\¥

TYPES OF MANPOWER REGUIRED FOR A PROJECT

While preparing the detailed project report, the entrepreneur myg
have made a detail analysis of the manpower'required for his pmject He
has to make a detail estlmate of the quality, quantity and the types of
manpower requlred for runmng his project. So while going through the
actual execution of the project, he has to make a detail study of manpower
requirement of his project. For this reason, he has to make a proper job
‘analysis, Job description, and job specification. Accordingly the entrepreneur
has to forecast the manpower needs of his project. While doing so the
entrepreneur has to take into account the number of posts created in the
organisation structure. How much managerial, how much operational,
how much clerical, how much skilled, how much unskilled and how much
allied persons are required should be calculated properly. A precise division,
grouping and distribution of work is essential for this purpose. The detail
study of the organisation structure shall be helpful to do this.

The entire work of the project should be suitably divided into various
departments, divisions, sections and jobs and manpower requirement
should be based on that. While deciding the manpower requirement,
the jobs, duration of employment, work load, efficiency and financial
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Différent sources of Recruitment

The sources of recruitment may be broadly divided int, two
categories, such as; internal sources and external sources, Interna]
sources includes—transfer, promotion and own training centers. Ex
-sources include—advertisement, campus interview, wallk-in-intewiew1
employment fair or job mela, consultancy organizations, employmeyy
exchanges, direct recruitment, unsolicited applicationg,

recommendations, labour contractors, placement cell/employmens
bureau, other similar organizations, etc. o

tEI‘I]a}

(lr_\jtérnal Sources _.—

(a) Transfer. Under this system, recruitment is made by
transferring empluyees from one post to another, The employer makes

a search effort among its employees and the eligible/capable/suitable
individuals are shifted from their posts to other posts or new posts and

the process is called transfer. Transfer usually does not involve any
extra financial benefits to an employee. Employees are simply shifted
from one job to another or one place to another for administrative
convenience. The nature of duties, responsibilities', status, ete. of the
employees usually does not change and remains same in case of a transfe"

The new post or jobis usually similar in nature. This is an easier method
. i i i i
of recruitment to solve/§ome immediate problems.

(b) Promotior. Under this System, positions or posts are filled "/
by upgrading persons to higher status by offering them promotions {0
higher posts. Here, there is a change in the nature of duti®®
responsibilities, status, rémuneration, privileges, ete. It is a pmce_sso
filling vacancies of higher posts by individuals from lower grade to high&:
grade from within the organization. It ig 4 sort of career advancen?

!
PSS

Scanned with CamScanner



;[mpowm MANAGEMENT

for an employee. Promotions are usya]]
both. It may be time bound o
offers a scope for self-development fo, an employe
(¢) Own Training Centerg Al .
2 - -Alargen ) 1zat]

0p91"led tl;ﬁlr 'i’Wn training centers wmséﬁﬁ :i:ff::;ﬁ??: hai::
}?asls to :1:;:;(? Sklllgd manpower as per their own need so thatg&ey
danl bel i-ec ?S E;n When they are required. They provide both theory
as-well as practical skill to the trainees for a definite period of time.
Under this system, fresh students are sele

) ; cted and are given training in |
various k}llsj Some of the successful trainees are absorbed by the |
organization itself and some find employment elsewhere. Such training |

centers AR QWi d and managed by the employer and are provided the |
entire required infrastructure. |

External Sources

(a) Advertisement. Under this system, applications are invited
from eligible candidates for different pots through open advertisement
in news papers, magazines, radios, TVs, etc. Such practices are common _
by big organizations while recruiting for higher posts or post with higher
skills or when the number of post is large. Such advertisements are
drafted carefully to create interest in the eligible candidates. This type
of advertisements reaches a large number of people spread over a large
area. This type of advertisement is essential when the management is
interested to select the best talent from a large number of applicants.
But this process is costly as well as time consuming.

. (b) Campus Interview. Now 2 days re_crui-ters. go .to different
technical, professional, management and allied institutions for the
purpose of selecting young and fresh talent for their manpower
requirement. They conduct tests, interview, etc. for the ﬁn.al year
students or just passed out students and offer them placement in their
organization’) The placement cells Qf such lI?StltutleHS: PTPﬂde all
Necessary help to conduct test, interviews, etc. in th{? institution 1tsg}f,
Such selected candidates re usually appointed as trainees for a deﬁmtg
Period and after successful completion of their training/probation, poste

O appointed as regular employges.
) Walk.in.glnterview. It has become a fashion todag cfitgezlzs
®mployers to organize walk-in-interviews at different togntznelig'i kb
'®Cruit manpower for their organizations. The venué al r;ews -paper
Uriteria and other formalities are advertised in the locfzction e )
sarlier and the applicants come to the centers to face these R
ere is no need of prior applications or inf(.)rr.natlo
€Y simply bring their bio-data and submit just P
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Such interviews are usually conducted in big hotels or gt Promj,

e be available at very short nat: e
places where such facilities czarnm':luirement at beySOIVednﬂtICe. Under
this system urgent manpowe s .

(d) Employment fair/qu MelaL'It has become a fashiop todayiu
organize employment fair or job mela at important places for the pury
of attracting large number of applicants for tbe purpose of recruitmg,
A number of employers or consultants combined toge.ther Organize th,
fair in important cities and towns giving wide publicity to the event,
attract a large numbers of job seekers. The employers/consultants open
stalls inside the mela where they display their requirement, Eligibly
interested candidates come and approach the stall to make queries aby
the vacancies. They submit their bio-data at the stall and after preliminary
screening they may be called for interview at a specified place and tim
where the recruitment process is carried on.

(e) Employment consultant. Consultancy organizationg
providing manpower solutions are larger in number and provide
specialized services to the employers by providing appropriate manpower
as per their need. They remain in touch with number of organizations
to collect their orders for manpower supply. They also remain in touch
with various sources of different types of manpower. They advertise
conduct tests and interviews to select the appropriate candidates and
submit the list of selected candidates to the employers for issue of
appointment letters. They are professionals in this field and perform
their jobs with perfection for which they charge certain fees from the
employer for the service. Employers are usually not skilled in the art of
recruitment and selection and as g result there may be wrong selection.
They also do not have much time for this job hence take the services of
the professional organizations to select manpower for their oWP
requirement. This type of recruitment is usually done for skilled
obs.

and employers can readily get the information about various types °

manpowerjIn some cases Tecruitment through employment exchang®
is compulsory. The emplOﬁHent exchange does not charge any fees to
the employers or to the job seekersg Recryj g i

employers.

LN
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) Direct Recruitment. Under this system the employer notifie
erQQUire_ment of manpower in its notice board which is usually at thz

gate. Iptﬁresgeq applicant report at the venue at the specified
o for selection;This is an old method of recruitment usually adopted
the purpose of recruitment of non skilled casual workers.

(h) Unsol-icited Applications. Many candidates submit
jplication fOl' f_llfferent post at different times even if there is vacancy
the organization. The personnel department usually maintains record
such applications Such applicants can be called in for the purpose of
ijtment whenever there is vacancy in the organization. This is a

mmon practice in almost all organizations in private sector.

(0) Recommendation. Sometimes appointments are made based
. the recommendations made by committees, important persons,
-.nds and relatives, employees, retired employees, government (for
d outstees or displaced persons) and others, provided such persons
¢ qualified for the posts and possess the right skill required for the

B
S
<

s available.
(j) Labour Contractor. Large scale industries usually require a
ge number of unskilled workers but do not appoint them rather they
e their services through labour contractors. The labour contractors
pply such unskilled workers in sufficient numbers as and when required. )
e contractors appoint them and make their pay roll. Such contractors
ke payments to the workers at their own rate agreed and collect the
yment from the organization at timely intervals. They re usu ally

ristered contractors with the organization.
(k) Placement cel/Employment Bureau of Universities and
itutes. Different universities, professional institutions and other

ademic institutions maintain records of their passed out students. This
‘htained by the placement cell or employment

the purpose of arranging jobs for the passed
touch with various employers and send

e bio-data of the students for the purpose of recruitment. Employers
h institutes to collect

50 take advantage of the facilities provided by suc
formation about different candidates for different posts.

(I) Other Similar Organizatiéns;%n organization does not run
3f“fith fresher, they also require some experienced peoplfe to run thi
Siness. Such experienced people are usually employed in differer

Sanizations, So, for the recruitment of experienced pqrsons one ha‘: ;g
pend on the similar organizations, competitors, suppliers, dealersh °
| ienced persons. Oneé has to attract thos

ganizations py offering better

jzation
ete. In this * % ganizations-

from differe?

eau created specifically for
t students. They remain in

erienced persons of other or
. Uneration, facilities, perquisites,
get skilled and experienced persons

Scanned With .

— - i

4
e —— T ]

|

L
o e

canner



SEVECTION

1/ Selection should not be viewed as a process of rejection. Sele(;tlon
is usually understood to be the process of choosing an alternative 1rom
the alternation available. But, so far human resource mangggment is
concerned, selection refers to the process of attracting e11g1b1e.and
prospective candidates for an organisation. This 18 most of the times
confused with recruitment. Recruitment is a method or tool to choc')se ‘
the right persons for the right posts. But, selection is 2 system which
includes recruitment in its field and hence recruitment is a sub-system
under it.

Selection is the process of finding out the perfect match between

the requirement of the jobs and the capabilities of the applicants. Selection
is possible only when there are alternatives. If no alternative is available
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one shall be forced to accept anyone available. Sglec}i;wn is a pry;
which is used as the identification of tool for p zjocurmgt')-ﬁr_nan TSourg, o
based on skill, knowledge, qualification, eprérleI;CE, E(l:h 21 ahine, tal‘%nt,e g
Different types of tools may be used for Se.] ¢ ot Ofcmgl'ff —— e
posts. The selection criteria shall be different for ci erent- Pisle B 1
characteristics required by a person to perform a specific joj ary ;i
determined and as far as practicable selection has to be madt? dep&ndmg | |
on such requirement. The selection criteljla has to be dgclded by the 5
Personnel Manager and should be best suited to the requirement, The p
selection process includes : : p.
(1) Inviting applications. ]
(2) Screening the applications received.
(3) Conducting tests, interviews, etc. 0 a
(4) Conducting physical and medical fitness examination. = - a
(6) Collecting references and checking the antecedents. i e
(6) Verifying the certificates. . b
(7) Issue of selection letters after final selection. N fi
Inviting Applications. The first step in the selection process is E:
toinvite applications from the eligible candidates. Application form may
be designed and supplied to the applicants on request or the proforma ef
may be advertised according to which the applicants shall apply. The =
main problem here is to design the proforma of application carefully so
that the application will reveal the necessary information which are K
essential for screening them. The format may be designed in sucha fi
manner that the applicants have to give the details of their education in
tralrlfxng, experience, age, family back ground, previous employment, 2
previous salangs, reasons for leaving the previous jobs, extra-curricular in
activities, hO}inIES, etc. The proforma may be designed depending on the -
post and the information required, L et
Screening the Applicati - a
received and allgche appﬁga;;i;lons. ; ey apphcatulms . ; 0;
S ay not be called for tests or interview
ome of the applicants mavy b =
Y be rejected at the application stage due® rn‘
any reasons. Hence, there is the need of - fit
of the applications received o making a Drelimary soree2i¥
€1ved. The main idea behind this sort of screen

may b}ei re_]e(}:::eg. For thls,.there may be a screening committee. Wh0 5 Us

togot rougf the application to sort out the most suitable appllcantsﬁ fay

to be called for further tests/mterwews The committee members ™ ery

a policy for screening the applications and accordingly make a list @ h an

applicants qualified in the pre] . oE JmAkea th

the applications to find out the - 27 SCreening. This needs analy E
€ applications to 1ind out the reasong for selection or rejection
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Conducting Tests/Interviews; A g ;

Jer, the short-listed applicants fter the preliminary screening

is 0 ; , may be called for employment tests
‘ include a writte o o P ; ploy g
which may itten Cxamination, interview, group-discussion,

otc. t0 test the _Sk_lu’ intelligence_ knowledge, aptitude, personality ete.
fhereared varieties of tests to examine the specific qual’ities and abilities
fthe applicants. Such tests may be designed depending on the type of

rson required for specific post. The questions in the written examination
g5 well as interview should be designed in such a manner that the
3pplical‘lt5 e be evaluated from all possible angles to make the selection
process scientific. Different types of testing tools may be used to examine
the applicants.

Usually the applicants found suitable in the written examinations
arecalled for interviews, because conducting interviews is a time-taking
affair. So, only a limited number of successful candidates of the written
examination may be called for interview. Interview may be of two types
ie, interview by a committee and interview by an export in the relevant
field. The purpose of both the interviews should be to select the best
suited applicant for the post. As far as practicable such interviews should
be conducted only by professionals who have adequate knowledge and
experience in such art. The interviewer shall make a list of the suitable
candidates for the post in order of their merit.

 Conducting Physical and Medical Fitness Tests. All the
tandidates qualified in the interviews should be called for a test of physical
fitness to be conducted by a group of experts. The physical tests may
include running, swimming, jumping, driving, cycling, ete. The physical
amination may depend on the nature of job to be handled by the
Individual. Apart from the physical test, there may be a medical
&amination of the candidates to check the eye sight, ears, heart, kidney,
tc. to ensure that there is no organic disease or invalidity in the candidate
d s otherwise suitable for the post. Such tests may be done by a team
" doctorg belonging to different specialized fields. The purpose .of the
Medical test is to handle the job efficiently and ensure that the candidate’s

ess meets the job requirement.
" Collecting References and Checking t_he Antecedents. z.'ifter
*Medica] and physical tests are over, there is the n_eed of making a
Dlection ofinformation about the candidate from the list of references.
f:llal]y, the applicants give the names of those persons who will give
er]‘;tmralble report. Apart from that the employer may write to the former
anp oYer of the applicant, to the institution where he was readmg or1 to
thg Other person who might be knowing the person well._'I‘herg is a ﬁo
feed of checking the past records of the applicant including the
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reports of the local police stations where he had been 8tay!

past. Now-a-days private detective agencies perform these t?png in ﬂh
on payment of some remuneration or fees. 8 of

80
oy
Verifying the Certificates. After all the aboye Processog g,
the applicant may be called once again with hig original cgpy; N € 0y,
the purpose of verification to see that the certific

Cataq .’
voat v ates ['urnishgmlrur
authentic. If required the authorities issuing

referred to.

such certificateg mayag
Issue of Selection Letter after Final Selection. A]] the

candidates are to be ranked in order of their merit anq final

may be made dependin gon the number of posts lying vacant, APDOintmenu

selection letters may be issued to the successful applicants ip orderf

their rank and may be given a time limit to report for joining, If any

candidate fails to turn up, the next rank-holder may be issued selectiog

letter. It is not a guarantee that the persons issued selection Jettey

may ultimately join the organisation because by that time he or gh

might have got better opportunities. So the merit |ist prepared shall bk
helpful to issue selection letters to the next best candidates,

NING

Training is a learning process which imparts skill, knowledg,

itude, behaviour, ete. to an individual to make the performance of

SUccessﬁ,J
Selectig,

defined as the process of learnin
Training is essential before a pers

need of providing

e
assigning them any activities. Training helps the employees to enhd?

: g . x the
their efficiencies to contribute more towards the achievement of
goal of the enterprise.

Ll
. . - P
II AT 1™ = -
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Training Methods

Training may be organised on the job or off the job. It may be
theoretical as well as practical. It may be done by external agencies or
by the internal trainers or experienced persons. There can be various
methods of training to be adopted which depend on the objectives of the
training, nature of training, type of trainees, cost of training, availability
of quality trainers, availability of training facilities, affordability of the
management, etc. There shall be different methods of training for
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executives, supervisors and workers. Diff(?rent methods of trainjp -
also be recommended for different types of jobs ha_ndled_by the_exewtiv y
supervisors, workers and others. When we speak of training, it jg USUaH;
confined to non-executives i.e., the Supervisorg and workers. The traiﬂing
to be given to the managers and executives are u_sually knowy
“Management Development Programmes : Training glven tg the
employees can be classified into three categories such as (i) O

. 25 0 On-thejy,
training, (ii) Off-the-job training, and (iii) Vestibule training.

On-the-job Training :

1. Under-studies. Under this method of training, the trainegj
placed under an experienced person as an assistant or sub-ordinate,
who is to acquire skill, knowledge, experience by doing the job undey
the direct supervision and guidance of the experienced person, This
process will enable the trainee to develop himself as a capable person
handle the jobs independently. Working under an experienced persg
will be a good learning process for a new person.

2. Coaching by Experts on the Jobs. Under this method the
trainees are taken to the spots where the works are being performed,
Different expert trainers of different jobs train the trainees the art of
performing the jobs. They demonstrate the jobs by performing themin
front of the trainees so that the trainees get the chance of learning on
the spots. The trainees are also given chances to handle the jobs
themselves. The trainees develop the art of doing things themselves
and this creates confidence in the trainees as well as the trainers. This
type of coaching by experts followed by handling the jobs by the trainees

themselves makes the training perfect and the trainees become capable
of performing the jobs independently.

3. Job Rotation. Under
opportunities of learning differen
are not specifically trained only
jobs on rotation basis so that the

this system, the trainees get the
t jobs during their employment. 'Ijhﬁf
for one Job but are trained on variou

i - . ‘nﬂ'
this type of training, trai®’”

. Ao
s either inside the Ol‘gams.atl ,

|
4
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- oractical classes. For such types of training, there may be the use of
odels, slides, overhead projectors, video, audio, films, computers, etc.
s the employees. lf’ersons_ training are usually experts and can
pandle lfarge group of tl‘alnr:zes at a time. Here, there is a good chance of
:teraction between the trainers and the trainees or among the trainees

themselves. This method is also known as lecture method.

9. Conference. Under this method of training, a small group of
{rainees are sglected. and they work together to train themselves. They
nake open discussion, exchange ideas and experience, share the
nowledge. They learn together to come to conclusions or for solutions

_ o different problems and develop new techniques, skill, etc. in them.
This type of t_raining is suitable for homogenous trainees preferably highly
qualified and matured trainees preferably supervisor level.

3. Written Instruction Method. Under this method, written or
printed training materials are supplied to the trainees. The trainees go
through the texts and learn the techniques, process, skill, etc. for
performing jobs. These types of written materials for training are quite
descriptive to answer any questions that may arise in the mind of the
trainees. Such study materials are useful immediately as well as in future
for reference of the trainees. Such written instructional books or booklets
may contain all the instructions for operating different machines, plants,
equipments, etc. and performing different jobs.

4. Institutional Training. There are specific institutions or
organisations for specific type of training else cannot be imparted else
where, They have the permanent infrastructure, experienced and up-
to-date trainers for the purpose of training. Such training courses are
conducted by them regularly. So persons requiring such types of training
may be sent to those specific centres or institutions to get such training. -
The training period may depend on the type of job to be handled. It is
difficult, costly as well as in-effective to train people by organising such
training independently for few people by the organisation. Such
Professional training institutions make research and development in
“nducting such training and their training is highly effective. They
“large some fees for conducting such training. For example, training
Pilots foy. aeroplanes, training nurses for hospitals, etc.

- L ] 12 B iz 2l e sdmas mua Al
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of Performance Appraisal

(1) It is useful to identif:

th ’ i
the area of training. T err:ployees Reed iy e o
9) It is needed to : .

(2) s c ed‘tp de_termu}e the salaries or wages if they are

sed on quality and quantity of works. "

3) P(?I‘f"ormance apprglisal is needed to identify the employees
eligible for promotions. |

4) It is u_seful to identify the strengths, weaknesses, merits,
demerits associated with employees.

(5) Itis an useful tool tolocate the employees suitable for reward
or punishment.

6) It helps the managementto fix targets, assign additional duties
and responsibilities or reduce the work burden on employees,
etc.

(7) It serves as a means for

self-development of the employees

because they are able to know their own weaknesses.
(8) It creates awareness in the employees because they know
that their performances are being monitored. This helps to
" achieve motivation to put their best.
(9) Performance appraisal is needed to make the workers,
supervisors, managers, sub-ordinates and others more
vigilant because some of them shall supervise and some of

. them will be supervised..
fer of employees from one post

(10) It is needed to decide the trans .
to another or from one place to another with proper
justification to promote and preserve efficiency.

(11) It helps the management to determine the training policy,
wage policy incentive plans, promotion policy and discipline

with in industry-
(12) Performance ap
planning.

praisal is needed for effective manpower

—
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HEALTH PROVISIONS

A numbe:r gf provisions have been made in the Factories Act 1948
s0 far the main ;nance of the health of the employers are concerned.
The employers have to make adequate arrangement to preserve and

promote the health of the_wr,?rkers working in the factory. The following
provisions have been made in this Act;

cleanliness : (Section-11)

(1) U'n_der this, every factory shall be kept clean and free froni
effluvia arising from any drain, privy or other nuisance and in particular :
(@) accum}llation of dirt and refuse shall be removed daily by
sweeping or by any other effective method from the floor and
benches of workrooms, and from staircases and passages, and
disposed of in suitable manner:

(b) the floor of every workroom shall be cleaned at least once every
week by washing, using disinfectant
some other effective method;

() where the floor is likely to become wet in course of any

manufacturing process to such extent as is capable of being

drained, effective means of drainage shall be provided and
maintained;

, where necessary, or by

(d) all inside walls and partition, all ceilings or tops of rooms and
all walls, sides and tops of passages and staircases shall

(i) where they are painted otherwise than with washable
water-paint or varnished, be repainted or re-varnished at
least once in every period of five years;

(-a) where they are painted with washable water-paint be
repainted with atleast one cost of such paint at least once
in every period of three years and washed at least once in
every period of six months;

(i) where they are painted or varnished or where they ha\.re
smooth impervious surfaces be cleaned at least once 1n
every period of fourteen months by such methods as may
be prescribed; o - |

' ] hed and the white

ii) 1 other case, be kept whitewashed .

a ilassill;liyng or colourwashing shall be carried out at least
once in every period of fourteen months;

: tallic framework
ndow frames and other or me 2wor!
ks iﬂdiﬁ;z;dsmn be kept painted or varnished and the painting
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or varnishing shall be carried out at least once every perjqq of
five years. _

(e) all dates on which the processes requ1r§d by Cli'luse (d) are
carried out shall be entered in the prescribed regls!:er,

The compound surrounding of every factory shall be maintained iy
a sanitary and clean condition, free from rb.lbblsh, filth or debris,

(2) If in view of the nature of the operations carried onin a factory o,
class or description of factories or any part of thg factory or clags o
description of factories, it is not possible for the occupier to comply with q)]
or any of the provisions of the sub-section (1), th-e State Governlment may
by order exempt such factory or class or descrlptlgn of facto?les or part
from any of the provisions of tlhat sub-section and specify alternative methods
for keeping the factory in a clean state.

Disposal of Wastes and Effluents : (Section—12)

(1) Effective arrangement'shall be made by every factory for the
treatment of wastes and effluents due to the manufacturing
process carried on therein, so as to render them innocuous, and .
for their disposal.

(2) The State Governmént may make rules prescribing the
arrangements to be made under sub-section (1) or requiring
that the arrangements made in accordance with sub-section
(1) shall be approved by such authority as may be prescribed.

Ventilation and Temperature : (Section—13) |
(1) Effective and suitable provision shall be made in every factory
for securing and maintaining in every workroom —
(@) adequate ventilation by the circulation of fresh air, and
(b) such a temperature as will secure the workers therein

reasonable conditions of comfort and prevent injury t

health; and in particular; )

(1) walls and roofs shall be of such materials and s
designed that such temperature shall not be exceeded
but kept as low as practicable;

(if) where the nature of the work carried on in the :
factories involves or is likely to involve, the production - |
of excessively high temperatures such adequate
measures as are practicable shall be taken to protect
the workers therefrom, by separating the proces

| which produces such temperatures from the

workroom by insulating the hot parts or by other
effective means.

5.
3 ﬂ“ Il A
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INDUSTRIAL LEGISLATION _

@ The State Government may prescribe a standard of adequate
ventllatlpn a nd reasonable temperature for and factory or class
or description of factories or parts thereof and direct that a
thermometer shall be provided and maintained in such place
and position as may be specified.

(3 Ifit appears to the State Government that in any factory or class
or description of factories excessively high temperatures can be
reduced by such methods as whitewashing, spraying, or
insulating and screening outside walls or roofs or windows, or by
raising the level of roof or by insulating the roof either by an air
space and double roof or by the use of insulating roof materials,
or by other methods, it may be prescribed such of these or other
methods as shall be adopted in the factory.

pustand Fume : (Section—14) _

(1) In every factory in which, by reason of the manufacturing
process carried on, there is given off any dust or fume or other
impurity of such a nature and to such an extent as is likely to
be injurious, or offensive to the workers employed therzin, or
any dust in substantial quantities, effective measures shall be
taken to prevent its inhalation and accumulation in any
workroom. and if any exhaust appliance 1s necessary for this
purpose, it shall be applied as near as possible to the point of
origin of the dust or fume or other impurity and such points
shall be enclosed so far as possible.

(2) In any factory no stationary internal combus‘tion engine Hh:}ll
be operated unless the exhaust is conducted Into the open air,
and no other internal combustion engine shall be opera ted in
any room uniess effective measures have been taken to prevent
such accumulation of fumes therefrom as are likely to be

injurious to workers employed in the room.

Artificial Humidification : (Section—1 5) o il
l ies 1 ] air is
(1) In respect of all factories in which the humidity ot the .
artificliJally increased, the State Gover.m}nent —may make rules:
(a) prescribing the -tandard of humidification ; = .
(b) regulating the methods used for artificially incrcasing
‘ the humidity of the air; o o
(¢) directing prescribed tests for 'det,errmnmg the ?udm-ldlty
of the air to be correctly carried out and recorced

(d) prescribing methods to be adopted for securing adequate

ventilation and cooling of the air and the workrooms.

=

————
S
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(2 In any factory, in which the humidity of the air ig artif
increased, the water used for the purpose shall he takep l}al]y |
a public supply, or other source of drinking water, g, Bhalrlﬂm ,
effectively purified before 1t 1s s0 used. b

(8) Ifit appears to an Inspector that tl}e water used inafac e
increasing humidity which is requlreq to be effectively Duﬁﬁm
under Section (2) is not effectively pl:ll'lfle(%, he may serve Ontﬁd
manager of the factory an order In Writing, specifyjn, the
measures which in his opinion should be adopted, and requin'nE
them to be carried out before specified date. 4

Overcrowding : (Section—16)
(1) No room in any factory should be overcrowded to an extent
- injurious to the health of the workers employed therein

(2) Without prejudice to the generality of Sub-section (1), there ghy]
be in every workroom of a factory in existence on the date of th,
commencement of this Act at least three hundred and fify
cubic feet and of a factory built after the commencement of
this Act at least five hundred cubic feet of space for every worker
employed therein, and for the purposes of this sub-section, no
account shall be taken of any space which is more than fifteen
feet above the level of the floor of the room. :

(3) If the Chief Inspector by order in writing so requires, there
shall be pasted in each workroom of a factory, a notice specifying
the maximum number of workers who may, in compliance with
the provisions of this section, be employed in the room.

(4) The Chief Inspector may, by order in writing exempt, subject
to such conditions, if any, as he may think fit to impose, any
worker from the provision of this Section if he is satisfied that
compliance therewith in respect of the room is unnecessary in
the interest of the health of the workers employed therein.

Lighting : (Section-17).

(1) Inevery part of a factory where workers are working or passing
there shall be provided and maintained sufficient and Suitab}e
lighting, natural or artificial or both.

(2) Ineveryfactory all glazed windows and skylights used for lighting
of the workroom shall be kept clean on both the inner and 0u%f

~ surfaces and, so far as compliance with the provision of any T =
made under sub-section (3) of Section (13) will allow, free from

obstruction. "

5 ys ¥ ;
(3) Inevery factory effective provisions shall, so far as is practios?®
be made for the prevention of — '

| .
o
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(@) glare, either directly from a source of light or by reflection
from a smooth or polished surface;
(b) the formation of shadows to such an extent as to cause eye
strain or the risk of an accident to any worker.
(4) The State Government may prescribe standards of sufficient and

suitable lighting for factories or for any class or description of
fartariaa ar far anv mannfactuirine nrocess.

Scanned with CamScanner



NDUSTRIAL LEGISLATION

- _ SAFETY PROVISIONS
fencing of Machinery : (Section-21)

(1) Inevery factory the following, namely —

T TR e st T Ml atd D s it S L LT i el 0L B o et et AT T

| () every moving part of a prime mover and every fly wheel

(%)
(uir)
(iv)

({:]onnected-to_ a prime mover, whether the prime mover or
y wheel is in the engine house or not :

the }?eadrac_e and tailrace of every water-wheel and water-
turbine; |

any part of a stock-bar which projects beyond the head stock
of a lathe; and

unless they are in such position or of such construction as to
be gafe to every person employed in the factory as they would
be if they were securely fenced, the following, namely, —

(a) every part of an electric generator, motor, or rotary
convertor, '

(b) every part of transmission machinery ; and
(c) every dangerous part of any other machinery ;

shall be securely fenced by safeguards of substantial construction which
- shall be constantly maintained and kept in position while the parts of
machinery they are fencing are in motion or in use :
Provided that for the purpose of determining whether any part of
machinery is in such position or is of such construction as to be safe as
aforesaid, account shall not be taken of any occasion when

@

(i)

" an examination of such par

: !lr_ld such examination or Opers e
With the provisions of sub-section (1) of section (22).

2. The State Government may by rules presc

precaution as 1!
particular machinery or pa

condition as may § _
workers, any partlcular ‘machmgry

it is necessary to make an examination of any part of the
machinery aforesaid while it is in motion or as a re_sult:, of
such examination, to carry out lubrication or oﬁher adjusting
operation while the machinery ‘is in motion being an
examination or operation which it is necessary to be carried
out while that part of the machine is_in motmr_l, or '

in any case of any part of a transmission machinery used 1In
be prescribed, it 1s necessary to m_al.(e
t of the machinery whileit1s1in
motion or, as & result of such lubrication or other adjusting

operation while the machinery 1s 1n m.otmn, . )
ation is made or carried out in accordance

such process as may

ribe such further
1 i ect of any

.t may consider necessary in respect ¢
h : rt thereof, or exempt, subject tosuch

] f the
ibed for securing the safety 0
bt - or part thereof from the

provisions of this section.
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(1) Where in any factory it becomes necessary to eXamine
part of machinery referred to section (21), while the matchjna
is in motion, or, as a result of such examination, to carry O.L:Etr
(@ in a case referred to in clause (i) of the provigg to suhh

section (1) of section 21, lubrication or other adjustin'
1, operation; or _ 1
i (b) in a case referred to in clause (ii) of the proviso aforegyjy
i any mounting or shipping of belts or lubrication or oth
g adjusting operation,
while the machinery is in motion, such examination o
operation shall be made or carried out only by specially
i trained adult male worker wearing tight fitting clothipg
" (which shall be of the occupier) whose name has beep
recorded in the register prescribed in this behalf and why
i has been furnished with a certificate of his appointment, anq
pLy while he is so engaged —
l (@) Such worker shall not handle a belt at a moving pulley unless-
|

i1

{ Work on or Near Machinery in Motion : (Section—22)
1 A

| "
|

(1) the belt is not more than fifteen centimetres in width;

' (it) the pulley is normally for the purpose of drive and not

| merely a fly wheel or balance wheel (in which case a belt is
not permissible);

(ii1) the belt joint in is either laced or flush with the belt;

(1v) the belt, including the joint and the pulley rim, are in

good repair; '

(i (v) there is a reasonable clearance between the pulley and

i any fixed plant or structure; °

:,‘% (vi) secure foothold and, where necessary, secure handhold, ar¢

| provided for the operator; and

(vii) any ladder in use for carrying out an examination Of

i operation aforesaid in securely fixed or laced or is firmly

i - held by a second person. )

] . (b) without prejudice to any other provision of this Act relatin®

i to with the fencing of machinery, every set of screw, bolt, 2"

l key on any revolving shaft, spindle, wheel or pinion, and all spur

worm and other toothed or friction gearing in motion with whie

such worker would otherwise be liable to come out into cont®
shall be securely fenced to prevent such-contact. -

' (2) Noworkman or young person shall be allowed to clean, 1ub_1'10f30n
or adjust any part of a prime mover or of any transmis®

|
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machinery while the prime ‘
: i mover or transmission machiner

. . -
e ;:hﬁllzt;;)&eill‘eto fllean, hl_brlt_:ate or adjust any part of any
n:{ ose the workanmg’ lubrication o adjustment thereof would
L S tm_an Or young person to risk of injury from
any Im g part either of that machine or of any adjustment
machinery. stme

State Go TSRS :

@ Th;hibit o a]:’el‘nm_efnt may, by notification in the official gazette

pr -In any specified factory or class or description of factories
the cleaning, lubricating or adjusti

P : ng by any person of specified
parts of machinery when those parts are in motion.

gmployment of Young Persons on Dangerous Machines:
(section—23)

(1) Noyoung person shall work at any machine to which this section

applies, unless he has been fully instructed as to the dangers

arising in connection with the machine and the precautions to
be observed and — ’

(@) hasreceived sufficient training in work at the machine, or

(b) isunder adequate supervision by a person who has a tho-ough
knowledge and experience of the machine.

(2)° sub-section (1) shall apply to such machines as may be
prescribed by the State Government, being machines which in
its opinion are of such a dangerous character that young persons
ought not to work at them unless the foregoing requirements
are complied with.

Striking Gear and Devices for Cutting off Power : (Section—-24)
(1) In every factory — o |
(@) suitable striking gear or other eff:m-ent mechanical
appliance shall be provided and maintained and used‘ to
move driving belts to and from fast anﬁd loose pulleys which
form part of the transmission machinery, andlsuc}:l gea;
and appliances shall be so constructed, p;ucck anm
maintained so as to prevent the belt creeping back on

t pulley ;
©®) g;?f;; bI;]ts when not in use shall not be allowed to rest or

ride upon shifting in motion.

| (2) In every factory suitable devices for cutting off power 1n

: ‘ d
emergencies from running machinery shall be provided an

St wotrk;oif:(::;()ries in operation before the
= B visi is sub-section
fg;ﬁi:itm of this Act, the provisions of this su
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WELFARE PROVISIONS
Washing Facilities : (Section—42)

(1) Inevery factory— -

(@) adequate and suitable facilities for washing shall be prowded
and maintained for the use of the workers therein;

(b) separate and adequately screened facilities shall be provided
for the use of male and female workers;

() such facilities shall be conveniently accessible and shall be
kept clean.

(2) The State Government may, in respect of any factory or class
or description of factories or of any manufacturing process,
prescribed standards of adequate and suitable facilities for
washing.

.Facmtles for Storlng and Drying Clothes : (Sectlon—43)

~ The State Government may, in respect of any factory or class or

descrlptlon of factories, make rules requiring the provision therein of

‘suitable places for keeping clothing not worn durmg workmg hours and
for the drymg of wet clothmg MR o
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(2)

(3)

engaged or working.

The State Governm

» by notification in the Official
Gazette, declare that the provisions of the sub-section (1) shall
not apply to any specified factory or class or description of

factories or to any specified manufacturing process.

First-aid Apgliances: (Section—45)

Ca

R

)
6)

@)

l'lteens : (Section—46)

Theére shall in every factory be provided and maintained, so as
to bz readily accessible during all working hours first-aid boxes
or cupboards equipped with the prescribed contents, and the
number of such boxes or cupboards to be provided and
maintained shall not be less than one for every one hu_ndrc—d
and fifty workers ordinarily employed at any one time in the
factory. _
Nothi:;g except the prescribed contents shall be kept in the
-aj upboard. | _

g;iilaf;fsi?:igrbcoxp01* cupboard shall be kept in the charge of a

: who holds a certificate in first-aid
Separate responsible person Government and who shall
treatment recognised by the Stai_:e E}T working hours of the
always be readily available during the

factory. ' dred workers are
: han five hundre _
In every factory wherein more t ovided and maintained an

S shall be pr i :
Ord;)n?rﬂy emprlr? i?fltlg;i’iicribed size, containing the prescribed
ambulance roo

y be rescribe 1 de
as ma b b d -litleS shall_ al ays be ma
P 1 and those fB:Cl w .
Iead.l : v ilableldur]-'ng the workmg hOUI"S Df the facto: y
11y ava 5y

~

make rules requiring that in any
Yy

- ) nd fifty
"":(1) The State Government mamore than two hundred a

specified factory whereinl
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workers are ordinarily employed, a canteen or canteeng g al]
be provided and maintained by the occupier for the Usg f
workers.

(2) Without prejudice to the generality of the foregoing power. Such
rules may provide for —

(@ the date by which such canteen shall be provided;

4
'}
¥
i
l

=
Sh A i

(b) the standards in respect of construction, accommodation,
furniture and other equipment of the canteen;

(c) the foodstuffs to be served therein and the charges Which
may be made therefor;

(d) the constitution of a managing committee for the canteey

M St oo oL T A

L and representation of the workers in the managemen;
~ of the canteen;
: .(dd) theitems of expenditure in the running of the canteen which

are not to be taken into account in fixing the cost of foodstuffs
and which shall be borne by the employer;

(e) thedelegation to the Chief Inspector, subject to such condition
as may be prescribed, of the power to make rules under
clause (c).

ey

e

—
e g

Shelters, Rest-rooms and Lunch-rcoms : (Section—-47)

(1) In every factory wherein more than one hundred and fifty
workers are ordinarily employed, adequate and suitable
shelters or rest-room and a suitable lunch room, with

i provision for drinking water where workers can eat meals

' brought by them, shall be provided and maintained for the useof
the workers; :

Provided that any canteen maintained in accordance with the
provisions of section (45) shall be regarded as part of the
requirements of this sub-section;

. Provided further that where a lunch room exists no worker
shall eat any food in the work room.

(2) The shelter or rest rooms or lunch rooms to be provided undef
sub-section (1) shall be sufficiently lighted and ventilated and
shall be maintained in a cool and clear condition.

(3) The State Government may-—

(@ prescribe the standard in respect of constructio™
accommodation, furniture and other equipment of shelt¢! t
rest rooms and lunch rooms to be provided under this section

(6) by notification in the Official Gazette, exempt any factory ";

CIa}ss or description of factories from the requiremen‘
this section,

L

Scanned with CamScanner



Il S B T e R T |

i AL LEGISLATION
._:-°;N‘DU5TRI .

. cfeche*"’ : (Section—48)

(1) Inevery factory wherein more than thirty women workers are -
or('hnarlly employed, there shall be provided and maintained a
sfutable room or rooms for the use of children under the age of
six years of such women.

) Such rooms shall provide adequate accommodations shall be
adequat_ely lighted and ventilated, shall be maintained }n aclean
and sanitary condition and shall be under the charge of women
trained in the care of children and infants. .

(3) The State Government may make rules—

(@) prescribing the location and the standards in respect of
construction, accommodation, furniture and other equipments
of rooms to be provided under this section;

(b) requiring the provisionin factories to which the section applies
of additional facilities for the care of children belon ging to
women workers, including suitable provision of facilities for

“washing and changing their clothing;
‘() requiring the provision in any factory of free milk or
refreshment or both for such children;
(d) requiring that facilities shall be given in any factory for
the mothers of such children to feed them at the

necessary intervals.

Welfare Officers : (Section—49)
(1) In every factory wherein five hur

ordinarily employed, the occupier i
such number of welfare officers as may be prescribed.

(2) The State Government may prescribe the duties, qualiﬁclationn
and conditions of service of officers employed under sub-section (1).

ydred or more workers are
shall employ in the factory

plement This Chapter: (Section—-50)

ake rules —

liance with such alternative
re of the workers as may .be
ass or description of factories

Power to Make Rules to Sup
(1) The State Government may m

(@ exempting, subject t0 comp

* arrangements for the welf2

i factory OF cl o . )
?rroe;c?b:l;’li:;ge with any of the provisions of this chapter;
0

(b) i any factory or class OF description of factories
requiring 1

: loyed in the
e _ : of the workers emp
that the representatwes i with the management of the

tastory shall be ass{)(‘nfa tlfe workers.
welfare arrangements O :
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Employment of Women : (Section—61) |
(1) The provision of this chapter shall,
in factories, be supplemented by the fo

in their application to Womgy
llowing further restrictiong

namely— , _ _
(@ no exemption from the provisions of Section 54 may be

granted in respect of any women ; (No Women can be alloweq
to work for more than nine hours a day.)
() nowomen shall be required or allowed to work 1n any factory
except between the hours of 7 A.M. and 7 P.M,;
provided that the State Government may, by notificationin
the Official Gazette in respect of any factory or group or
class or description of factories vary the limits laid downin
clause (b) but so that no such variation shall authorise the
employment of any women obetween the hours of 10 PM.
and 5 A.M.; o |
(¢) thereshallbeno change of shifts except after a wgekly holiday
or any other holiday.
(2) The State Government may make rule
' exemption from the restrictions set out
to such extent and subject to such conditions as it may
of women working in fish-curing or fish canning factories W

s providing for the
in Sub-Section (1)
prescribe
here

|lll.

/
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period for which it shall be preserved.

" Hours of Work to Correspond with Notice Under Section 72 and Regist
Under Section 73 : (Section-74) ., Y
No child shall be employed in any factory otherwise than in accordap,
with the notice of periods of work for children displayed in the factory a:;z'
the entries made beforehand against\his name in the register of gy,
workers of the factory.

Power to Require Medical Examination : (Section-75)

i Where the Inspector is of the opinion :

| (@ thatany person working in a factory with a certificate of fitnegg
i is no longer fit to work in the capacity stated therein,

f C He may serve on the manger of the factory a notice requiring
| that such person or young person, as the case may be, shall
be examined by a Certifying Surgeon, and such person or
young person shall not, if the Inspector so directs, be
i employed, or permitted to work, in any factory until he has
been sc examined and has been granted a certificate of fitness
or a fresh certificate of fitness, as the case may be, under Section
69, or has been certified by the Certifying Surgeon examining
him not to be a young person.

s 1A 0 e .

e o A XTRots & S 08

Power to Make Rules : (Section—76)
The State Government may make rules—
(@ prescribing the forms of certificate of fitness to be granted under
| Section 69, providing for the grant of duplicates in the event of
loss of the original certificate, and fixing the fees which may be
‘charged for such certificates, and renewals thereof and such
duplicates; -

(b) prescr ibing the physical standards to be attained by children
and adolescents working in factories; | |
regulating the procedure of Certifying Surgeons under Fhls
chapter ; | - _. ;o
(d) S_p,eCiinng_ other dut],es which ?ertifying Surgeons ma;’ ;

required t0 perform in connection with the employme

(c)
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r. .
slzsr;da?; fixing the feeg which may be
= Y€ persons by whom they shall

c_h,éi‘géd for such dutie
/7 he payable,

annuel Leave with Wages :(Section_7g)

- (1) Every worker who has work

numi?er of days calculated at ﬁhe rate of —

) Lf o'ﬁg adult,. oneday for every twenty days of work performed
y him during the previous calendar year;

(i) if a child., one day for every fifteen days of work performed by
him during the previous calendar year.

(@) any days of lay-off, by agreement or contract or as
permissible under the standing orders ;
(b) 1n the case of female workers, maternity leave for any
number of days not exceeding twelve weeks: and
(c) the leave earned in the year prior to that in which the
leave is enjoyed;
shall be deemed to be days on which the worker has worked in a
factory for the purpose of computation of the period of two hundred
fifty days or more, but he shall not earn leave for these days.
Explanation : The leave admissible under this Sub-section shall be
exclusive of all holidays whether occurring during or at either of the
Period of leave. |
| @ A workm; whose service commences otherwige than on the
 first day of January shall be entitled to leave with wages aii .thef
rate laid down in clause (i) or, as the case may be clause (i 01
, Sﬁb—section (1) if he has worked for two-thirds of the tota
number of days in the remainder of the calendgr year. .
(3) Ifa worker is discharged or dismissed from servige °."C‘§“§;mg
: employrnent oris superannuateﬁ or Siffv, Eglllli lrn:::;?net;, s
Higcoutes FLIE ca;eféii:;’t{;g lt:EJ x:aoges.inl lieu of the qﬁqntu_m (JIf
T:assenﬁg}\rvl;es, esrl:taitl;}edeimmediately before his discharge, diST 0

ified in Sub- L be
Eilfenraffa%g{)eezo ].l:x‘;lalill1 of such leave, and such payment 8
m eligi . _ |
" ed or quits

C i gmiss :
or is discharged or d‘smcond working

. (©) where the Wc'rkfore the expiry of the %

" employment, be

. il v |
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Sclory Inspectors : (Section-8)
e Gove ) ‘ ‘
The State Lovernment may by notification in the Official Gazette

oint squh tI;GTSOHS as POSS.BSS the prescribed qualification to be
nspectors for ¢ ¢ purpose of this Act and may assign to them such local
jimits as it may think fit.
powers of Factory Inspector : (Section-9)
Subject to any rules made in this behalf, an Inspector may, within
the local limits for which he is appointed ;

(@) enter, with such assistants being persons in the service of the
Government, or any local or other public authority, as he thinks
fit, any place which is used, or which he has reason to believe
is used as a factory;

(b) make examination of the premises, plant, machinery, articles
or substances;

(¢) inquire into any accident or dangerous accurance, whether
resulting in bodily injury, disability or not, and take on the
spot or otherwise statements or any person he may consider
necessary for such inquiry;

" (d) require the production of any prescribed register o
document relating to the factory; | +
(é) Seize, or take copies of, any register, r'ecord or o Eher {:10(31_1 m;t(‘ t
or any portion thereof, as he may CfJnSIdef necessary in I'Lsil 3
i hich he has reason to believe

of any offence under this Act W

, itted;
has been comma1 ; part thereof, or

() direct the occupier that any prMOI‘ any
anything lying there!

n, shall be left un
necessary for the purpose of any exammat

© make photographs, 'and measurem;: Ehe purp
recordings as he consi=&™ : +h him any necessary
examination under cit®®

~_ Instrument or equipment;

r any other

disturbed so long a3 13
tion under cluse (b);

and make such
ose of any
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(h) in case of any article or substance found in the premises bEi;lg

or a part there of and detain it for so lon

@)

an article or substance which appears to him as having caug

or is likely to cause danger to the health or safety of the

workers, direct it to be dismentled or subject it to any proces

necessary for carrying o

inspector may take possession 0
g as necessary for such

examination;
exercise such other powers as may be prescribed for carryws

out the purposes of this Act.

Provided that no person shall be comp
to answer any question or give any

incriminate himself.

elled under this gection
evidence tending 9

i T Atk sk 4 M\ !
v . .atd
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- of test (but not so as to damage or destroy it unless the sameis |
ut the-purposes of this Act). The |

f any such article or substance |




