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Overview:

Purpose of this document is to specify the attendance recording system and the various leave rules applicable to the employees at Perambra Plant.

I) ATTENDANCE SYSTEM

Attendance recording system 

1. Barcode-Attendance-Identity Card (Annexure I) cards have been given to all employees. All Employees have to punch daily once each at entry and exit. It is essential to bring the ID/attendance card to plant everyday. In case the card is not punched the concerned employee will not be marked as present.

Barcode is a 8 digit number with zeros prefixed with the employee code (except some old cases) and stored in the employee master. Barcode will not be allowed to change. Printing of the bar code is through software given by Compuc. The barcode is pasted on the temporary Identity card and laminated by Time Office and starts punching on the induction day itself. The Permanent ID card is supplied with in 15 days.

Separate clocks are provided for in (3 nos.)and out (4 nos.).

Employee is required to punch while coming for duty, going after duty, any other interruptions. Data transfer is scheduled 10 minutes after shift end. Any time automatic transfer is also possible. Data is captured in “atnd.dat “as text file. The details of data are barcode, date, month, time, in-out status, terminal number etc.

2. If the employee losses his card it should be informed to the Human Resources and he has to bear the cost of the card and any other penalty as stipulated from time to time

3. If the card is damaged it should be informed to the Human Resources and new one will be issued.

4. Special Entry: In case an employee who fails to bring the attendance card he/she cannot able to record the attendance in the machine.  The employee has to register his employee number, name, IN TIME / OUT TIME in a register kept at Security gate.  The entry can only for current date and time. The data will be manually entered in the Time management Software by Time Office .

5. In case an employee not punched either IN/OUT (Anomaly Punch), the employee is marked as absent.  The employee is required to give corrected Time Data Sheet (Annexure II) to the HR Department which will be entered in to the Data base and  it should be endorsed by the Cell Leader/Manager (HR). Repeated cases will be analyzed. The data showing all anomalies will be made available to the employees in every week. 

6. In case the attendance machine is out of order due to any reason, the Attendance from SAP YP reports will be used. The software takes care the date and duration of such problems and help to manage in advance.

7. Every employee is necessarily required to work for eight hours (inclusive of lunch/Dinner break in rotating Shifts and in General Shifts) in the shift he is asked to report for duty (shift schedule prepared by Department)and the details will be captured in SAP YP Transaction codes.

Late cutting

a) This is applicable to all employees except management staff

b) Late punch is the time which is punched after the starting time of the shift even if it is for one minute.

3) All the Late minutes are to be added on a monthly basis (Let it be AA)

4) A monthly grace time of 1/2 an hour is allowed.

5) Subtract 1/2 an hour (30 minutes from AA (ie) AA=AA-30

6) Round off AA to lowest quarter hour and this is the late cutting hours.

Early cutting
Employees are not allowed to go early after filling the crew. However in emergency  they will be allowed  with out pass. Hours will be deducted in the worksheet.( eg) If an employee goes early by 15 minutes, his attendance in the worksheet will be noted by the supervisor as 73/4 hours.

If the total hours went early is <5 hours it is treated as wage type LWP – for half day

This  time in the worksheet is compared with the normal punching time (Rounded to lowest quarter hour) and which one is less is taken.

All such early going time during a calendar month is added together and It is the early cutting hour (let it be BB)

However if an employee is allowed to go early with permission in emergency, the details will be collected through out pass and deduction not affected.

Lunch Late

a) The time taken for interruption punching during lunch interval for more than 30 minutes in a day (in case where employee not taking meals form canteen) is added together for calendar month and rounded to lowest quarter hour. (Let it be CC)   

Total Hours cutting( Infotype 2001-wage type CUT)

a) Total hours cutting in a calendar month = AA+BB+CC

b) The date wise split up of AA, BB, CC must be available to be taken as print out as the dispute by the employee is to be convinced.

8. Refund of Hours deduction 

If there is dispute with the employee and is genuine, there is provision in the software to record the same and refund along with next month computation.

9. The various shift timing along with the lunch/dinner break is mentioned in the Annexure III
10. Employees can choose 30 minutes break at any time during the respective lunch/Dinner break timings in the respective shifts  without affecting the performance of the machine

11. Employees may be required to adjust their Lunch timings as per their departmental needs(continuous operation) in consultation with their Departmental Heads.

12. Employees may be asked to come early or stay back late after their scheduled hours for official work, due to exigency of work.

13. Employees who are unable to attend office, because of being on Tour or on Official work outside or due to personal reasons, are required to fill the following forms:

1) Tour form,

2) Outdoor duty form,

3) Leave application form,

 and submit the relevant document to the HR department. 

14. Employees who are going out of the office should get the Out Pass duly authorized by the Cell Leader/Approving Authority and should necessarily do the punching while going out and reentering

15. A soon as the data is down loaded , the following reports are generated

1 Shift wise Section wise punched employees list- Annexure V

2 Shift wise Section wise summary of punched employees list-Annexure VI

3 Punching Summary Analysis  - Annexure VII

II) LEAVE RULES

· Leave entitlement for Perambra  Plant employees is on calendar year basis.
· Eligibility, Entitlement and accumulation limit for the various types of leaves for the various categories of the employees will be as per Annexure IV
· Holidays falling during the leave period will be counted as Holidays

· Weekly offs falling during the leave period will be counted as part of the leave except for PL for Workmen category

· With in a department, leave will be sanctioned on the first come basis and only 12% of the scheduled strength will be sanctioned leave with pay in a day/shift (this is done with an intention that the any routine work should not be affected. But, in case of emergency the deviation from this rule will be decided by are discussed in consultation with the Cell Head and manager(HR)

· All employee are provided with a Leave book as per Factories Act. The history of leave for a period of 3 year is available in the Leave book. 3 years calendar is printed in the Leave book  Employees are required to apply leave only through book. General Leave rule is provided in the leave book. The last pages provided can be used for recording counseling details. Employees loss of benefits due to absenteeism is provided in the leave book.

· Employees Leave eligibility will be noted in the Leave book During every January by Time Office

· Employee is required to remit Rs 20/ as cost of Leave book if damaged or lost.

· Leave Books are color coded for each cell. Separate  color (yellow)is  given for habitual absentees

· Employees will carry marks for applying leave in advance in calculating points for Attendance Champion.

· While recording leave, the software will force to record the name of the authority who sanctioned late leave.

· The software will not allow to avail any leave with pay, if there an unauthorized absent prior to the leave date.

· Casual Leave: 
· Cannot be combined with any other type of leave 

· Can be taken for a maximum of 3 days at a time.

· Can be availed for half day (Only Second half for Crew job)

· In order to reduce high rated absenteeism during year end , the balance casual leave will be enchased.

· At present employees in work men category are entitled for 12 days Casual Leave and 7 days for management Staff .

· Sick Leave: 
· Employees out of the purview of ESI Act will only be entitled to Sick Leave 

· Leave taken for 3 or more days continuously requires a Medical certificate and should be approved by Company Medical Officer.

· Sick Leave cannot be availed in continuation of Privilege Leave 

· Can be availed for half day (Only Second half for Crew job)

· At present employees in work men category are entitled for 8 days Sick Leave and 7 days for management Staff and can accumulate for 4 years

· Privilege Leave: 
· Privilege leave should be applied 10 days in advance. 

· Category wise Privilege leave eligibility and accumulation is shown in annexure IV

· PL cannot be combined with CL.

· Privilege leave can be availed 7 times during a calendar year for Prod. Trainees to Spl. Grade  and 10 times for Prodn. Apprentices and Industrial casuals as, they are not entitled for any other leave.

· Privilege leave can be availed even for one day

· Weekly off falling in between PL for workmen category will be treated as weekly off

· Advance PL will not be allowed in any cases

· Workmen category employees are eligible for encashment of PL. They can en cash 50% of balance of PL once at ay time during the year and the balance at year end. 

· Maternity Leave: Details are as per the Maternity Benefits Act, 1961

· Accident  Leave: 
· Only Accidents happened while on duty and required rest for more than 3 days are treated as Accident Leave for the purpose of Promotion policy.

· Accident leave is a Loss pay leave and the benefits will be provided by ESI. / Insurance Company in advance. 

· The entries in the Accident Register will be taken as the duration of accident Leave

· Accident Leave will not be considered for calculating  240 days of attendance for the purpose of LTA payment.

·  Accident Leave is considered for calculating  240 days of attendance for the purpose of PL eligibility

· The Identity card will be kept in First Aid while sending to hospital and will be returned only after submitting fit certificate. 

· ESI   Leave: 
· Employee who are eligible for ESI benefits are required to submit  ESI leave in case of accident(inside/out side)and sick. Any other medical certificates will not be accepted

· Benefits are provided by ESIC

· Employees are required to produce ESI Certificates during Leave period and Fit certificates on joining. . 

· Medical   Leave: 
· Employee who are not eligible for ESI benefits are required to submit  Medical certificates from a registered medical Doctor in case of accident(inside/out side)and sick. 

· Medical Leave other than inside accident will not be treated as absent for the purpose of Promotion

· Benefits are provided by Mediclaim policy in case of Hospitalization

· Employees are required to produce Medical Certificates during Leave period and Fit certificates on joining.

LEAVE APPROVAL AUTHORITY MATRIX

	Designation
	Authority Level 1
	Authority Level 2

	Workmen Category
	Shift In charge
	Process Owner

	Executive
	Process Owner
	Cell Head

	Process Owners
	Cell Head/Div. Head
	Head (Manufacturing)

	Div. Head and above
	Head (Manufacturing)
	Unit Head


· LEAVE WITHOUT PROPER AUTHORISATION

Prior authorization should be taken before availing leave. However, in case of emergency, the Shift in Charge /Process Owner should be informed on telephone, preferably the same day or otherwise on resumption of duty.

The following rules will apply in case of leave without authorization:

a) In the first instance, employees will be cautioned to refrain from taking leave without proper authorization

b) In the second instance, leave taken without authorization will be treated  as Leave without pay ; and

c) In the subsequent instance, disciplinary action will be taken

· LEAVE WITHOUT ENTITLEMENT- LOSS PAY

Employees availing leave without entitlement are required to get prior sanction from the Process Owner, except in the case of emergency, in which case, leave may be taken with intimation and approval of Departmental Head. On resumption of duty the leave should be regularized with due authorization. 

· UNAUTHORIZED ABSENTEEISM

· In case of employees taking leave without entitlement and without proper authorization, the leave would be treated as unauthorized absent.

· If it is repeated for more than 2 times it will be treated as habitual absenteeism and strong disciplinary action would be taken. 

· Software will  generate a DNP (Do not Permit) repot of those who remains absent with out intimation for more than 3 days for regular workmen and 1 day for Prodn App. (Annexure –7). They will be allowed for duty only after getting clearance form HR Department.

· There is a provision in the software to capture employees leave information and its history is maintained 

· LEAVE BANK

Not introduced

· COMPENSATORY OFF & EXTRA WORKING 

· Any employee in the Management Staff, who is required to work on his / her weekly holiday (Off Day) or on National and Festival Holidays for full shift shall be entitled to compensatory off.

· Any employee in the workmen category, who is required to work on his / her weekly holiday (Off Day) on National and Festival Holidays for full shift shall be entitled to compensatory off and one extra wages or Double wages(OT). Discourages availing Compensatory off. 
·  Any employee in the workmen category, whose weekly off day fall on National and Festival Holidays shall be entitle for one compensatory off which can be enchased.
· Compensatory off shall be availed with in period of 2 months
· At a time more than 2 compensatory off cannot be availed.
· Compensatory is to applied through Leave Book
· Compensatory off can be availed with any type of leave or weekly off or holidays.
While entering Compensatory, software will ensure the working shift, date, shift etc

· HOLIDAYS & TREATMENT OF HOLIDAYS

As per the Long Term Settlement we have to observe 13 (Thirteen) public Holidays in a calendar year which shall be notified to the employees on or before 15th December in Form-V format as per Annexure VIII

· TREATMENT OF HOLIDAYS

I. The manner in which holidays are treated in abnormal condition is as per the table below:

	Case
	Treatment



	Holiday falls on off days
	No compensatory off shall be given for management staff

Compensatory off shall be given for workmen category which can be enchased.



	Special Working on Holiday
	Compensatory off shall be given for Management staff  which needs to available within 2 months

For workmen category compensatory off and one extra wages or Double wages(OT). Discourages availing Compensatory off



HOLIDAY MATRIX

II. The different combinations in which Weekly off, Holiday & Leave are availed and the treatment given for Holiday in various cases is in the following table.

	Yesterday
	Today
	Tomorrow
	
	Treatment for the Holiday

	Weekly Off
	Holiday
	Leave
	
	Holiday

	Weekly Off
	Leave
	Holiday
	
	Holiday

	Holiday
	Weekly Off
	Leave
	
	Holiday

	Holiday
	Leave
	Weekly Off
	
	Holiday

	Leave
	Weekly Off
	Holiday
	
	Holiday

	Leave
	Holiday
	Weekly Off
	
	Holiday

	Leave
	Holiday
	Leave
	
	Holiday 

	Holiday
	Leave
	Leave
	
	Holiday


· Shift Schedule 

· Section wise shift schedule is prepared by section in charge and published in each section.

· Generally shift schedule is prepared for a period of 6 months

· Every 15th August and 26th January the weekly off days of employees is rotated.

· Normally the off day is fixed on a particular week day (every 7th day)during the 6 month

· Some times the working days between two weekly off days can be varied between 3 to 10 days.

· Same category of Employees are allowed to change weekly off mutually with the consent of both employees and shift in charge. (Off Change Form)

·  Same categories of Employees are allowed  to change shift mutually with the consent of  employees and Shift in charge. 

· Employee who remain absent of shift change  for more than 2 time in a month will   be debarred form this facility for period of one month. 

·    A software is introduced in Tyre Building section by which employees can avail shift change by themselves.

· Different types of Shift Rotations are shown below

Shift Plan.

	TYP
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	S
	M
	T
	W
	T
	F
	S
	
	

	1
	B
	B
	B
	B
	B
	B
	O
	C
	C
	C
	C
	C
	C
	O
	A
	A
	A
	A
	A
	A
	O
	
	

	2
	C
	C
	C
	C
	C
	C
	O
	B
	B
	B
	B
	B
	B
	O
	A
	A
	A
	A
	A
	A
	O
	
	

	3
	A
	A
	B
	B
	C
	C
	O
	A
	A
	B
	B
	C
	C
	O
	A
	A
	B
	B
	C
	C
	O
	
	

	4
	B
	B
	A
	A
	C
	C
	O
	B
	B
	A
	A
	C
	C
	O
	B
	B
	A
	A
	C
	C
	O
	
	

	5
	C
	C
	C
	C
	B
	B
	O
	C
	C
	C
	C
	A
	A
	O
	C
	C
	C
	C
	B
	B
	O
	
	

	6
	A
	A
	A
	A
	A
	A
	O
	B
	B
	B
	B
	B
	B
	O
	A
	A
	A
	A
	A
	A
	O
	
	

	7
	B
	B
	B
	B
	B
	B
	O
	A
	A
	A
	A
	A
	A
	O
	B
	B
	B
	B
	B
	B
	O
	
	

	8
	G
	G
	G
	G
	G
	G
	O
	G
	G
	G
	G
	G
	G
	O
	G
	G
	G
	G
	G
	G
	O
	
	

	9
	C
	C
	C
	G
	G
	G
	O
	B
	B
	B
	G
	G
	G
	O
	A
	A
	A
	G
	G
	G
	O
	
	

	10
	C
	B
	A
	C
	B
	A
	O
	C
	B
	A
	C
	B
	A
	O
	C
	B
	A
	C
	B
	A
	O
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


· Out Door Duty 

· Employees going on Out side duty are required to regularize the attendance through Out door duty slip or Tour Program. 
· Out side duty is treated as attendance
No compensatory off can be claimed for Out side duty
· Training Attendance

· Employees required to regularize the attendance through Out door duty slip or Tour Program if they have gone for Outside training . 
· Employees are required to sign in the Register kept at the training center while attending training in side the plant.

Employees who attend meeting of quality circle, SIP, Six sigma, Canteen Committee, safety Committee, ATEMCS, ATEWF, ATEBF,Trade Union, Labor Department meeting, Blood Donation etc are required to regularize the attendance through Head(HR). 

· Lay Off

· Individual, section, shift, department, period wise Lay off entry system is required
 Total number of laid off days must be available for calculating compensation. ).  The Types and benefits of Lay will be decided mutually by unions and Labor Department

Other Leave

· There shall be a provision of Voluntarily Lay off by which an employee avail one day leave with pay, he will be allowed to avail One day extra Leave(Other Leave OL) with pay.  
Individual, section, shift, department, period wise entry system is required
· No Work No Pay

· Individual, section, shift, department, period wise no work no pay  entry system is required
 Total number of such days  must be available for payroll process. 

· Lock Out

· Individual, section, shift, department, period wise Lock Out  entry system is required
 Total number of such days must be available for payroll purposes. 

· Over Time 

· Over Time Data is captured from SAP YPR data. 
· While processing muster roll, software takes care that over time is paid only for those who is having 48 hours attendance in a week of 6 days including leave with pay. Other wise single rate is calculated
· Software generates a report of employees continuously working for more than 24 hours

· Software generates a report of employees continuously working over time and remain absent

· Report is generated  where a employees working more over time than the prescribed limit

· Individual, shift, section, dept wise over time details are generated as and when required.

. 

· Muster Roll

· Muster Roll is a statutory form (Annexure-IX)

· Muster Roll is the consolidated list of all employees with date wise attendance and Over Time details with monthly total. 

· This is processed basically form SAP YPR Data.

· There is provision for capturing  work sheet attendance(Individually or Mass upload) manually  for the areas where there is no SAP entry

· The SAP YPR  data is compared with punching data and which ever is less is taken

· Shift, section, Sunday, holiday, acting etc allowances are calculated based on the data

· Anomaly reports are generated and sent to individuals/Section and corrected then and there. 

· Leave details for Muster Roll are made available from Leave Master

· Off and Holiday details are made available from Shift Schedule and Off Change Data base.

· The Summary of all items in the Must roll is used for calculating wage types for SAP Payroll

· The Muster troll needs to be published among employees on a weekly basis so that employees can make regularization before final payment

· The  different attendance types is shown as Annexure X

· Once payment is finalized and Exit pay Roll run, the muster roll data is to be saved.

· Any further changes in the data must reflect as either to be paid or to deducted attendance and should automatically reflect in the Muster Roll as well as Next payment data

· History of such data is to be available at any time as payment reconciliation data.

· Statutory OT Register to be generated

· Man hour utilization data for calculating MIS is to be generated.

· Absenteeism percentage is calculated on shift, section, date, week, month, year wise.

· Month wise Attendance Performance data sheet

· Mont wise (for any period) summary of all attendance types is generated at any time.

· This is used as a MIS

· On a quarterly basis the till date summary is published among employees.

· During January every year, full year data is published and complaints are recorded and settled and final list published.

This data is the basis for promotion.(Annexure-XI) 

· Man-hour Utilization Statement.

· Formats of Man hour utilization are shown in Annexure XIII to XIX

· This is used as a MIS

· SAP Wage Type Preparation and Upload

· Info Type 2010 deals with attendance and Over time wage types

· Info type 2001 deals with absenteeism wage types

· Info type 14 deals with Variable deduction and earnings

· Info type 15 deals with Fixed deductions and earnings

Annexure –I
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ANNEXURE - II

VIDYASAGARAN K.S. CLOCK.NO  06/600/6056 Ph.2436037-0484 

                 EMPLOYEE TIME RECORD FOR THE MONTH OF   OCTOBER 10

|-------|-----|-----|-----|-----|-----|-----|-----|-----|---------------|

| DATE  |  IN | OUT | IN  | OUT | IN  | OUT | IN  | OUT |   REMARKS     |

|       |     |     |     |     |     |     |     |     |               |

|  1 Fri|13.39|     |     |     |     |     |     |     |B SHIFT        |

|  2 Sat|     |     |     |     |     |     |     |     |HOLIDAY        |

|  3 Sun|13.35|     |     |     |     |     |     |     |B SHIFT        |

|  4 Mon|     | 5.56|13.42|22.07|     |     |     |     |B SHIFT        |

|  5 Tue|     |15.23|13.51|21.58|     |     |     |     |B SHIFT        |

|  6 Wed|     |     |     |     |     |     |     |     |SICK LEAVE     |

|  7 Thu|     |     |     |     |     |     |     |     |W.OFF          |

|  8 Fri| 5.42|14.03|     |     |     |     |     |     |A SHIFT        |

|  9 Sat| 5.40|13.57|     |     |     |     |     |     |A SHIFT        |

| 10 Sun| 5.39|22.02|     |     |     |     |     |     |A SHIFT        |

| 11 Mon|21.46|     |     |     |     |     |     |     |C SHIFT        |

| 12 Tue|     |14.00|     |     |     |     |     |     |A SHIFT        |

| 13 Wed| 5.43|13.56|     |     |     |     |     |     |A SHIFT        |

| 14 Thu|     |     |     |     |     |     |     |     |W.OFF          |

| 15 Fri|21.52|     |     |     |     |     |     |     |C SHIFT        |

| 16 Sat|     | 5.56|     |     |     |     |     |     |HOLIDAY        |

| 17 Sun|21.38|     |     |     |     |     |     |     |C SHIFT        |

| 18 Mon|     | 5.55|21.52|     |     |     |     |     |C SHIFT        |

| 19 Tue|     | 6.02|21.47|     |     |     |     |     |C SHIFT        |

| 20 Wed|     | 5.57|21.47|     |     |     |     |     |C SHIFT        |

| 21 Thu|     | 6.03|     |     |     |     |     |     |W.OFF          |

| 22 Fri|21.48|     |     |     |     |     |     |     |C SHIFT        |

| 23 Sat|     | 5.59|     |     |     |     |     |     |SICK LEAVE     |

| 24 Sun|     |     |     |     |     |     |     |     |SICK LEAVE     |

| 25 Mon|     |     |     |     |     |     |     |     |SICK LEAVE     |

| 26 Tue|13.46|21.56|     |     |     |     |     |     |B SHIFT        |

| 27 Wed|13.48|21.57|     |     |     |     |     |     |B SHIFT        |

| 28 Thu|     |     |     |     |     |     |     |     |W.OFF          |

| 29 Fri| 5.43|14.07|     |     |     |     |     |     |A SHIFT        |

| 30 Sat|21.43|     |     |     |     |     |     |     |C SHIFT        |

| 31 Sun|     |22.01|     |     |     |     |     |     |A SHIFT        |


-


Administrative Incharge:AMAL MOHAN 0474 2070333 9447375537       

Section Incharge: Issac Eappen 9446217222 

Division Incharge: Jacob Netto 9895023747

      TIME OFFICE

24/11/2010
Annexure III

	SHIFT
	Timings
	Lunch/Dinner Timings

	GENERAL *
	09.00  -  1700
	08.30-09.00

(Break Fast)

12.00 – 13.30
(Any Half an hour during this time)

	‘A’ SHIFT
	0600  -  1400
	05.30-06.00

(Break Fast)

10.00 12.00

(Any Half an hour during this time)

	‘B’ SHIFT
	1400  - 2200


	17.30 – 19.30

(Any Half an hour during this time)

	‘C’ SHIFT
	2200  -  0600
	01.00 – 0300

(Any Half an hour during this time)


Annexure – IV

ELIGIBILITY & ENTITLEMENT OF LEAVES

	TYPE


	LEVEL
	ENTITLEMENT
	ELIGIBILITY
	ACCUMULATION

	
	
	
	ACCURAL
	ELIGIBILITY FOR AVALING
	

	Casual Leave (CL)


	 (managers And Above)
	Need Based
	On joining
	Need Based
	Nil

	
	 (E1 to)
	7 days
	On Joining 

– Prorata Basis
	Need Based
	Nil

	
	Prod. Trainee To SPL Grade
	12
	On Joining 

– Prorata Basis
	Need Based
	Nil

	
	Industrial . Casuals
	nil
	nil
	nil
	Nil

	
	Prodn App
	nil
	nil
	nil
	Nil

	

	Sick  Leave (SL)


	 (managers And Above)
	7 days
	I st January
	Need Based
	28 days

	
	 (E1 to)
	7 days
	I st January
	Need Based
	28 days

	
	Prod. Trainee To SPL Grade
	8 days
	On ESI Exemption
	Need Based
	32days

	
	Industrial . Casuals
	
	On ESI Exemption
	Need Based
	

	
	Prodn App
	Nil
	Nil
	Need Based
	

	

	Privilege  Leave 

(PL)
	 (managers And Above)
	30 days
	Beginning of the next calendar year

-Prorata basis on the last year 
	Can avail after Confirmation / completion of one year
	NIL

	Privilege  Leave 

(PL)
	 (E1 to AM)
	30 days
	Beginning of the next calendar year

-Prorata basis on the last year 
	Can avail after Confirmation / completion of one year
	NIL

	Privilege  Leave 

(PL)
	Graduate Engineer Trainee 

(GET) / (ET) & 

CA Trainees


	30 days
	Prorata basis will be accured only after completing the one year of training
	On completion of the training period
	NIL

	Privilege  Leave 

(PL)
	Prod. Trainee To SPL Grade
	20days for every days of work subjet to 240 days of attendance in a calander year as per factories Act.

In addition to this 4 days of PL for 250 days,5 days for 260 days, 6 days for 270 days and 7 days for 280 days
	Beginning of the next calendar year

-Prorata basis on the last year 
	Can avail t times in a Year with minimum of One yaer Confirmation / completion of one year
	37 days



	Privilege  Leave 

(PL)
	Industrial . Casuals
	20days for every days of work subjet to 240 days of attendance in a calander year as per factories Act
	Beginning of the next calendar year

-Prorata basis on the last year 
	Can avail after Confirmation / completion of one year
	30 days



	Privilege  Leave 

(PL)
	Industrial . Casuals
	20days for every days of work subjet to 240 days of attendance in a calander year as per factories Act
	Beginning of the next calendar year

-Prorata basis on the last year 
	Can avail after Confirmation / completion of one year
	30 days



	
	Prodn App
	20days for every days of work subjet to 240 days of attendance in a calander year as per factories Act
	1/4thof leave can e availed in a quarter.
	
	30 days



	

	

	Maternity Leave (ML)
	All Category
	6 weeks  before confinement  

& 6 weeks  after delivery
	
	ESI Exempted cases
	Nil


ANNEXURE V

	DAY
	SHIFT
	SLNO
	BNB
	DIP
	CAL2
	CAL3
	BIAS
	BEAD
	H01
	TB
	TC
	FF
	GP
	EAPP
	TOTAL

	25/11/2010
	A
	0
	37
	4
	11
	12
	55
	20
	84
	54
	65
	39
	41
	0
	458

	07:13:57
	 
	1
	4007-1
	4255-3
	6504-1
	7008-3
	5305-2
	5205-2
	0151-1
	5315-1
	6511-1
	6203-1
	9352-9
	 
	 

	 
	 
	2
	4016-2
	4256-3
	4716-2
	7061-3
	6037-2
	5207-2
	5387-1
	5364-1
	6032-2
	6312-1
	9355-9
	 
	 

	 
	 
	3
	4033-2
	7237-3
	6530-3
	7176-3
	4711-3
	5203-3
	5402-1
	5370-1
	6033-2
	6320-2
	9372-9
	 
	 

	 
	 
	4
	4039-2
	0221-5
	0148-5
	7285-5
	5151-3
	5218-3
	5415-1
	7487-1
	6034-2
	6325-2
	9375-9
	 
	 

	 
	 
	5
	7010-2
	 
	7449-5
	7303-5
	7334-3
	5006-3
	5420-1
	8548-2
	6054-2
	6333-2
	9470-9
	 
	 

	 
	 
	6
	7119-3
	 
	2755-5
	7481-5
	7421-3
	5169-3
	5428-1
	7047-2
	6061-2
	6339-2
	9543-9
	 
	 

	 
	 
	7
	7202-3
	 
	2759-5
	0294-5
	5162-4
	5379-3
	5444-1
	7244-2
	6532-2
	6340-2
	9718-9
	 
	 

	 
	 
	8
	7260-3
	 
	9007-6
	8801-5
	5112-4
	5167-4
	0171-2
	8691-2
	6071-2
	6344-2
	9720-9
	 
	 

	 
	 
	9
	7279-3
	 
	9080-6
	9108-6
	7099-4
	5181-4
	0176-2
	8705-2
	7002-2
	6501-2
	9724-9
	 
	 

	 
	 
	10
	7329-3
	 
	9485-6
	9360-6
	0314-4
	7104-4
	0191-2
	5418-5
	7005-2
	0108-2
	9545-9
	 
	 

	 
	 
	11
	0150-4
	 
	9297-9
	9332-9
	8950-4
	0122-4
	5367-2
	5436-5
	7095-2
	7091-2
	9595-9
	 
	 

	 
	 
	12
	0162-4
	 
	 
	9348-9
	8946-4
	7118-4
	5381-2
	5440-5
	7130-2
	7223-2
	9617-9
	 
	 

	 
	 
	13
	4206-4
	 
	 
	 
	8644-4
	7156-4
	5389-2
	7063-5
	7145-2
	7245-2
	9667-9
	 
	 

	 
	 
	14
	7224-4
	 
	 
	 
	9175-4
	7263-4
	5396-2
	7139-5
	7246-2
	7301-2
	9669-9
	 
	 

	 
	 
	15
	7395-4
	 
	 
	 
	7115-5
	7289-4
	5405-2
	7207-5
	0117-4
	7394-2
	9673-9
	 
	 

	 
	 
	16
	0112-4
	 
	 
	 
	0291-5
	7417-4
	7012-2
	7213-5
	0201-4
	0115-3
	9683-9
	 
	 

	 
	 
	17
	0158-4
	 
	 
	 
	7356-5
	8968-6
	7013-2
	7220-5
	0206-4
	0120-3
	9713-9
	 
	 

	 
	 
	18
	0242-4
	 
	 
	 
	7357-5
	9050-6
	7034-2
	7272-5
	0215-4
	0211-3
	9750-9
	 
	 

	 
	 
	19
	0261-4
	 
	 
	 
	8711-5
	9052-6
	7056-2
	7296-5
	7226-4
	7364-3
	9771-9
	 
	 

	 
	 
	20
	0283-4
	 
	 
	 
	8939-5
	9474-9
	7068-2
	7297-5
	7308-4
	7542-3
	9781-9
	 
	 


ANNEXURE-VI

	
	S_SECT_DES
	REQD
	INPUNCH
	TIME_AT

	 
	25/11/2010-A
	0
	0
	07:13:53

	400
	BANBURY
	40
	42
	 

	425
	DIP
	4
	5
	 

	430
	2 ROLL
	20
	10
	 

	440
	3 ROLL
	10
	17
	 

	450
	4 ROLL
	14
	14
	 

	460
	DUAL
	16
	20
	 

	470
	MULTIPURPOSE
	10
	13
	 

	500
	BIAS
	68
	69
	 

	520
	BEAD
	22
	35
	 

	530
	TYRE BUILDING
	124
	89
	 

	600
	CURING
	76
	78
	 

	630
	FINISHING
	47
	57
	 

	888
	SS/GENERAL POOL
	0
	67
	 

	H01
	TRUCK TYRE BLDR
	66
	99
	 

	 
	TOTAL
	517
	615
	 

	 
	 
	 
	 
	 


ANNEXURE VII

Punching summary analysis

	SECTION
	NAME
	NOS_PUCH
	NP
	EARLY
	FULL

	100
	Mgt Staff
	15
	5
	0
	10

	200
	Staff & SStaff
	30
	5
	2
	23

	300
	Engg Workmen
	36
	12
	2
	22

	400
	banbury
	28
	7
	0
	21

	450
	Calander
	33
	6
	7
	20

	460
	Extruder
	23
	0
	5
	18

	500
	Bias
	46
	6
	4
	36

	520
	Bead
	24
	2
	4
	18

	530
	Tyre Building
	138
	28
	13
	97

	600
	Curing
	50
	5
	1
	44

	630
	Finsihing
	39
	6
	5
	28

	777
	G pool
	49
	8
	0
	41

	888
	Contract
	98
	24
	4
	70

	Tot
	24th A at16:12 on 24/11/2010
	708
	139
	69
	500


Annexure VIII

 APOLLO TYRES LTD. – PERAMBRA

(HR Dept.)

N:\TO\HOLIDAY11

October 20 2010

Form  - IV

NOTICE

LIST OF HOLIDAYS FOR THE YEAR 2011

PERAMBRA

	Sl.No
	Holiday
	Day
	Date

	National  Holidays

	1
	Republic Day
	26.01.2011
	Wednesday

	2
	May Day
	01.05.2011
	Sunday

	3
	Independance Day
	15.08.2011
	Monday

	4
	Gandhi Jayanthi
	02.10.2011
	Sunday

	Festival Holidays

	1
	Vishu
	15.04.2011
	Friday

	2
	Good Friday
	22.04.2011
	Friday

	3
	Easter
	24.04.2011
	Sunday

	4
	Ramzan (ID-UL-Fither)
	30.08.2011
	Tuesday

	4
	First Onam
	08.09.2011
	Monday

	5
	Thiru Onam
	09.09.2011
	Tuesday

	6
	Third Onam
	10.09.2011
	Wednesday

	8
	Mahanavami
	05.10.2011
	Wednesday

	9
	Christmas
	25.12.2011
	Sunday


for APOLLO TYRES LTD.,

MANAGER (HR)

PRINTED ON 01/12/2010  AT 10:57:09

ANNEXURE IX

  MUSTER ROLL .......DIVISION A

                                                  FOR THE PERIOD FORM 01/09/2010 TO 30/09/2010

                                                  PAGE NO    1

|---|------|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|------|------|

|SL.|CL.NO |  1|  2|  3|  4|  5|  6|  7|  8|  9| 10| 11| 12| 13| 14| 15| 16| 17| 18| 19| 20| 21| 22| 23| 24| 25| 26| 27| 28| 29| 30| TOTAL|REMARK|

|---|------|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|    SHIFT | 1 | 1 | 1 | 1 | OF| CL| 3 | 3 | 3 | HO| 3 | OF| SL| SL| 2 | 2 | 2 | CL| OF| 1 | 1 | 1 | CO| 1 | 1 | OF| 3 | 3 | 3 | 3 |  30.0|      |

|ANTO C.L. |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|  1|0103  |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |      |      |

|   |      |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|   |OT HRS|   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |  0.00|      |

|===|======|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|======|======|

|    SHIFT | 3 | ML| ML| ML| ML| ML| ML| ML| ML| HO| ML| ML| ML| ML| ML| ML| ML| ML| ML| OF| 3 | 3 | 3 | 3 | 2 | SL| OF| NP| 2 | NP|  13.0|      |

|DAVIS V.O.|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|  2|0112  |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |      |      |

|   |      |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|   |OT HRS|   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |  0.00|      |

|===|======|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|======|======|

|    SHIFT | 1 | OF| 3 | 3 | 3 | 3 | 3 | 3 | OF| HO| 2 | 2 | 2 | 2 | 2 | OF| 1 | 1 | 1 | 1 | 1 | 1 | OF| 3 | 3 |   | 3 | 3 | 3 | OF|  29.0|      |

|GEORGE P.J|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|  3|0116  |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |      |      |

|   |      |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|   |OT HRS|   |   |   |   |8.0|   |   |   |   |16 |8.0|8.0|8.0|8.0|8.0|   |   |   |   |   |   |   |   |   |   |   |   |   |   |   | 64.00|      |

|===|======|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|======|======|

|    SHIFT | 3 | CL| 3 | OF| 3 | 1 | SL| 3 | 1 | HO| OF| 3 | CL| 3 | 1 | 3 | 1 | OF| CL| 3 | 1 | 3 | 1 | 3 | OF| 3 | 1 | 3 | 1 | 3 |  30.0|      |

|JOSEPH J. |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|  4|0124  |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |      |      |

|   |      |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|   |OT HRS|   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |  0.00|      |

|===|======|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|======|======|

|    SHIFT | 3 | SL| 3 | OF| 3 | 3 | 3 | 3 | 1 | HO| OF| 3 | 1 | 1 | 3 | 1 | 3 | OF| 3 | 3 | 2 | 3 | 1 | 3 | OF| SL| 2 | 2 | 3 | 1 |  30.0|      |

|JOSEPH SIM|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|  5|0125  |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |      |      |

|   |      |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|   |OT HRS|   |   |   |   |   |   |   |   |   |8.0|   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |  8.00|      |

|===|======|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|===|======|======|

|    SHIFT | 2 |   |   |   |   |   | no| ML| ML| HO| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML| ML|   2.0|   4.0|

|PAUL I.J. |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

|  6|0139  |5.0|   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |   |      |      |

|   |      |---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|---|      |      |

Annexure X

Attendance  Types

	SL.NO
	ITEM
	CODE
	Status

	1
	A shift attendance
	1
	Atttendance

	2
	B shift attendance
	2
	Atttendance

	3
	C shift attendance
	3
	Atttendance

	4
	G shift attendance
	4
	Atttendance

	5
	Accident Leave
	AL
	Leave with out pay

	6
	Casual Leave
	CL
	Leave With pay

	7
	Comp. Off
	CO
	Off with Pay

	8
	ESI Leave
	ES
	Leave with out pay

	9
	A shift Half day attendance
	H1
	Atttendance

	10
	B shift Half day attendance
	H2
	Atttendance

	11
	C shift Half day attendance
	H3
	Atttendance

	12
	G shift Half day attendance
	H4
	Atttendance

	13
	Half Day Casual Leave
	HC
	Leave With pay

	14
	Hoilday
	HO
	Off with Pay

	15
	Half day Sick Leave
	HS
	Leave With pay

	16
	Lock Out
	LK
	With out pay

	17
	Loss of Pay
	LP
	Leave with out pay

	18
	Medical Leave
	ML
	Leave with out pay

	19
	Punching Regularised
	NP
	Atttendance

	20
	No Work No Pay
	NW
	Leave with out pay

	21
	Out Door Duty
	OD
	Atttendance

	22
	Weekly Off
	OF
	Off with Pay

	23
	Off and Holiday
	OH
	Off with Pay

	24
	Privillage Leave
	PL
	Leave With pay

	25
	Sick Leave
	SL
	Leave With pay

	26
	Suspension
	SU
	Subsistance Allow

	27
	Trainging Ayttendance
	TR
	Atttendance

	28
	Unpaid Weekly off
	no
	Leave with out pay

	29
	Absent with out Leave
	
	With Out Pay


Annexure XI

Month wise Attendance Summary

   MONTHLY ATTENDANCE REPORT   FROM 01/01/2010  TO    /  /    

 CL.NO..... 630/0101      

 NAME ..... ABDULLA P.K.                     PHONE 0484 2475044            

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|YEAR  | DAYS |  CL |PL  | SL | ACL   |ESIML |OTH-|

                                                  | LP  | ABS | OFF | TOTAL|

|      |WORKED|     |    |    |       |      |ERS |     |     |H.DAY|      |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0110  |  26.0|  0.0|  0 | 0.0|    0.0|   0.0| 0.0|  0.0|  0.0| 5.0 | 31.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0210  |  26.0|  0.0|  0 | 0.0|    0.0|   0.0| 0.0|  0.0|  0.0| 2.0 | 28.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0310  |  26.0|  1.0|  0 | 0.0|    0.0|   0.0| 0.0|  0.0|  0.0| 4.0 | 31.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0410  |  21.0|  0.0|  0 | 1.0|    0.0|   0.0| 0.0|  0.0|  0.0| 8.0 | 30.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0510  |  24.0|  0.0|  0 | 0.0|    0.0|   0.0| 2.0|  0.0|  0.0| 5.0 | 31.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0610  |   7.0|  0.0|  0 | 0.0|    0.0|   0.0|22.0|  0.0|  0.0| 1.0 | 30.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0710  |   0.0|  0.0|  0 | 0.0|    0.0|   0.0|31.0|  0.0|  0.0| 0.0 | 31.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0810  |   7.0|  0.0|  0 | 0.0|    0.0|   0.0|19.0|  0.0|  0.0| 5.0 | 31.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|0910  |  23.0|  1.0|  0 | 1.0|    0.0|   0.0| 0.0|  0.0|  0.0| 5.0 | 30.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1010  |  22.0|  2.0|  0 | 1.0|    0.0|   0.0| 0.0|  0.0|  0.0| 6.0 | 31.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1110  |  25.0|  0.0|  0 | 1.0|    0.0|   0.0| 0.0|  0.0|  0.0| 4.0 | 30.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|TOTAL | 207.0|  4.0|  0 | 4.0|    0.0|   0.0|74.0|  0.0|  0.0|45.0 |334.0 |

	
	
	
	
	
	
	
	
	
	
	
	


Annexure XII

Year   wise Attendance Summary

YEARLY ATTENDANCE REPORT

 CL.NO..... 0101      

 NAME ..... ABDULLA P.K.                  

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|YEAR  | DAYS |  CL |PL  | SL | ACL   |ESIML |OTH-| LP  | ABS | OFF | TOTAL|

|      |WORKED|     |    |    |       |      |ERS |     |     |H.DAY|      |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2008  | 317.0| 10.0|  0 | 0.0|    0.0|   0.0|22.0|  0.0|  0.0|17.0 |366.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2007  | 280.0|  8.0| 18 |27.0|    0.0|   0.0| 2.0|  0.0|  0.0|30.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2006  | 228.0| 12.0| 22 |11.0|   30.0|   0.0| 0.0|  1.0|  0.0|61.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2005  | 152.0| 12.0|  5 | 8.0|  149.0|   0.0| 0.0|  0.0|  0.0|39.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2004  | 277.0| 12.0|  8 | 8.0|    0.0|   0.0| 0.0|  0.0|  0.0|61.0 |366.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2003  | 274.0| 11.0| 16 | 7.0|    0.0|   0.0| 0.0|  0.0|  0.0|57.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2002  | 213.0| 11.0|  8 | 2.0|   78.0|   0.0| 0.0|  0.0|  0.0|53.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2001  | 261.0| 12.0|  6 | 2.0|   21.0|   0.0| 0.0|  0.0|  0.0|63.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|2000  | 276.0| 12.0|  3 |10.0|    0.0|   0.0| 0.0|  0.0|  0.0|65.0 |366.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1999  | 245.0| 12.0|  7 | 1.0|    0.0|   0.0|40.0|  0.0|  2.0|58.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1998  | 201.0| 12.0|  0 | 0.0|    9.0|   0.0|96.0|  0.0|  0.0|47.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1997  | 254.5| 12.0| 23 | 0.0|    0.0|   0.0|12.5|  0.0|  0.0|63.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1996  | 268.0| 12.0| 20 |10.0|    0.0|   0.0| 0.0|  0.0|  0.0|56.0 |366.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1995  | 259.0| 12.0| 18 | 7.0|    0.0|   0.0|10.0|  0.0|  1.0|58.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1994  | 267.0| 12.0| 15 | 2.0|    0.0|   0.0| 3.0|  0.0|  0.0|66.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1993  | 270.0| 12.0| 17 | 3.0|    0.0|   0.0| 0.0|  0.0|  0.0|63.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1992  | 279.0| 12.0|  9 | 9.0|    0.0|   0.0| 0.0|  0.0|  0.0|57.0 |366.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|

|1991  | 280.0| 12.0| 13 | 5.0|    0.0|   0.0| 0.0|  0.0|  1.0|54.0 |365.0 |

|------|------|-----|----|----|-------|------|----|-----|-----|-----|------|
Annexure XIII
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09/12/2010

  Monthly Absenteeism statement for the month of November 2010          

  =======================================================================

                                                      Permissible Leave Limit  171

|----|-----|----|-------------------------------------|-------|------|------|-------|

|    | UA  |    |           PRESENT IN SHIFTS         |  ML   |      |      |       |

|    |     |    |------|-------|------|------|--------| CL+PL+|      |      |       |

|DATE| %   |STR.|    A |    B  |   C  |  G   |   TOT  | SL+AL+|OFF   | ABS  |  %    |

|----|-----|----|------|-------|------|------|--------|-------|------|------|-------|

|1   | 1.47|2061|   498|    456|   304|   211| 1469.50| 271.50|   294| 26.00| 16.84 |

|2   | 1.06|2057|   503|    465|   359|   190| 1517.50| 248.50|   272| 19.00| 14.99 |

|3   | 1.28|2055|   515|    471|   347|   196| 1529.50| 242.50|   260| 23.00| 14.79 |

|4   | 0.95|2055|   528|    481|   315|   200| 1524.00| 244.00|   270| 17.00| 14.62 |

|5   | 1.74|2053|   525|    442|   324|   179| 1470.00| 280.00|   272| 31.00| 17.46 |

|6   | 1.38|2054|   500|    421|   282|   179| 1382.50| 334.50|   313| 24.00| 20.59 |

|7   | 1.76|2054|   492|    403|   300|   103| 1298.50| 316.50|   410| 29.00| 21.02 |

|8   | 1.01|2052|   515|    428|   353|   196| 1492.50| 268.50|   273| 18.00| 16.10 |

|9   | 1.41|2052|   524|    452|   275|   185| 1436.50| 313.50|   277| 25.00| 19.07 |

|10  | 2.12|2052|   532|    441|   265|   201| 1439.00| 315.00|   260| 38.00| 19.70 |

|11  | 1.64|2052|   504|    431|   314|   184| 1433.00| 308.00|   282| 29.00| 19.04 |

|12  | 0.96|2052|   539|    436|   324|   200| 1499.00| 263.00|   273| 17.00| 15.74 |

|13  | 1.79|2046|   488|    440|   297|   164| 1389.00| 313.00|   313| 31.00| 19.85 |

|14  | 1.90|2042|   475|    410|   314|    94| 1293.50| 309.50|   408| 31.00| 20.84 |

|15  | 1.88|2038|   499|    438|   358|   175| 1470.00| 254.00|   281| 33.00| 16.33 |

|16  | 1.64|2038|   510|    454|   297|   182| 1443.50| 300.50|   265| 29.00| 18.58 |

|17  | 2.76|2038|   511|    434|   299|   162| 1406.00| 320.00|   263| 49.00| 20.79 |

|18  | 1.24|2038|   520|    454|   320|   184| 1478.00| 272.00|   266| 22.00| 16.59 |

|19  | 2.03|2038|   539|    442|   301|   166| 1448.00| 286.00|   268| 36.00| 18.19 |

|20  | 2.08|2036|   516|    408|   275|   148| 1347.00| 344.00|   309| 36.00| 22.00 |

|21  | 3.24|2036|   479|    405|   243|    87| 1214.50| 368.50|   400| 53.00| 25.76 |

|22  | 1.37|2036|   484|    426|   348|   176| 1434.00| 297.00|   281| 24.00| 18.29 |

|23  | 1.30|2036|   499|    453|   342|   198| 1492.50| 255.50|   265| 23.00| 15.73 |

|24  | 2.98|2036|   502|    443|   329|   199| 1473.50| 251.50|   258| 53.00| 17.13 |

|25  | 1.75|2034|   518|    466|   307|   179| 1470.50| 267.50|   265| 31.00| 16.87 |

|26  | 2.26|2032|   499|    429|   343|   166| 1437.00| 290.00|   265| 40.00| 18.68 |

|27  | 3.18|2032|   511|    407|   270|   159| 1347.00| 327.00|   303| 55.00| 22.09 |

|28  | 4.33|2030|   474|    395|   284|    80| 1233.00| 315.00|   412| 70.00| 23.79 |

|29  |12.38|2030|   504|    288|   351|   102| 1245.50| 297.50|   269|218.00| 29.27 |

|30  | 4.07|2030|   515|    439|   297|   192| 1443.50| 251.50|   263| 72.00| 18.31 |

|----|-----|----|------|-------|------|------|--------|-------|------|------|-------|

|TOTA| 2.2961295| 15218| 12958 |  9337|  5044|42557.50|4197.50|  8810|5730.0| 18.91 |

|----|-----|----|------|-------|------|------|--------|-------|------|------|-------|

                  No.of days on which Permissibel Leave limit exceeded     5

                 Percentage of Attendance                  =    81.09

                 Percentage of  Leave with Pay             =     8.00

                 Percentage of regularised Acl+Ml+ESI      =     8.63

                 Percentage of Unauthorised Absenteeism    =     2.29

Annexure XIV

Printed on 09/12/2010

   Section wise Absenteeism statement dated   /  /             

|------------------|------------|----------|---------|------------|------------|

|  SECTION         | % OF ATTEN |% OF LEAVE|% ACL/ML | % OF UA    |TOTAL % ABSM|

|------------------|------------|----------|---------|------------|------------|

|   BANBURY        |      84.42 |      6.89|     6.56|       2.13 |     15.58  |

|------------------|------------|----------|---------|------------|------------|

|   CEMENT HOU     |      72.18 |     15.79|     9.77|       2.26 |     27.82  |

|------------------|------------|----------|---------|------------|------------|

|   DIP            |      71.14 |      8.28|    14.99|       5.59 |     28.86  |

|------------------|------------|----------|---------|------------|------------|

|   2 ROLL         |      80.47 |      5.88|    12.35|       1.29 |     19.53  |

|------------------|------------|----------|---------|------------|------------|

|   3 ROLL         |      78.31 |      9.32|     8.67|       3.69 |     21.69  |

|------------------|------------|----------|---------|------------|------------|

|   4 ROLL         |      84.48 |      7.65|     5.77|       2.10 |     15.52  |

|------------------|------------|----------|---------|------------|------------|

|   DUAL           |      78.28 |      6.78|    11.37|       3.57 |     21.72  |

|------------------|------------|----------|---------|------------|------------|

|   MULTIPURPO     |      78.71 |      8.72|     7.93|       4.64 |     21.29  |

|------------------|------------|----------|---------|------------|------------|

|   BIAS           |      81.30 |      7.46|     8.81|       2.43 |     18.70  |

|------------------|------------|----------|---------|------------|------------|

|   BEAD           |      87.85 |      8.78|     1.92|       1.45 |     12.15  |

|------------------|------------|----------|---------|------------|------------|

|   TYRE BUILD     |      79.36 |      6.79|    10.96|       2.90 |     20.64  |

|------------------|------------|----------|---------|------------|------------|

|   CURING         |      82.69 |      8.98|     6.76|       1.58 |     17.31  |

|------------------|------------|----------|---------|------------|------------|

|   FINISHING      |      85.66 |      8.51|     4.46|       1.37 |     14.34  |

|------------------|------------|----------|---------|------------|------------|

|   GENERAL PO     |      89.78 |      0.42|     2.08|       7.73 |     10.22  |

|------------------|------------|----------|---------|------------|------------|

|   AVERAGE        |      82.40 |      6.82|     7.76|       3.02 |     17.60  |

|------------------|------------|----------|---------|------------|------------|

Annexure XV
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        09/12/20

                             MANHOURS UTILISATION STATEMENT

                             =============================

        DEPARTMENT           ON ROLLS ON ROLLS  ACTUAL HRS   OT HRS     TOTAL

        ==========             COCHIN PERAMBRA ===========   ======    ======

                              ======= ========

        ** REPORT FOR THE MONTH OF :- 1110

        PRODUCTION                  0     1654      276108    28010    304118

        ENGINEERING                 0      217       36684     5882     42566

        TECHNICAL                   0       25        4056       72      4128

        QUALITY ASSURANCE           0       23        3260       72      3332

        ADMINISTRATION              0       26        4356      115      4471

        HR/VP'S OFFICE              0       19        2704       50      2754

        ACCOUNTS & FINANCE          5       16        2444        0      2444

        STORES & PURCHASE           0       51        9056       50      9106

        IED/EDP                     0        6         968        0       968

        OTHERS(VP/EX/SE/MFG)        2        3         360        0       360

        TECHNICAL(CORPORATE)        0        2         160        0       160

        ** Subtotal **

                                    7     2042      340156    34252    374408

        *** Total ***

                                    7     2042      340156    34252    374408

                                                                   KOCHI=1320

                                                              OTHER DUTY=5320

                                                    TILL DATE

 MADAYS WORKED              42519.50      202470.50

 TOTAL MANDAYS LOST          9938.50       49244.50

 TOTAL MANDAYS LOST(AUTH)    8737.00

 TOTAL MANDAYS LOST(UNAU)    1201.00

 ABSENTEEISM % THIS MONTH      18.95          19.56

 ABSENTEEIS % LAST MONTH       18.34

 UNAUTHORISED ABSENTEEISM%      2.29

 AUTHORISED ABSENTEEISISM%     16.66

TIME OFFICE

09/12/2010

CC.. DGM(HR)/IED/PSL/COSTING

Annexure XVI

MONTHLY OVERTIME STATEMENT

                                   NOVEMBER 2010       

                                    ============

SL.NO DEPARTMENT STR  NOS.    SALARY     OT HOURS OT AMOUNT H-AW  LOSS OF WAGES

===== ========== ===  ENGD    PAYABLE    ======== ========= ===   DUE TO ABSM

                      ====    =======                             ==========

** CATEGORY ENG 

    1 ENGG        172     158 2889938.00  6035.30 911829.70    56      70243.00

** Subtotal **

                  172     158 2889938.00  6035.30 911829.70    56      70243.00

** CATEGORY PRO 

    2 DIV A       344     222 5875630.00  7605.50 ******.**   148     334291.00

    3 DIV B       680     280 *******.**  9811.20 ******.**   277     943441.00

    4 DIV C       369     202 6266881.00  7759.90 ******.**    68     246653.00

    5 VI GRADE     78      35  977651.60  1402.00 146214.20    24      76847.90

    6 IND. CLS    103      37 1256044.40  1095.80 111124.50    20     173814.40

    7 PRODN.APP   276      60 1468950.00  1540.00  69105.56    32     222444.00

** Subtotal **

                 1850     836 26882443.0 29214.40 3839865.3   569    1997491.30

*** Total ***

                 2022     994 29772381.0 35249.70 4751695.0   625    2067734.30

Annexure XVII

08/12/2010

                  MONTHLY HOLIDAY WORK AND OVERTIME DETAILS

                         NOVEMBER 2010       

       DEPT          STR   OT-HRS   OT AMT     HOT HRS  HOT AMT

   ENGG               172   5979.30  903010.57        56     8819.12

   DEPT TOT           172   5979.30  903010.57        56     8819.12

   DIV A              344   7457.50 1053906.99       148    23181.99

   DIV B              680   9534.20 1307879.38       277    39635.90

   DIV C              369   7691.85 1079065.12        68     9752.36

   VI GRADE            78   1378.00  143771.56        24     2442.63

   IND. CLS           103   1075.80  109398.63        20     1725.83

   PRODN.APP          276   1508.00   67680.56        32     1425.00

   DEPT TOT          1850  28645.35 3761702.24       569    78163.71

   GRAN.TOTAL        2022  34624.65 4664712.81       625    86982.83

                                                          4751695.64

   Previous months supplementarr and curent     

   cc to PS to VP,PS to DGM (HR),PSL DEPT,Man   

Annexure XIX
      Inspector acting details for the month of..1110

 EMP_NO           DAYS

 0115             1.00

 0120             1.00

 0123             4.00

 0172             2.00

 0239             1.00

 2765             1.00

 5344             8.00

 5350             1.00

 5352            10.00

 5358             8.00

 5362             4.00

 5363             6.00

 5367             2.00

 5369             4.00

 5387             1.00

 5417             1.00

 5420             1.00

 5424             1.00

 7034             2.00

 7231             8.00

 7257             1.00

 7293             2.00

 7333             1.00

 7385             1.00

 7414             1.00

 7426             1.00

 7462             5.00

 7499             1.00

 7510             4.00

 7526             2.00

 9191             1.00

Annexure XX
Attendance Types

	SL.NO
	ITEM
	CODE
	Status

	1
	A shift attendance
	1
	Atttendance

	2
	B shift attendance
	2
	Atttendance

	3
	C shift attendance
	3
	Atttendance

	4
	G shift attendance
	4
	Atttendance

	5
	Accident Leave
	AL
	Leave with out pay

	6
	Casual Leave
	CL
	Leave With pay

	7
	Comp. Off
	CO
	Off with Pay

	8
	ESI Leave
	ES
	Leave with out pay

	9
	A shift Half day attendance
	H1
	Atttendance

	10
	B shift Half day attendance
	H2
	Atttendance

	11
	C shift Half day attendance
	H3
	Atttendance

	12
	G shift Half day attendance
	H4
	Atttendance

	13
	Half Day Casual Leave
	HC
	Leave With pay

	14
	Hoilday
	HO
	Off with Pay

	15
	Half day Sick Leave
	HS
	Leave With pay

	16
	Lock Out
	LK
	With out pay

	17
	Loss of Pay
	LP
	Leave with out pay

	18
	Medical Leave
	ML
	Leave with out pay

	19
	Punching Regularised
	NP
	Atttendance

	20
	No Work No Pay
	NW
	Leave with out pay

	21
	Out Door Duty
	OD
	Atttendance

	22
	Weekly Off
	OF
	Off with Pay

	23
	Off and Holiday
	OH
	Off with Pay

	24
	Privillage Leave
	PL
	Leave With pay

	25
	Sick Leave
	SL
	Leave With pay

	26
	Suspension
	SU
	Subsistance Allow

	27
	Trainging Ayttendance
	TR
	Atttendance

	28
	Unpaid Weekly off
	no
	Leave with out pay

	29
	Absent with out Leave
	
	With Out Pay
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