equivalent.

-
(d) Inspector of Factories ar the Inspector of Mines. =« &

(e) One representative of the Universitiess. If there

are more than e univer sity in the region, the
representatiy e of each shall be selected by
rotation.

(f) Not more than five representatives of the Central
~ Organisations of Warker s.

.'2!.
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(g) Not more than five representatives of the Central
Organisations of Employers two of whan shall be
from Public Scctor Undertakings.

(h) Members of the Central Board for Workers Education
'as ex-officio members of the Regional advisory
Cammittees in their respective regions.

(1) One person co-ogpted by members mentioned at (a) to
(3) above from among experts in the field of
workers education, research consultants and other
interests. J

(j) One person co-cpted by members mentioned at (a)
to (g) above fram AIR / Doordarshan,

. The concerned Regional Director in consultation
with the respective Chairman, Regitnal advisory Camnittee,
shall request the Central Organisations of Warkers, Hnployers,
State Government and Universities ete. within the region
for suggesting names fran each organisation. The said
names shall be forwarded to the Zonal Director whe in turn

. will forward: the same to the Director alongwith his

recammendations for obtaining the approval of the Chairman,
CGentral Board for Workers Education, for final appointment
on the Regional advisory Canmittee. ok <

~3, TERM _OF OFFICE

- (a) Ther term of menmbers of Regional advisory Cammittees
© . including that -¢f: Chairman shall be 2 years and shall
not exceed 2 terms. . "

d6 o), 'Where a person is @ member of the Regibnal advisory
g : Cammittee by virtue of any office held by him, his
‘ membership shall terminate when he ceases to hold
that office and the vacancy so caused shall be
- £filled by his successor in that office. Changes
if any, effected vide (a) above shallb e notified
- to the Board - of Governors.

()  oany member may resign his membembip of the Regional
; -g\dvisory Ccmmn:tee bé( tter to the-.
man and s tion sha ke effect as
500 4t has been delivered to the latter. The
G‘nairman may address his resignation to the Chairman
‘Central Board for Workers' Education. If the
: . resignation 1s accepted, the Chaimman of the Beard
. shall mzke interim arrangement by naninating same
other member of the Regional “dviscry Camnittee till
e a new Chairman is nominated.

..3.-
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(d) A member shall cease to be a member e

(e)

(£)

if he dies, resigns, becanes insolvent or is
convicted of a Criminal Offence, ar fails to
attend 3 congecutive meetings without taking
leave of absen™e fraom the Chairman,

Any vacancy in the membership of the Regional
advisory Cammittee caused by any of the reasons
ment ioned above shall be filed in the same
manner as- if it were an original nanination.

The Regional ‘‘dvisory Cammittee shall function
notwithstanding any vacancy in its body and not-
withstanding any defect in the nomination of any
of its members and no acts or proceedings of the
Regional aAdvisory Committee shall be invalidated -
merely by reason of the existence of a vacancy or
vacancies in the body or of any defect in the
nanination or appointment of any of the members.

4, FUNCTIONS OF THE ADVISORY COMMITTEE -

(1)

(2)

The Regional aAdvisory Committee shall :-

1) review the progress of the scheme at regular
intervals;

1i) recommeni measures, as amiwhen considered
necessary, for proper implementation of the
programme of workers' education;

1ii) seek and secure co-cperation from employers .
and trade union organisations for the imple-
mentation of the scheme;

iv) select candidates for admission to worker
teacher courses;

v) Bvaluate the worker teacher trainees at the
conclusion of their training;

vi) approve books for addition to libraries at
the regional ‘and unit level;

vii) appoint sub-comnittees for the conduct of"
, its business ; and

The Regional Directors shall place Pefore their
respective Regional advisory Camnittees a report of
the activities conducted in the previous year along-
with proposals of activities and programmes to be
undertaken during the current year within the budget
allotment of the Regional Directorate. Proposals
of the activities shall be submitted well in time
for the next financial year.

'04.-
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MEETINGS 3

(a)

(b)

(c)

()

(e)

(£)

(g)

'The Regional Director shall ke responsible for the =

The Regional Advisory Committee shall meet at least
four times in & year and not more than £four months
shall., elapse between any two meetings. The meeting
shall be convened by the Chairman and the notice of
every meeting shall be issued by the Secretary of
the Regional Advisory Committee. The nctice shall
indicate the date, time and place of the meeting and R
shall be served on the member either personally or
by post. & copy of the proceedings cof the meefing
shall y furnished to the Central Board for Warkers'
Education within a fortnight of thc date of the
meeting.

Five members of the Regional ~dviscry Committee
including the Chairman and the Regional Director

shall constitute a quorum at any mecting of the
Regional advisory Comuittec provided that if a

meeting is adjourned for want of quorum, the subsequent
adjourned meeting to d'scuss the same agenda shall %
not require to have the prescribed guorum.

In case of difference of opinicn among the members,
the opinion of the majority shall prevail.

Each member of the kegional aAdviscry Cammittee
including the Cha‘rman shall have cne vote and if
there is an equality of votes on 2ny guestion to be
determined by the Regional adviscory Committee, the
Chairman shall. in addition. have a ecasting vote.

Every meeting of the kegional adviscry Committee

shall be presided over by the Chairman, and in the
absence of the Chalrman, the kecgional advisory
Committiee shall elect from amongst members, a Chairman
to preside over the meeting. Cr

The Chairman shall have the pover to imzite any
person to attend t he mectings of the Regicnal adviscry
Canmittee but any such invitee shall not be entitled
to vote at the meeting.

proper administration of the affairs of the Regicnal sl
Advisory Committee under the directicn and guidance
of the Chairman. ) f/_.l
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