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APPENDIX V

OVERTIME ALLOWANCE

(Authority:—Ministry of Finance (Department of Expenditure) O.M. No.15011/2/E. II(B)/ 76 dated 11.8.1976).

In supersession of all the previous orders on the subject, the grant of overtime allowance to Central
Government employees will be governed by the following orders:-

2.  Eligibility

All non-gazetted Central Government servants and also gazetted Government servants who fall in the
excepted category mentioned at para 5(a) of these orders, paid from Civil Estimates (including those
working in the Union Territories Administration) of the following categories viz. (i) “office staffs and (ii)
those staffs whose prescribed hours and nature of work are comparable to those of “office staff” shall in
future, be governed by these orders.

Administrative Ministries will be competent to decide, in consultation with their Internal Financial
advisers, as to which Staff fallsin category (ii) above. The Comptroller and Auditor General of India will
exercise that power in respect of the staff of the Indian Audit and Accounts Department.

3. Conditions for the grant

(@) The work in all offices should be so organised as ordinarily to be capable of being done during the
normal office hours. The question of overtime work to be done should arise only in special
circumstances and where working beyond the prescribed office hours is a regular feature, the offices
and the officers should so stagger the working hours that the staff working in the office or attached
to officers attend to such work by rotation.

(b) Where, in special circumstances, it becomes necessary to perform overtime work, the competent
authority may authorise such overtime work, after satisfying himself that the work is of such an
urgent nature that it cannot be postponed in the public interest till the next working day and the
competent authority shall, as far as possible, specify before hand the time upto which a Government
servant may be required to perform overtime work. In this regard following further instructions
may be strictly observed:-

(i) Ifanemployee is required to attend office earlier than the prescribed hours of work, he should
normally be allowed to leave office correspondingly early. Where, however, it is not feasible to
allow him to leave office early, he may be paid overtime allowance after deducting the normal
one hour of free work. If such an employee is also required to work beyond office hours on that
day overtime allowance may be allowed for the total period of overtime work performed
before and after the prescribed hours of work after deducting from the total the normal one
hour of free work.

(i) The staff who are required to perform overtime duty for the full prescribed hours of work on
Sundays (or other weekly or fortnightly off days or Second Saturdays) or on other
holidays/ public holidays should, as a rule, be granted compensatory leave in lieu. Employees
who are required to work on such days beyond a full day may be allowed a day’s compensatory
leave in lieu of the full days’s work and paid overtime allowance for the excess time put by
them minus one hour free duty. In cases where an employee is required to work for half a day
or less, e.g. from the time the office opens till lunch time, two such half days should be taken as
equivalent to one full day for the purpose of grant of compensatory leave. Where necessary
half a day’s compensatory leave may be given.
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Cash compensation in the form of overtime allowance for duty on Sunday/ Weekly or Fortnightly off-
days/ Second saturdays/ public holidays may be granted only in very exceptional circumstances where

" an officer not below the rank of Joint Secretary in the Secretariat Offices or the Head of the Department
in the case of Attached, Subordinate or other offices is satisfied and certifies that it is not possible to
grant compensatory leave.

Note: 1 Whenever duty is performed beyond a full day (beyond full prescribed hours of work), overtime allowance for such '

Note:

Note:

4.

2.

(ii1)

duty is to be granted only after deducting one hour free duty. If an employee comes to office late, with or without
previous permission, on any day and is required to work beyond office hour on that day, the following deductions
should be made in calculating overtime allowance:-

(a) the normal one hour of free work; and

(b) the time by which he comes late.

Normally compensatory leave under these orders should be granted within one month of its becoming due. This
condition may be relaxed in exceptional circumstances to be decided upon by an officer of the rank of Joint Secretary
in the case of Secretariat staff and Head of the Department in the case of staff of attached, subordinate or other
offices, who will satisfy himself and certify that the grant of compensatory leave to all the staff withina month would

cause serious dislocation of current work. There will be no limit upto which compensatory leave may be allowed to
accumulate but not more than two days compensatory leave may be allowed to be availed of at a time.

The total overtime allowance payable to a Govt servant in terms of these orders shall not
exceed one-third of their monthly emoluments payable during the month as defined in rule
4(b) below. While the ceiling referred to above will normally apply to ‘personal staff’ also, in
special cases, such staff may be paid overtime allowance in excess of the ceilingif the officers to
whom they are attached certify that they have satisfied themselves that the overtime work
performed by their personal staff necessitating the payment of overtime allowance in excess of
the ceiling was necessary in the public interest. But in any case it should not exceed 50% of their
“emoluments” as defined in these orders.

Payment of overtime allowance upto the ceiling of 50% of ‘emoluments’ referred to above will not be applicable to the
personal staff posted by informal arrangements. The concession will be limited to those personal staff
posted/sanctioned by the Department of Personnel and Administrative Reforms or authorised by the competent
authority.

(iv)

v)

(vi)

In calculating overtime allowance under these orders, the actual time taken for lunch break
should be deducted from the total hours for which the staff concerned is eligible for the
allowance.

Overtime allowance under these orders may not be paid to Government servants required to
perform duty at the site of an exhibition/fair, in addition to his normal duty.

All the regular class 1V staff, including Waiters, Cooks, Sweepers, Farashes and Chowkidars,
whose hours of work have been prescribed by the competent authority and who are at present
eligible to overtime allowance may be paid overtime allowance under any statutory rules in
force.

Definitions:

For the purpose of these orders, unless the context otherwise requires:—

()

A “competent authority” means:—

®

in the case of Secretariat and attached offices, an officer not below the rank of an Under
Secretary to the Government of India or comparable status;
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(ii) in the case of an office under the supervision of a Government servant holding a non-gazetted
post, a Government servant authorised by the Head of the Department to exercise the powers
of a competent authority;

(iii) in the case of any other office, the Head of Office declared as such for that office under the
appropriate rule of GFR or under Rule 10(A) of the D.F.P. Rules, 1958 or any other Officerin
that office of a rank not lower than that of the Head of Office; and

(iv) inrespect of the personal staff of Ministers and officers above the rank of Joint Secretary, their
Private Secretary, if the Private Secretary is a gazetted Officer, will be the competent authority
under these orders.

In respect of the personal staff of officers of the rank of Joint Secretary, the Joint Secretary concerned
(or an officer of his rank) may be regarded as the ‘competent authority’.

(b)

Note

Note

(c)
(d)

(e)

Note:

®

“Emoluments” means pay as defined in clause (¢) below and ali allowance including Winter
Allowance and Hill Compensatory Allowance but excluding house rent allowance, conveyance
allowance, horse allowance, travelling/daily allowance, permanent travelling allowance and
clothing/uniform allowance. In the case of re-employed pensioners, “emoluments” shall also
include pension to the extent indicated vide para 6 below:—

1. The list of excluded allowances above is not exhaustive. The other allowances like children educational allowance,
Messing allowance etc. which are not admissible to all Government servants working at a place may be regarded as
excluded category of allowances. The Project Allowance to the extent it does not include an element of excluded
category can be included in the ‘emoluments’ for the purpose of overtime allowance.

2. In the case of those employees who have opted to remain on pre-revised scales or pay under the Central Civil Services
(Revised Pay) Rules, 1973 the term ‘emoluments’ will also include interim reliefs admissible to them.

‘Head of a Department’ means the authority declared as such under Supplementary Rule 2(10);

‘Overtime Work’ means work done in excess of one hour over the prescribed hours of work on any
working day and includes work done on any Sunday or any other holiday;

‘Pay’ means pay as defined in Fundamental Rules 9(21)(a).

As the overtime allowance payable in terms of these orders is based on ‘emoluments’ which term included Dearness
Allowance, it will have to be recalculated, if any change—upwards or downwards in ‘emoluments’ is given effect, froma
retrospective date. As a result of re-calculation of Overtime allowance arrears are to be paid or, as the case may be,
recoveries of over-payments are to be effected.

‘Prescribed hours of work’ means hours of work prescribedb in any office in respect of employees
working in that office.

Categories of Government Servants to whom these orders shall not apply even though they
may be of the nature of ‘Office Staffs’ or staffs whose prescribed hours and nature of work
are comparable to those of ‘Office Staff’

These orders shall not apply to:—

(a)

Government servants holding gazetted posts except that:—

The concession of overtime allowance may be extended to officers holding the post of Private
Secretaries, Additional Private Secretaries, Assistant Private Secretaries or First Personal
Assistants to Ministers, Deputy Ministers, even though these posts are gazetted posts, in those case
in which:—
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Note:

(i) Just before their appointment to such posts, they had held non-gazetted posts;
(ii) they have not been allowed full pay of the said gazetted posts but their pay has been restricted
under F.R. 35 to below the minimum of the pay of those posts; and
(iii) their pay, as defined in para 4(e) above does not exceed Rs. 750/-.
(iv) the grant of Overtime allowance in above cases will also be subject to these orders, included
ceiling limits etc.
The Overtime allowance will also be admissible to officers of the Central Secretariat Stenographers Service, not

appropved for appointment to Grade I of the service, but appointed as first Personal Assistants to Ministers, if the total
pay plus the special pay admissible falls below the minimum of the Grade I of the Central Secretariat Stenographers

Service.

(b) Government servants holding non-gazetted posts whose pay, as defined under these orders exceeds
Rs. 750/- p.m.

(¢) Government servants who hold supervisory posts not excluded by clauses (a) and (b) above, unless
they fulfil the following conditions:—

(i) They are in direct and continuous contact with staffs they supervise;
(ii) they work the same hours as the staff under them; and
(iii) they are themselves subject to the kind of supervision which would enable them ordinarily to
obtain prior approval for overtime.

(d) Field staff and Inspection staff.

(¢) Government servants who are governed by the Factories Act, 1948, or the Minimum Wages
(Central) Rules, 1950, and are paid overtime allowance in accordance with the provisions of
Section 59 of the Factories Act, 1948 or Rule 25 of the Minimum Wages (Central) Rules, 1950, as
the case may be;

(f) Staff Car Drivers.

(g) Resident (Night Duty) Clerks and Peons attached to them in the Secretariat and certain other
offices.

(h) Persons not in whole-time employment.

(i) Persons paid out of contingencies.

(j) Persons paid otherwise than on a monthly basis including those paid only on a piece-rate basis.

(k) Persons employed on contract except when the contract provides otherwise; and

(1)  Such of the Government Servants employed in the Government of India Presses, the Governmet
Controlled Ports, the Mercantile Marine Department, the Customs (including Land Customs)
Department, the Central Excise Department and the Overseas Communication Service, as are
already in receipt of overtime allowance under other schemes.

6. (a) Re-employed Pensioners.

The drawal of overtime allowance in the case of re-employed pensioners shall be regulated as indicated

below:—

(i) in the case of officers whose pay plus pension exceeds the sanctioned maximum pay of the post,

(i)

overtime allowance shall be calculated on that maximum plus the includible allowance referred to
in paragraph 4(b) above as may be admissible to them;

in the case of officers whose pay on re-employment in Civil Posts is fixed without taking into
account the entire pension or part thereof the amount of pension so ignored shall be ignored for
calculating emoluments under para 4(b) above.
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(ili) in other cases, the overtime allowance shall be calculated on pay plus pension plus tthe includible
allowances referred to in paragraph 4(b) above as may be admissible to them.

(b) Persions in receipt of emoluments from foreign Governments

Persons in receipt of emoluments of the nature of pay, leave salary or pension from foreign Governments
(e.g. Burma, Ceylon, Pakistan, etc.) in addition to pay from the Government of India shall, subject to the
total emoluments not exceeding the limits prescribed for eligibility for overtime allowance, draw the
allowances on the basis of their pay plus the includible allowances referred to in paragraph 4(b) above as
may be admissible to them from the Government of India alone.

Note: For the purpose of sub-paragraphs (a) and (b):-

(i) “Pension”™ means gross pension including temporary increase in pension, death-cum-retirement gratuity and other
retirement benefits, if any.

(ii) The amount of pension shall be the amount originally santioned (i.e. before commutation, if any) less the amount of
pension, if any, held in abeyance as a condition of re-employment.

(c) Workshop staffs:

(1) Where the payment of overtime allowance is regulated under the Factories Act or other statutory
enactment, it will continue to be so regulated.

(2) In the case of the over time allowance payable otherwise than according to the statutory provision,
the Third Pay Commission have made the following recommendations:—

(i) Where the system of overtime work continues, the period of overtime should be calculated on
a weekly basis and overtime allowances should be made admissible only if the work put in
during a working week of 6 days exceeds 48 hours; in reckoning these 48 hours the period
allowed for meal breaks should be included;

(ii) Inthe Government Presses, where the prescribed weekly hours are less than 48, the work done
between the prescribed hours and the weekly norm of 48 hours is compensated in the form of
overtime allowance at double the time rate. Compensation for such work should be only at the
time rate in future.

It has been decided that these recommendations will not apply to existing employees working in the
industrial establishments of the Government. They may continue to be governed by existing rules.
Attempts should, however, be made to apply the recommendations to those who join service on or after
8.12.1974 and to employees of new industrial units. For this purpose, it may be necessary to amend
standing orders, given notice of change etc. The administrative Ministries are requested to try the system
as recommended by the Pay Commission wherever they find it feasible and in any case wherever a new
industrial unit is established. In such cases the rates of overtime allowance which may be prescribed by
rules or orders should also be in accordance with the Pay Commission’s recommendations.

(d) Non-industrial staffs in work-shops:

In the case of non-industrial staffs in workshops whose hours of work and holidays are the same as those
of industrial staffs, the existing rates of overtime allowance may continue, if such non-industrial staffs
are already covered by a scheme (!)f overtime allowance.
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If such non-industrial staffs are not at present covered by any scheme of overtime allowance, they may be
allowed overtime allowance but only at the time rate for work in excess of the prescribed hours but notin
excess of 48 hours in a week or 9 hours on any day. For work in excess of 9 hours onany day or48 hours
in a week the non-industrial staffs in workshops may be given overtime allowance at the same rates as is
admissible to the industrial staffs provided the Head of the establishment certifies that:—

(a) the non-industrial staffs have the same hours of work and holidays as the industrial staffs; and

(b) the nature of duties of the non-industrial staffs is such that their presence throughout is necessary
for the efficient working of the industrial staffs.

Where the above two conditions are not fulfilled, the rate of overtime allowance for the non-industrial
staffs for work in excess of 9 hours a day or 48 hours a week will be the time rate.

(iii) If the hours of work and holidays of the non-industrial staffs are not the same as for industrial
staffs the rate of overtime allowance for the non-industrial staffs shall be the time rate for
overtime work done in excess of one hour over the prescribed hours of work, unless there
already exists any scheme for payment of overtime allowance to such employees which is more
liberal, in which case the existing scheme will continue in force.

Note . For this purpose, “time rate” shall mean the single hourly rate of overtime allowance admissible in similar
circumstances to the corresponding industrial staffs, in the same workshop/establishment.

Note 2. “Industrial staffs” in the above clause refers to “workers” as defined in Section 2(1) of the Factories Act, 1948 and
non-industrial staffs refer to the staff other than “workers”.

Note 3. The team “workshop” for this purpose shall mean a factory registered as such under the Factories Act, 1948.

Note 4. Where under the relevant enactments of the State Legislatures, the term “worker” includes also the non-industrial
staff in the industrial estabishment, payment of overtime allowance will be regulated according to the provisions
contained in those enactments.

7. Rates of Overtime allowance

Where a Government servant to whom this order applies is required to perform overtime work, he shall
be entitled to overtime allewance in respect of the overtime work done by him in accordance with the

following rates:-

The rates of overtime allowance and the basis of reckoning them will, for the present, be as under:

Emoluments Overtime allowance per hour
Rs. Rs.
Upto the first
one hour in Thereafter

excess of the
prescribed hours

of work
Below Rs. 275 Nil 0.95
275 and above but below Rs. 325 Nil 1.25
325 and above but below Rs. 375 Nil 1.55
375 and above but below Rs. 425 Nil 1.80
425 and above but below Rs. 475 i Nil 2.05
475 and above but below Rs. 525 Nil 2.35
525 and above but below Rs. 575 Nil 2.60
575 and above but below Rs. 625 \ Nil 2.90
625 and above but below Rs. 675 Nil 3.20

675 and above : Nil 3.45
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8. Where overtime allowance is payable to a Government servant for the overtime work performed by
him, he shall not be entitled to receive any other remuneration (whether in the form of conveyance
charges or compensatory leave or otherwise), in respect of such overtime work.

Provided that where a Government servant has been recalled from his residence to perform overtime
work, the competent authority may allow conveyance charges to such a Government servant in addition
to the overtime allowance admissible to him.

Explanation 1: The first one hour of overtime work on a working day shall be free only where a
Government servant works in continuation of the prescribed hours of work. Where a Government
servant is recalled from his residence to perform overtime work, overtime allowance may be paid for the
entire period of overtime work including the first hour.

Explanation 2: The overtime work in excess of one hour upto half an hour and thereafter every period
upto half an hour be reckoned as halfan hour, e.g. a person working for 2 hours and 10 minutes in excess
of one hour beyond the prescribed hours of work will get overtime allowance for 2% hours.

Explanation 3: The overtime allowance payable to a Government servant shall be calculated to the
nearest multiple of five paise, the fractions of three paise and more being rounded off to the next higher
multiple of five paise and fractions below three paise being ignored.

Explantion 4: If, for special reasons (such as the demise of a dignitary), a working day is declared as a
holiday before the time prescribed for the opening of the office, it shall be treated just like a Sunday or
any other holiday for the purpose of the payment of overtime allowance. But, a day, on which the office is
closed for special reasons after the prescribed opening time but before the prescribed closing time, shall
be treated as a holiday only from the time and orders for closing the office reach the office.

Explanation 5: The overtime allowance payable under these orders shall be classified as “honorarium” |
under F.R 9(9) and shall not be treated as ‘pay’ as defined in F.R. 9(21), or for the purpose of the
Supplementary Rules.

Explanation 6: Government servant will also be eligible for overtime allowance for performing overtime
work while on tour, subject to observance of the conditions prescribed under these orders, namely limit
of 1/3rd/50% applicable to total overtime earnings, deduction of one hour’s free work, maintenance of
overtime register, grant of compensatory off, etc., and also subject to strict compliance with the
conditions indicated below:—

(i) Employees who are not at present entitled to overtime allowance at their headquarters under the
existing rules or schemes, shall not be entitled to overtime allowance on tour.

(i) Subject to (i) above, an employee would be entitled to overtime allowance on tour, provided
overtime work is ordered on the spot (a) by his superior official in the tour party; or (b) where an
employee on tour is attached to a local office at his tour station, by the competent authority in such
local office at the tour station.

Note: Where the superior official, who orders his subordinate official on tour to perform overtime work is a non-gazetted
officer, or is not the competent authority to order overtime work at the headquarters under the existing rules, he shall,
on return to headquarters, submit a report to his controlling gazetted officer and/ or to the competent authf)rity, as the
case may be, explaining the circumstances necessitating the detailing of staff on overtime duty, and seeking hisapproval.
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(iii) Subject to (i) above, an employee on temporary transfer not exceeding 90 days would also be
entitled to overtime allowance provided the overtime work has been ordered by his superior official
on the spot.

- (iv) For purposes of calculation of overtime, the time spent in travel shall be excluded. In other words,
overtime shall be restricted to the period between the time when a halt on tour begins and the time
when such halt ends.

(v) Overtime allowance regulated under any statutory rules will continue to be governed by such rules
only.

9. Certificate:

A certificate to be signed by the drawing officer in Form I shall be attached to the bill in which overtime
allowance is drawn in respect of every Government servant to whom the overtime allowance is payable.

10. Register:

(i) A register of overtime work shall be maintained in Form II in each office in which entries shall be
made as and when overtime work authorised by the competent authority is performed by the
Government servant concerned.

(i) This register shall be examined by superior officers and shall be liable to examination by Audit at
the time of inspection or audit and any instance of undue grant of overtime allowance shall be
brought to the notice of the higher authorities. The superior officer shall particularly scrutinise
cases where the same employee has been paid overtime allowance for more than 10 days in a month.

Note: The administrative Ministries/ Departments concerned will take a decision as to who should be regarded as “Superior
Officer” for the purpose of these orders.

11. if, in respect of any of the categories of staff excluded from the purview of these orders, there is no
scheme of overtime allowance already in force and it is considered necessary to have such a scheme, a
suitable scheme may be evolved in consultation with the Ministry of Finance, provided (a) the staff in
question has prescribed hours of work; (b) the nature of work performed by the staff lends itself to a
scheme of overtime allowance; (c) the staff is subject to the kind of supervision which would enable it
ordinarily to obtain prior approval for working overtime and (d) the scheme is in conformity with the
principles laid down in this Office Memorandum.

12. If any doubt arises relating to the interpretation of these orders, it may be referred to the Ministry of
Finance. :

13. These orders shall take effect from the date of issue.

14. In so far as the persons working in the Indian Audit and Accounts Department are concerned, these
orders issue after consultation with the Comptroller and Auditor General of India.
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Note: It is clarified that the compensatory off is given only in lieu of cash compensation and keeping in view of the fact thata
monetary limit of one third of the emoluments has been laid down in the case of cash compensation, it clearly follows
that no compensatory off is admissible for the overtime work done in excess of the limit upto which cash compensation
is payable. In other words, the person who had enjoyed cash compensation upto the maximum of /3 of the emoluments
during a month cannot be allowed compensatory off for the extra work done by him in addition to the maximum limit
laid down for cash compensation in our O.M. dated 1 1th August, 1976. Where both O.T.A. as well as compensatory offs
are allowed in a particular month to a Government servant, the cash compensation forgone, as a result of the availing of
the compensatory offs, will also be taken into account for the purpose of the monetary limit upto which O.T.A. can be

sanctioned.

(Authority: Ministry of Finance (Department of Expenditure) O.M. No.15012/1/E. 11(B)/ 76, dated 11-1-1977).

v
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| FORM—I
(Certificate)
(See Paragraph 9)

Certified that the Government servant/ Government servants in whose case the overtime allowance has
been claimed in this bill was/were required under specific orders to

sit late in office after having put in work during prescribed

hourson.............. attend office on........ i ;Sunday/holiday for disposal of urgent work
which, in public interest, could not be postponed till the next working day.

Certified that the amount claimed in this bill is in accordance with the rates specified in paragraph 7 of
the Government of India, Ministry of Finance (Department of Expenditure)’s Office Memorandum No.
15011/2/E.II(B)/ 76 dated the 11th August, 1976 and is according to the principles laid down therein and
does not exceed the ceiling on overtime earnings prescribed in those orders, necessary certificates having
been obtained from the officers concerned for payment of overtime allowance to the ‘personal staff’ in
excess of the prescribed ceiling.

Also certified that the Government servant(s) concerned did not receive any other remuneration/
conveyance charge or compensatory leave for the performance of that overtime work.

( )

Signature of Drawing Officer
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FORM-II

Overtime Register (See paragraph 10)

SI. Name Designation Emoluments Hours of Hours of Nature of Why the Amount of Initials of
No. of the Govt. overtime overtime work work overtime the competent
servant work work performed could not be allowance authority
required to authorised performed during performed paid
perform by the by the overtime during the
overtime competent Govt. hours prescribed
work authority servant hours of
- work
1 2 3 4 5 6 7 8 9 10

15. Duty hours, holidays, overtime allowance etc. applicable to Shift Duty Staff of All India
Radio

It has been decided that, in supersession of all earlier orders on this subject, the above mentioned staff
will be governed by the following orders with effect from the Ist January, 1974. However, ifas aresult of
Government’s decision on the recommendations of the Third Pay Commission, any change is effected in
relation to the P&T. Operational Staff in regard to such matters, the position will be reviewed to make
similar changes applicable in relation to the shift duty staff in A.LR.

1. SHIFT DUTY

A member of staff will be treated as on shift duty:

(i) if his duty relates to a work which is required to be performed on all the days of the week (including
Sundays and holidays); and

(ii) if he is required to perform that duty at different hours of day or night by rotation.

2. An employee whose duty hours are fixed and do not change by rotation, will not be treated as on shift
duty.

3. The following categories of staff will be treated as shift duty staff for purposes of these orders:—

I. Programme Staff

(1) Transmision Executives

II. Editorial Staff

(2) Sub-Editors

(3) Monitors (Foreign Languages)
III. Engineering Staff

(4) Senior Engineering Assistants
(5) Engineering Assistants

(6) Senior Technicians

(7) Technicians

(8) Diesel Engine Drivers

(9) Telecine Operators

(10) Radio Technicians
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IV. Ministerial and Miscellaneous Staff
(11) Stenographers in News Services Division
(12) Clerks Grade II —do—

(13) Motor Drivers

(14) Teleprinters Operators

(15) Transport Assistants

(16) Studio Attendants

(17) Studio Guards

(18) Telephone Attendants/Operators
(19) Studio Executives

(20) Cleaners/Helpers

(21) Khallasis

(22) Farashes

(23) Sweepers

(24) Peons

(25) Gestetner Operators:l in N.S.D.
(26) Daftries

4. DUTY HOURS

The duty hours of shift duty staff will be 44 hours in a week with a 30 minute “meal relief” per day. This
will in effect mean 7 hours and 20 minutes’ duty per day including 30 minutes meal relief.

“2. The meal relief of 30 minutes per day to the shift staff will be regulated as follows:

(1) The “meal relief” shall be allowed at or very near to the natural meal/tea time, as per local
' convenience to be decided by the Engineering Head of the Stations in consultation with the shift
duty staff consistent with the exigencies of service.

(i) (a) The working equipment will not be left completely unattended to and, therefore, when such
equipment is working, the “meal relief” shall be staggered.

(b) - The staff on duty, when availing of “meal relief” on staggered basis, will invariably leave
information regarding their whereabouts and shall remain within easy reach.

(iii) In cases of emergency, the work shall have to be attended to even during the allotted “meal relief”.
However “meal relief” may be availed of by the staff concerned later on the same day when the
emergency is over.” \

(Authority: Ministry of 1&B letter No. 310/18/75-B(D) dated, 16-2-79)

3. With the fixation of duty at 7 hours 20 minutes per day with meal relief of 30 minutes the overtime duty
performed on a working day in continuation of or preceding the normal duty hours, the period of meal
relief of 30 minutes availed shall not be deducted from the overtime work done. However, if meal relief is
availed of during the period of overtime work on a working day either before or after the normal hours of
work, the actual time taken for the meal relief should be deducted for calculation of overtime allowance.

4. The overtime allowance or compensatory leave for work on holidays and off days will continue to be
regulated as in para 20 below.

* These orders take effect from the 1st of September, 1975.
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5. Night duty staff should be rotated with day duty staff as frequently as possible. For this purpose, night
would be treated as from 20.00 hrs. to 06.00 hrs. next day.

6. SPLIT DUTY

(1) Split duty will be avoided as far as possible and will be limited to the absolute minimum. It will be
evenly distributed among the members of staff. The following conditions may also be observed in this
regard :-

(a) The spread over of duty should not ordinarily exceed 12 hours;

(b) The number of duty spells in any split term of duty should not exceed two;

(¢) The minimum interval between the two portions of split duty should be one hour;

(d) Allowance of one hour may be given for split duty.

Note: (i) The condition at (a) above will not apply to shift duty staff in N.S.D.
(i) These concession are not applicable to the staff provided with quarters in the premises.

(2) If split duty is introduced in any office where it is not at present in vogue, prior approval of the
Directorate General will be obtained.

7. HOLIDAYS

The shift duty staff will be allowed 16 declared closed holidays and 2 Restricted holidays. The Second
Saturday will continue to be full working day.

(Authority :—Ministry of 1&B No. 45011/19/78-B(A) dated 22.9.78. (DG AIR Memo. No. 2/1/78-A&G, dated 25.9.78).

Note: 1 The question as to how the additional closed holiday declared subsequently by the Government in addition to 16
closed holidays admissible to shift duty staff should be treated, has been examined and considered. It has been
decided in consultation with the Ministry of I&B. that the shift duty staff of AIR should be compensated for working
on additional holiday/special holiday(s) declared subsequently on account of sad demise of some dignitaries, of some
natural calamity as if they have worked on one of the 16 declared close holidays as admissible to them.

(Authority: DG AIR Memo. No. 4/20/79—A&C dated 19.1.84,

Note 2. Grant of OTA on restricted holiday to shift duty Staff.
No OTA is payable to shift duty staff for work done on Restricted holidays.

(Authority: DG AIR Memo. No.2/1/78—A&G—II dated 5.11.82.)
8. CASUAL LEAVE

The shift duty staff shall be eligible for 12 days’ casual leave in a year.

(Authority: Ministry of I&B Letter No. 45011/19/78-B(A) dated 22.9.78. Circulated vide DG AIR No 2/1/78—A&G dt.25-9-
78.

9. WEEKLY OFF

Every member of shift duty staff will be allowed one day “off” in a week (which would be reckoned from
00.00 hrs. on Sunday till 24.00 hrs. on the following Saturday). The “off” day need not necessarily be
Sunday but may be any other day of the week.
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10. The “weekly off” for the purpose of rate of overtime allowance should be on the basis of zero to 24
hours. However, in cases where a spell of duty commencing on one day extends over to the next day, for
example, 20.00 hours to 02.00 hours duty, the duty performed during this spell, should be treated as duty
performed for the calender day on which it actually commenced. Similarly, in case an official is ordered
to work on “weekly off” day, the entire spell of duty irrespective of whether this duty extends over the
next calender day or not, shall be deemed to have been performed on the “weekly off” day and O.T.A.
calculated accordingly.

11. The weekly duty chart will be drawn up in advance. The chart will be subject to such changes as may
become necessary due to exigencies of public service. Requests for mutual exchange of duties from staff
may be considered sympathetically.

12. Casual leave will be treated as duty for purposes of granting a day off. The name of the member of the

. staff who is on casual leave will be retained on the duty chart, and he will be entitled to a day off in

accordance with the chart drawn up. It will be permissible to prefix and suffix a day off to casual leave. If
an official performs duty on his off day in a week during which he subsequently takes casual leave, one of
the days of casual leave should be treated as an off day and one day should not be debited to his casual
leave account. In such a case, no overtime will be given for the work done on off day.

13. If an effective holiday or National Holiday falls on a weekly off day of an employee, he may be
granted weekly off on some other day in the week in addition. to the holiday.

14. Off days and closed holidays falling within the duration of regular leave will form part of the leave. If
the day preceding the commencement, or following the termination, of regular leave has been previously
earmarked as an off day for an employee, it may be prefixed and/or suffixed to leave irrespective of its
duration with the prior permission of the Head of Office. Days which have not been earmarked as off
days cannot be claimed as off days and prefixed or suffixed to regular leave.

15. Payment of overtime allowance

Overtime allowance will be payable to the shift duty staff for work done in excess of the prescribed hours
of work on any working day and will include work done on weekly off days, National holidays and
effective holidays. In this connection following considerations shall be kept in mind:—

(1) - Since payment of overtime allowance involves additional expenditure, it is necessary to ensure that
the grant of such allowance is properly controlled.

(ii) The work in all offices should be so organised as to be capable of being done during the normal duty
hours. The question of requiring overtime work to be done should arise only in special
circumstances.

(iii) Where, in special circumstances, it does become necessary to perform overtime work, the Head of
Office may authorise such overtime work for good and sufficient reasons after satisfying himself
that the work is of such an urgent nature that it cannot be postponed in the public interest.

(iv) The Head of Office shall, as far as possible, specify, before hand the time upto which a Government
servant may be required to perform overtime work.

(v) It should be noted that the whole time of a Government servant is at the disposal of Government
and the administration has the right to require any employee to work on a holiday or at any time
beyond or outside his normal working hours. It is not open to any employee to refuse such work
when ordered to do it. Such a refusal will amount to disobedience of orders and neglect of duty.
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Note: On some occastons when members of staff were required to stay on duty in office on account of Bundhs, emergencies etc.
in public interest, they were not only paid O.T.A. for extra duty performed, but were also provided with free supply of
foodstuffs etc. In cases where O.T.A. is claimed, free supply of foodstuffs like tea, milk, biscuits etc. is not admissible,
and the expenditure incurred on foodstuffs on such occasions should be adjusted against the individual claims for
O.T.A.

(Authority: DG, AIR, Memo. No.D-132023(9)/73-A&G dated 5-3-74).

16. Staff ineligible for O.T.A.

The following categories of the staff shall not be eligible for the grant of overtime allowance:—

(a) Government servants holding gazetted posts;

(b) Government servants whose pay as defined under these orders exceeds Rs.750/- p.m.
(c) Intermittent workers. ‘

(d) Persons paid out of contingencies.

(¢) Government servants who avail of free transport between office and residence.

17. Rates of O.T.A.

(i) The rates of overtime allowance and the basis of reckoning them will, for the present, be as under:

Emoluments as defined in the orders Rates of overtime allowances per hour
For working For weekly off
days days and

holidays

Below Rs. 275 1.05 1.55

Rs. 275 and above but below Rs. 325 1.40 2.10

Rs. 325 and above but below Rs. 375 1.70 2.55

Rs. 375 and above but below Rs. 425 2.00 3.00

Rs. 425 and above but below Rs. 475 2.30 3.45

Rs. 475 and above but below Rs. 525 2.60 3.90

Rs. 525 and above but below Rs. 575 2.90 4.35

Rs. 575 and above but below Rs. 625 3.25 4.85

Rs. 625 and above but below Rs. 675 3.55 5.30

Rs. 675 and above 3.85 '5.75

(ii) The upper pay limit upto which O.T.A. is admissible will be Rs. 750 p.m. in respect of those drawing
pay in the revised scales of pay.

(iii) In the case of those employees who have opted to remain on the pre-revised scales of pay, the term
‘emoluments’ will also include Interim Relief admissible to them.
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2. These orders take effect from Ist February, 1974. Claims for overtime allowance for the period
prior to 1-2-74 will bre regulated under the orders then existing on the basis of pay in the pre-revised
scales and other items of ‘¢emoluments’ admissible in conjunction therewith. Claims for the period
prior to 1-2-74 where already admitted otherwise than in accordance with these orders should be re-
adjusted according to these orders and arrears paid or recoveries effected, as the case may be.

(i) For the purposes of these orders, emoluments shall mean pay as defined in Fundamental Rule
9(21)(a) and all allowances excluding house rent allowance, children’s education allowance,
conveyance allowance, travelling or daily allowance, permanent travelling allowance and
clothing/uniform allowance.

18. Limits Regarding Grant of Overtime Allowance

Except in special circumstances, the total number of hours of overtime performed by an employee in a
calendar month will not exceed seventy. In exceptional cases, where this limit is exceeded, approval of
the Director General will be necessary.

19. Overtime Allowance in the Case of Earlier and Late Attendance

(i) Earlier attendance -

If an employee is required to attend office earlier than his prescribed hours of duty, he may be relieved of
his duty correspondingly early, but where this cannot be done, he may be paid overtime allowance. If
such an employee is also required to work beyond his term of duty on thatday, overtime allowance may
be allowed for the total period of overtime work performed before and after the prescribed hours of

work.
(ii) Late attendance:

If an employee comes late to his duty, with or without previous permission, on any day, and is required to
work beyond his term of duty on that day, the time by which he came late should be deducted in
calculating overtime provided that no overtime allowance shall be admissible if after such deduction the

period of overtime amounts to less than 30 minutes.
20, Overtime Allowance or Compensatory Leave for Work on Holiday and off Days

The grant of overtime allowance /compensatory leave to staff working on weekly off days or effective

holidays shall be regulated as follows:—
nal holidays and 6 effective holidays, overtime allowance at the

(i) For work done on the 3 Natio / .
cept when the employee himself desires to avail of compensatory

appropriate rate will be paid ex
leave in lieu of such work done on an effective holiday.

med on extra holidays declared as a result of a demise of a
Vice-President, and Prime Minister of India either in the shape
| be given to shift duty staff, if they have been able to enjoy a total
national holidays during the year. Such special holidays
he year, but it will not have the effect of increasing the

(it) No compensation for duty perfor
dignitary other than the President,
of O.T.A. or compensatory off wil
number of 9 effective holidays including 3
will be added to the list of holidays for t
number of effective holidays otherwise due.




209

21.

22.

e e
0) e frd womt TG B 9w Tes v i R R b mm

FRRPITTETE S T Rt 1 SR steevndt e < B o, i et 1 ande @ 30 e

AT 21 PAT AR @ WA § 79 30 fa Y srafy B w3 7w aF S v gear @ afr

FACATET @T TH A § G &l o6 IRTIE Sgeret X F & 190 aify & At @1 afz 3w
saty q& glaRe S FEl & ST Ahd @ A guiEd X X guEMie W fear smom o
FIATTATEE T TG A GO 81 o6 Iuda fretea srafy # of gfeaxs ot 780 & o1 gt aor 5@
wafy & gAIia & 99 ot gRamafc wor far s g 2

(4) e T =T T Areafesd Wi aret R s fow qe @l O e St @ A A &Y s R B
A U o &1 G s fear svoawar @)

(5) afe frdfy o=l H SuS ArATiesd AAHY B o, F & qraTr 0T § afye w1 F B Far
AT @ A Y AT F Aty @ aae Ihaq<e sraerer foar wie ) sfvRa awa 9% o e
& fau, arafes wgt aret feq i e @ g fad S e aearaft wo e gwaEf war

femr ST .
(6) TEAGRX FAT F AT FQ GHA W 9 B (0 qredd A o war qww wer faan smo

(7) SRIITF At U T T PR AF Tl @ I U IR & o & arfes wferawes @t 78 4 s

T F AT FHATAT T TFT TT A9 F1d & 99w I AUarare war ratareaa et
< famr o
(1) W& AT Teb FHATY P FHAIR 77 e, S fep qarafx wrl &7 e, T & €0 9T, 9
fer smar 2
(%) =T aréf § 3q =7 Afererdy e AT & A

(@) s ot =Tl Y, 2T @ O T B X, I ey ey pratora @ A avarg o R ST
2 A I FATAT I A I AT I | el FE I AP N, 7 P A s ayefreey
FHATY P AT B FTH T AT AT €, 3T q€ Aot feraprdy & a1 9 qwaraix wew
HYT F # 7 e 78 & ot & fey i 9 Hearery dteq 9T e Frafearersy # o e
TEq 2 Forad g sraran s feeer afdfeafaat # ware @ qerivafk e @ fog Qe mar ov st sy
IR A FIiArEAs H e I oA S|

(2) "wENfC srEfy @ T FQ@ AE, A X o FE B wer R
fafaer

(1) WWW@WMﬂ%%W@WMmWWW&WﬂHﬁM
ST ﬁmﬂqaﬂmmaﬁﬁwqﬁmwmﬁsmmmmmﬁwﬂ
fep T ittt v sy ot e ot g afe w30 P Y sty & o A @) wER B oy
#, oW gwaei sty @ freeaw ad ww q@ A R wmy

() e B FHAY TEER TTd B Frge FEmEr qaT
& & e o) T TR FHHAT AT FF I qly oA

(®) mﬁﬁ%ﬁmﬁwq@ﬁﬁm%ﬁ%m,hm&a@,%q@%

(@) xW%@WﬁWﬁw,meW/ﬂhsz%ﬂm,

O s

N




- —————

AIR MANUAL 209

(iii)

(iv)

(v)

(vi)

When an employee is required to perform duty on a day which is normally his off-day, he will, as a
rule, be granted a day’s compensatory leave within 30 days from the day on which the said duty is
performed. Only in exceptional circumstances, this period of 30 days may be extended by one
month where the Head of Office is personally satisfied that the grant of compensatory off would
cause serious dislocation of work. If compensatory leave is not given during the said period,
overtime allowance will be paid at the appropriate rate. Overtime allowance may be paid even
without waiting for the expiry of the above mentioned period if the Head of Office is satisfied that it
would not be possible to grant compensatory leave for such duty within the period stipulated above.

If an employee is required to work for half the term of duty on a weekly off day, 2 such half days
shall be taken as equivalent to one full day for the purpose of grant of compensatory leave.

If an employee is required to work for a period in excess of his daily prescribed hours of work on a
weekly off day, he may be allowed a day’s compensatory leave in lieu of full days work and paid
overtime allowance at weekly off rates for the excess time put in by him.

In calculating overtime allowance, the actual time taken for lunch break should be deducted.

(vii) There is no limit to the compensatory leave that may be accumulated by an employee but not more

21.

than 2 days compensatory leave may be allowed to be availed off at a time.

0O.T.A. for overtime work while on Tour

Employees performing overtime work on tour will be given overtime allowance subject to the following
conditions:-

(1)

(i)
22.

An employee would be entitled to overtime allowance on tour, provided overtime work is ordered
on the spot (a) by his superior official in the tour party; or (b) where an employee on tour is attached
to a local office at his tour station, by the Head of Office at the tour station. Where the superior
official, who orders his subordinate official on tour to perform work is a non-gazetted officer, or is
ordinarily not competent to authorise O.T.A. he shall, on return to headquarters, submit a report to
his head of Office explaining the circumstances necessitating the detaining of staff on overtime
duty, and seek his approval.

For purpose of calculation of overtime, the time spent in travel shall be excluded.

Miscellaneous

(1) Overtime work done by an employee for less than 30 minutes on any working day shall be ignored.

The full amount of overtime work performed shall be recorded to the nearest 5 minutes, except that
in respect of overtime work performed on a working day, it shall be so recorded only if it is not less
than 30 minutes. At the end of the month, the total period of overtime shall be rounded off to the
nearest half an hour.

(i1) An employee will be deemed to have performed his normal hours of duty for the purpose of

computation of O.T. duty.

(a) during the period he avails himself of leave including casual leave, prescribed holidays,
compensatory leave in lieu of weekly off;

(b) during the period spent on joining time/transit time on transfer from one office to another;
and



210

A3)
)

&)
(6)

Q)

(8)

JTFETTET fraw o

(1) ol e &9 o Y & W

fpdr =T # T S arer gEAy W Meeaw 5 89 aw P o

1 H ATl AU G Aqer- 111 7 U 70 w1 § g g/ 97 fean smowm (e 59 faer @
Y AT S fed qeeErd FHEmE @ fear e aren gwate s g fear w2

(afefiee-4) & o § U qwATAfe WA H AHEST @1 AWM qF FA aoaraie Frf @ T &
I 2 99 9 # daee # gfafe & s

I T GLHT HHATY Bt I9 10 Fobg 10 qwarafy ok & fog quaafe s fear srar @ @ S99 s
F & fora RpdY sr=r webTe o1 afeatire A€l faam o, =R 9w aed IR @ €9 H & a1 yaws
W B A1 BE AT FHT H V| A WL, ATE P13 ey A0 far Sfan @ A awarie s g e
fepar smEAm)

= AR B FAA F2U A AT FHAALE S BT TH AT 9(9) # favta ‘AT’ Fiied fpar S
T 39 TF. AL, 9(21)ﬁtf?<mﬁm”éa’«r”ammm%ﬁwﬁvﬁ%s@w$ﬁm“&w"a
AT ST

THAME 9o @ farer wifges ALY 9% FATT S0 | qATT <t & 7 F4H, foe T6qa 3 6 i B 3773
fraer fe sd )

23, ¥ smeT ITHE Ay 3§ Sfewterd qull AT @ FHAET T AT S| F AL A T @ T FHAAT T
AN TR E

(STPErepTX « AT ST FEIOT /AT I 9. 12(1)/ 74-0(T) Feaieb 31.12.73, 4/ 6/ 74-T VS it feeAter 7.9.74, 4/ 1/ 75 QU St famia 31.7.75,

A 4/6/74-T wvE SN feATE 5.4.76)

Iogra ¥ 12 % fag g st F A # wwsdraw

&.

L.

g I35 T fawy TS

Ipfa 4 3 # few U osmeedt @ siada fae g 2 # & wE et B qa e feem, e

FHaTTE # fre F@rE @ w9 A awied FHA B e g w@E T

fpar mar @ w0 I AAfvead w9 AT ST 98 98 a9 fqa® a8 smar

T fyrde Tod 9X @ WU, 9% F 2 & 3 ® an afe iy dwew

Ffad, TaieT a1 wefem e 9T ¥ Ff N gepta TAr B

e & 2 5 et X fode & @ SEa T
TS @ A1 T @l Pad gaew Rwe
A W T @ Q. FJfE ITH
T IedE U 3 H omEr 21

e, TR, AR SR =ehe e T Soft FHEtE (e J@ foge

aife o G F A H Th AqT T W AN TE B BTH)

AT AT @, @ T EO &Y F APER N A | B U

R TqTE fae fowe gl w@w FeT WY R I7 A-Rree gqd@

# aiffeq fear w2, 979 s& @ F H e arer aRgafe T

Teq WX e &1 FH o o fer sm@ o1 v uw few @ wiooeE

qepar 21 FqepreT fear s g9 d@ef # uF
fer & g F gHATY B T

- . .



AIR MANUAL

(c) during the period spent for appearing in departmental examination.
(iii) The overtime allowance payable to an employee shall be calculated to the nearest multiple of 5

paise.
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(iv) A certificate to be signed by the Drawing Officer in form (Annexure-111) shall be attached to the bill
in which overtime is drawn in respect of each Government servant to whom the overtime allowance

is payable.

(v) A register of overtime work shall be maintained in form (Annexure 1V) in which entries shall be

made as and when overtime is authorised.

(vi) Where overtime allowance is payable to a Government servant for the overtime work performed by
him, he shall not be entitled to receive any other remuneration, whether in the form of conveyance
charges or compensatory leave or otherwise in respect of such overtime work. Similarly no
overtime allowance will be drawn if any other benefits in connection with the overtime work have

been granted.

(vii) The overtime allowance payable under these orders shall be classified as “Honorarium” under
F.R.9(9) and shall not be treated as ‘Pay’ as defined in F.R.9(21) or for the purpose of the

Supplementary rules.

(viii) The overtime allowance bill shall be prepared monthly. All claims for overtime allowance should be

settled within 6 weeks of their submission.

23. These orders are applicable to all categories of employees enumerated above in paragraph 3, other

than employees engaged on contract.

(Authority:—Min. of 1&B. letter No. 12(1)/74-B(A) dated 31-12-73, 4/6/74-A&G dated 7-9-74, 4/1/75-A&G dated 31-7-75

and 4/6/74-A&G dated 5-4-76.

Clarification on orders contained in Para 12 above

Sl
No. Points raised

Clarification

1. Whether those who have been categorised as shift duty
staff in para 3 above orders need necessarily be given
shift duty irrespective of whether they are attached
to office, transmitter or studio etc.

2. Since sweeper, mali, and chowkidar are treated alike
in respect to admissibility of holidays whether farash,
sweeper and peon who have been categorised as shift
duty staff can perform duty in place of chowkidar when
needed.

Unless conditions in paragraph 2 are satisfied, a
person can not be treated as on shift duty even
though the category to which he belongs is listed
in paragraph 3 mentioned above. Where in an
organisation, the nature of work is such that
performance of shift duty is not required, persons
need not be placed on shift duty merely for the
reason that the category to which they belong are
listed in paragraph 3.

Class 1V staff other than those on actual shift

duty may be asked to perform duties of Chowkidars

and allowed either OTA at the rates applicable to
non-shift duty staff or given a compensatory day
off. The question of holiday enttitlement is not
quite relevant in this context.
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3.

Whether gazetted staff on shifts in NSD, AIR stations/
Officers who have not been brought under the perview
day in the week and also be allowed compensatory
leave etc. in lieu of holidays including Second Saturdays
as they have to perform duties on Sundays, closed
holidays and Second Saturdays.

How the grant of casual leave, holidays and , (1)
O.T.A. to an official is to be regulated when that

official is shifted from “shift duty” to

“general duty” or vice versa during the

course of a calendar year.

(i)

(iii)

211

Duty hours, holidays etc. of Gazetted Shift duty Staff will bz
regulated by separate orders to be issued in this regard. Till
then, the orders contained in the Ministry of 1&B letter No.

4/2/63-A&G dt. 8.9.1969 will remain in force in respect of
them.

In so far as O.T.A. payments are concerned, the
position clearly is that OTA payments would be
made at the rate applicable to shift duty staff

only for that period when the official concerned
actually performs “shift duty” as defined in
Paragraph 2 above. O.T.A. payments for duty other
than shift duty will be made at the rates

applicable to the general staff.

As regards casual leave entitlement will be worked
out pro rata @ 15 days a year for the period )
for which shift duty has been performed. and @ 12
days a year for the remaining period. In those cases
where shift duty was performed in the earlier part
of the year and casual leave has been availed for
during that part for a period in excess of the
entitlement as worked out above, no casual leave
will be allowed during the part of year when ’
general duty is performed.

As regards holidays, the general rule would be
that during the period when an official is not on
shift duty, he may avail himself of holidays as
admissible to general staff. For the period spent
on shift duty, holiday entitlement may be worked
out @ 6 holidays a year. Where, however, shift
duty has been performed in the carlier part of the
year and, during that part a large number of
holidays (excluding the 3 national holidays) has
been availed of than the number due pro rata,
the official concerned need not forego any holidays
on this score during the period of general duty.
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(iv) To avoid complications it is suggested that frequent
changes in the nature of duty of staff may not be
made. Those placed on “general”/“shift duty”
may be continued as such for a year so as not to
disturb their annual entitlement to leave and
holiday.

(Authority: DG, AIR, Memo. No. 4/3/74-A&G dated 2-7-74 and 4-9-74)
24. Fixation of Duty hours of Security Guards (Chowkidars)

It has been decided that until further orders those Security Guards (Chowkidars) who are at present
performing duties in excess of 8 hours per day may be paid Over Time Allowance in the light of general
orders of the Government. They will be paid OTA at rates as applicable to Non-Shift duty staff and they
are to be treated for all purposes as general staff for payment of Over Time Allowance.

(Authority: DG AIR Memo. No.4/11/72-A&G (Pt) dated 28.4.74 & No.4/23/81-A&G, dated 25.2.82)

25. Expenditure involved in providing Food etc. to Staff detained on Overtime duty during
Bandh, Emergency etc.

On some occasions when members of staff are/ were required to stay on duty in office on account of
Bandh, emergencies etc. in public interest they are/ were not only paid O.T.A. for extra duty performed
but are/ were also provided free supply of foodstuffs etc. The matter has been examined in the Ministry
of 1&B and Finance and it has been clarified that incase where O.T.A. is claimed, free supply of
foodstuffs like tea, milk, biscuits etc. is not admissible and the expenditure incurred on foodstuffs on
such occasions should be adjusted against the individual claim for overtime allowance.

(Authority—DG, AIR Memo. No. D-13023/9/73-A&G dated 5.3.1974).

26. Economy in expenditure on overtime allowance.

The following instructions should be followed to achieve maximum economy in expenditure on OTA
payments:—

(a) Special care should be taken by Supervisory staff to see that the working hours are put to full and
effective use by the staff below them. As a rule it should be possible to complete a days work during
office hours and staff should not have to be detained beyond office hours. Only in very Special
circumstances in the case of real need if necessary a few persons may be detained for work which
cannot be postponed to the next working day. On such occasions OTA will be paid only if prior
approval of Head of office has been obtained.

(b) Non-shift duty staff required to attend office on Sunday and holidays invariably be granted
compensatory leave instead of OTA. The OTA in such cases is payable with proper justification and
prior approval of the Directorate.

(c) The present practice of detaining peon and Class 1V staff after office hours will be discontinued.

(d) No OTA will be admissible to the personal staff attached to Senior Officers. The duty hours of the
staff attached to Senior Officer should be so adjusted that only those not entitled to OTA are
detained outside office hours.

(¢) Duty hours of car driver and other operational Staff should be so phased that work outside office
hours can be carried on without payment of OTA to the maximum feasible extent.

(Authority: DG AIR Memo. N0.20(2)/75-Cash dated 8.10.75 and 29.12.75 and No0.4(42/76-A&G dated 1.4.77)
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27.

(M

2

3)

C))

Overtime allowance to Central Govt. Employees as per report of 4th Pay Commission

Discontinuance of the present Schemes for grant of OT allowance to Central Government
employees has been recommended by the 4th Pay Commission as contained in para 26.11 of
Chapter 26 of their report. The Government has accepted this recommendation. The modilities of
implementation of this recommendation are being separately worked out and final orders in this
regard will be issued after the details are worked out by the Government.

In the meantime Ministries/ Departments are advised to arrange their work in all offices in such a
way as to finish it during the normal working hours. A new work culture has to be evolved in each
office so as to obtain the optimum utilisation of the office time and standards of supervision should
be tightened to fulfil this objective. “

Inspite of all measures taken to reorganise the work schedule as above, there may be cases of work
on holidays and beyond office hours. The Goverment employees should normally be allowed
compensatory off days.

In exceptional cases where compensatory off day cannot be given, compensation for the extra work
beyond the prescribed working hours may be made to them under the existing orders as over time
allowance on the basis of notional pay admissible to the concerned Government employees in the
pre-revised scales of pay/pay slabs and subject to the same terms and conditions as laid down in the
existing orders.

(Authority: Ministry of Personnel, Public Grievances and Pensions (Department of Personnel and Training O.M. No.
15012/3/86-Estt. (Allowances) dated 13.11.86 copy circulated vide DG AIR Memo. No.9/20/86-Scor, dated 26.11.86.)
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ANNEXURE I
(See Paragraph 7)
CERTIFICATE

Certified
Certifisc ,tnl:; it:c:hci}so;;;nmex/nt servant/ Government servants in whose case the overtime allowance has
was/were required under specific ord i i
been clain . er to sit late in office after havi i
o ;pﬁrp:;icnbe;i hours on ...oceevvvnennee. attend office on ................. Sunday /:Iv:llifl: utf or
gent work which, in public interest, could not be postponed till the next workingydaor
y.

i the ratespecfiednthe Government

EII(B)/65 dated 31-12-1965.

il inaccordance W

Certified that the amount claimed in tl\;s
orandum No.F.9(15)-

of India, Ministry of Finance Office Mem
concerned did not receive any other remuneration/

Government servant(s)
he performance of that overtime work.

Also certified that the
leave for t

conveyance charge or compensatory
Signature of Drawing Officer

(Model form 52 of House keeping jobs)
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ANNEXURE II
4 : (See Paragraph 8)
OVERTIME REGISTER

~ Section/Officer to whom attached .............ccvvvevennn Month ............ 19
Name PRP Emolu- Hours of Hours  Time Nature Amount For use in
and No. ments overtime work of over- spent of work of OTA Cash Section
Designation DA pay authorised time on lunch perfor- claimed
- CCA work on Sun- med and Amount Initials of
Spl.or *Date From To done days and why it allowed
personal Hrs. holidays could not Checker Bill
pay, Mts. Hrs. be done Clerk,
if any Mts. during
. office
’ hrs. Rs.P. Rs.P.
1 2 3 4 5 6 7 8 9 10 11 12 13

Signature of Competent Authority
Designation .........coevveeeenns

*  If the day for which O.T.A. is claimed is a Sunday or a closed holiday, the fact should be specified in this column below the date.
@ (i) The total allowance claimed by Staff other than personal staff should not exceed 33-1/3% of emoluments (Col.3).
(i) The maximum ceiling for personal staff is 50% of emoluments but claim exceeding 33-1/3% of emoluments should be supported by a
certificate, given below, from the officer concerned. Claims for O.T.A. for more than 10 days should be countersigned by Joint Secretary
concerned.

Certificate to be given by the officer concerned in case of personal staff claiming overtime Allowance exceeding the ceiling of
33-1/3%.

Certified that I have satisfied myself that the overtime work performed by Shri .................... necessitating the payment of
overtime Allowance in excess of 33-1/3% was necessary in public interest.

Signature ......ciiiiiiiiisiiiienaes ceees
Designation ........ccooeuiveiiieennanans
Signature of J.S. concerned.

To be given in case of
claims exceeding 10 days

7
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Allowance exceeding the ceiling of 33-1/3%.
necessitating the payment of
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Certificate to be
d that I have satisfied myself that the overtime work performed by Shri

given by the officer concerned in case of personal staff claiming Overtime

Certifie
Overtime Allowance in excess of 33-1/3% was necessary in public interest.
To be given in case of SIGNALUTE «.vvveeerrnneeesnnees
claims exceeding 10 days Countersigned by DeSigNation .. ..vvvnernrrnssnsetess
Signature of J.S. concerned . ....eevi e
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AIR MANUAL
ANNEXURE-III

(See Paragraph 22(iv)

FORM OF CLAIM OF OVERTIME ALLOWANCE AND CERTIFICATE TO BE
RECORDED THEREON

R (Name and Designation)
was on duty for the period mentioned below against each date outside office hours/on Weekly
off/ Holidays for official work.

Whether Period Actual time
Working day From To Time charged Rate of Amount
Date or holiday after deducting the per hour Claimed

time by which
the official came
late etc.

2. My pay and allowances during the period were as under:

Pay Rs. D.A. Rs. C.C.A Rs. Total Rs.
Station: Signature of the Government Servant
Dated: Section ....ooviiiiii i

Certificate for staying overtime

1. Certifiedthat Shri................... was required under specific orders to attend office earlier
than the prescribed hours or to sit late in office after having put in full days work/attend office on
Weekly off/ Holiday and detained for the period mentioned above against each date, for disposal of
urgent work which, in the public interest, could not be postponed till the next working day.

2. Certified that the amount claimed in this bill is in accordance with the rates specified in paragraph
17 of the Ministry of I&B. letter No. 12(1)/74-B(A), dt. 31-12-1973. Wherever approval of Director
General, All India Radio, was necessary in terms of para 18 of said letter, it was obtained.

3. Certified that the Government servant concerned did not receive any other remuneration/
conveyance charge or compensatory leave for the performance of that overtime work.

4.  Certified that the contents of the claim have been verified with reference to the entries in the register
prescribed.
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AIR MANUAL

ANNEXURE IV

(See Paragraph 22(iv)

REGISTER OF OVERTIME ALLOWANCE

Name of the Government Servant:

218

Designation:
Emolumens:
Month Normal Actual duty  Deduction Duration of Progressive Work done Amount of Signature
and date duty hours performed for late actual total of hours  during overtime of competent
attendance overtime of overtime overtime allowance  authority
From To From To etc. performed work done hours and the payable
during the reasons why
month it could not
be done
during normal
hours of work
1 2 3 4 5 6 7 8 9
Hrs. Mts Hrs. Mts.




