MANNUAL-1

Particulars of Organisation, functions and duties

(Section-4 (1) (b) (i))

1) Aims and Objectives of the Organisation -


The implement various labour laws and protect the workmen from exploitation ad whimsical directives of the employer. To maintain industrial peace and harmony.

2) Mission / Vision -


To take appropriate measures for protection of rights especially of migrant workmen and child labour.

3) Brief History and back ground for its establishment –


The District Labour Office, Bargarh created and started functioning from 02.01.1991.

4) Organisation Charts –

	Sl. No.
	Name of the Post
	Sanctioned Strength
	Staff Position
	Vacancy

	01.
	District Labour Officer
	1
	1
	-

	02.
	Asst. Labour Officer
	1
	-
	1

	03.
	Rural Labour Inspector
	1
	1
	-

	04.
	Head Clerk
	1
	1
	-

	05.
	Jr. Clerk-cum-Typist
	2
	2
	-

	06.
	Peon
	2
	2
	-

	07.
	Peon-cum-choukidar
	1
	-
	1


5) Allocation of Business –


DLO – To Control entire administration of Labour District.


ALO - 
To assist the District Labour Officer.


RLI - 
Implementation of Labour Laws in Rural Sector.


Ministerial Staff -  To look out office works.


Group ‘D’ Employee – Engage in Official Work as entrusted.

6) Duties to be performed to achieve the mission –


As per the direction and supervision of the District Labour Officer, Bargarh

7) Details of Service rendered –


Enforcement of Labour laws, enquiry of complaints and provide relief to the working class, Conciliation industrial disputes, maintenance of industrial peace and harmony.

8. Citizens interaction –


Training, meeting, workshops are being conducted.

9. Postal Address of the Main office, attached/ Sub-ordinate Officer / Field Units –


District Labour Officer, Bargarh, Near Private Bus Stand, Dist. Bargarh (Orissa).

10. Map of office Location - (Enclosed)

11. Working hours both for office and public –


Working our -
10.00 A.M. to 1.30 P.M. and





2.00 A.M. to 5.00 P.M.

12. Public interaction if any -  As and when necessary.

13. Grievance redress mechanism – 

Grievance Cell of Dist. Labour Officer, Bargarh Opened.

MANNUAL-2

Powers and duties of Officer and Employeed

(Section-4 (1) (b) (ii))

	Sl. No.
	Designation of Post
	Powers
	Duties Attached

	
	
	Administrative
	Financial
	Statutory
	Others
	

	01
	Dist. Labour Officer
	Entire Bargarh District
	D.D.O.
	Full Power of all Establishment
	To Keep liation with Dist. administration
	As per central and Orissa State labour enactments

	02
	Asst.Labour Officer
	To Assist. DLO
	-
	As per labour laws.
	To Assist. DLO
	-do-

	03
	Rural Labour Inspector
	To Asst. DLO & ALO
	-
	As per labour laws (Rural Sector)
	To Asst. DLO & ALO
	-do-

	04
	Head Clerk
	-
	-
	
	
	Head of the Ministerial Staff

	05
	Jr. Clerk-cum-Typist
	-
	-
	
	
	To assist the office work.

	06
	Peon
	-
	-
	
	
	To attend office work

	07
	Peon-cum-Choukidar
	-
	-
	
	
	To attend office work ad watch & ward the Office


MANNUAL-3

Procedure followed in decision making process

(Section-4 (1) (b) (iii))

	Sl. No.
	Activity
	Level action
	Time frame

	01
	To Receive application and put diary number
	Counter Clerk
	Same day

	02
	To mark application to concerned Inspector
	Counter Clerk
	Same day

	03
	To visit premises of applicant and verify the facts.
	Inspector
	2-3 days

	04
	Complaints under various labour laws
	DLO/ ALO/ RLI
	30 days

	05
	Conciliation proceeding under I.D. Act. 1947.
	DLO/ ALO
	60 days

	06
	Registering / Licensing under Contract Labour (R&A) Act., ISMW (RR&CS) Act., MTW Act, OS & CE Act.
	DLO/ ALO
	15 days


MANNUAL-4

Norms set for the discharge of functions

(Section-4 (1) (b) (iv))

Details of norms and standards set out can be given in respect of various activities. Some of the norms are indicate below as an illustration.

ILLUSTRATION

	Sl. No.
	Activity
	Time frame
	Remarks

	01
	Diary of letter
	3 minutes per letter
	Registered dak including entry in messanger book

	02
	Despatch of letter
	5 minutes per letter
	

	03
	Typing job
	30 pages per day
	


MANNUAL-5

Rules, Regulations, Instructions, Manuals and records for discharging functions

(Section-4 (1) (b) (v))

Prepare a list of rules, regulations, Instructions, Manuals and records for discharging functions available with the public authority for smooth discharge of its functions.

List Of Regulations, Instructions, Manuals And Records

	Sl. No.
	Name of the Act, Rules & Regulations etc.
	Brief gist of Contents
	Reference no. if any
	Price in case of priced publication

	1
	2
	3
	4
	5

	1. 
	Industrial Disputes Act., 1947
	Labour related matters
	
	

	2. 
	Orissa Shops and Commercial Establishments Act, 1956.
	-do-
	
	

	3. 
	Contract Labour (R&A)
	-do-
	
	

	4. 
	Minimum Wages Act, 1948
	-do-
	
	

	5. 
	Payment of Wages Act, 1936
	-do-
	
	

	6. 
	OIE (National & Festival) Holidays Act., 1969
	-do-
	
	

	7. 
	Equal Remuneration Act. 1976
	-do-
	
	

	8. 
	Payment of Bonus Act 1965
	-do-
	
	

	9. 
	Motor Transport Act., 1961
	-do-
	
	

	10. 
	I.S.M.W. (RE & CS) Act. 1979
	-do-
	
	

	11. 
	M.B. Act. 1961
	-do-
	
	

	12. 
	Bidi & Cigar Workers (Cofe) ct, 1966
	-do-
	
	

	13. 
	Building & others Construction (RE & CS) Act.
	-do-
	
	

	14. 
	Child Labour (P&R) Act, 1986
	-do-
	
	


MANNUAL-6

A Statement of the Categories of documents that are held by it for under its control

(Section-4 (1) (b) (vi))

Details of the records available may be made in a statement from wing wise, unit wise, branch wise and it may be got tabulated, indexed and catalogued (An illustrative list is given below). 

A Statement of the Categories of documents held

	Sl. No.
	Name of Records
	Details of Information available
	Unit/ Section where available
	Retention period

	1
	2
	3
	4
	5

	01
	Cash Book
	Details of expenditure of the office
	Accounts Section
	10 years

	02
	Service books and Acquaintance Roll.
	Details of service particulars of staff and salary bills etc.
	Establishment Section
	10 years

	03
	Individual files
	Inspections, complaints, conciliations, miscellaneous
	Enforcement Section
	3 years

	04
	Registers of claims, prosecutions and other statutory registers
	Violations of labour laws.
	Enforcement Section
	10 years

	05
	Registers of Revenue receipts and other particulars
	Revenue collection by way of licence/ Registration 
	Enforcement Section
	10 years

	06
	Receipt and Issue register
	Letter receipt and Despatch
	Issue and dispatch section
	10 years


MANNUAL-7

Particulars of any arrangement that exists for consultation with or representation by the members of the public in relation to the formulation of its policy of Implementaion

(Section-4 (1) (b) (viI))

Details of consultative committee and other bodies with which consultation are held. 

	Sl. No.
	Name and address of the Consultative Committee bodies
	Constitution of committee / body
	Role and responsibility
	Frequency of meetings

	1
	2
	3
	4
	5

	
	Nil
	Nil
	Nil
	Nil


MANNUAL-8

A Statement of boards, council, committees and other bodies constituted.

(Section-4 (1) (b) (viii))

List of boards, councils, committees etc.

	Sl. No.
	Name and address of the body
	Main functions of the body
	Constitutions of the Body
	Date of Constitution 

	1
	2
	3
	4
	5

	
	Nil
	Nil
	Nil
	Nil


	Date upto which valid
	Whether meetings open to public
	Whether minutes accessible to public
	Frequency 
	Remarks

	6
	7
	8
	9
	10

	Nil
	Nil
	Nil
	Nil
	Nil


Please attach copies of details notification/ order for their constitutions. 

MANNUAL-9

Directory of Officer and employees

(Section-4 (1) (b) (ix))

DIRECTORY

	Sl. No.
	Name and Designation
	Office Phone No.
	E-mail Address

	01
	B.R.P. DIP, DLO, Bargarh
	06646-231002
	

	02
	B.N. Mishra, RLI, Bargarh
	-do-
	


MANNUAL-10

The monthly remuneration received by each of the Officer and employees, including the system compensation as provided in the regulations. 

(Section-4 (1) (b) (X))

	Sl. No.
	Name and Designation
	Pay Scale/ Monthly remuneration

	01
	B.R.P. DIP, DLO, Bargarh
	6500-200-10,500/- = 15,999/-

	02
	B.N. Mishra, RLI, Bargarh
	5300-150-8300 = 8724/-

	03
	B.Bhoi, Head Clerk
	5000-150-8000 = 7610/-

	04
	A.K. Dash, Jr. Clerk-cum-Typist
	3200-85-4900 = 8524/-

	05
	B.Kharsel, jr. Clerk-cum-Typist
	3200-85-4900 = 8134/-

	06
	S.N. Nayak, Peon
	2610-60-3150-65-3450 = 6198/-

	07
	P. Mirdha, Peon
	2500-55-2660-60-3200-6552/-


Note :-

Details about system compensation provided in regulation on may be given. 

MANNUAL-11

The budget allocated to each agency 

(Section-4 (1) (b) (Xi))

	Major Head
	Activities be performed
	Sanctioned budget
	Budget estimate
	Revised estimated
	Expenditure for the last year

	1
	2
	3
	4
	5
	6

	Demand No.14-2230-L&E-01- Labour- Non-Plan-001-Direction & Administration 0308- District Establishment 

0308-01003-Salary

	Code-136
	Pay
	194228
	188725
	290315
	282566

	Code-147
	D.P.
	100238
	125715
	124975
	126164

	Code-156
	D.A.
	95387
	98327
	107148
	112964

	Code-403
	H.R.A.
	27440
	27836
	28337
	30545

	Code-516
	R.C.M.
	4000
	5000
	3000
	2942

	Code-523
	O.A.
	744
	744
	744
	744

	Code-0-308-06001-000
	T.E
	7000
	9000
	8000
	5994

	0308-08001506-Office Expenditure

	Code-074
	Electricity
	6000
	5000
	6000
	6000

	Code-154
	Telephone Charges
	7000
	5000
	5000
	4990

	Code-506
	Other Contingency
	7000
	8000
	9000
	5994

	Code-0700000
	R.R.T.


	20700
	20700
	20700
	20700

	
	Festival Adv.
	7500
	7500
	7500
	Nil

	14-2230-I & E- Labour- Non-Plan-103-Geneal Labour welfare-0371-Enforcement of M.W. Agriculture

	Code-
	Pay
	84400
	84400
	84400
	84400

	Code-147
	D.P.
	42900
	40300
	38525
	38525

	Code-156
	D.A.
	21884
	32315
	31506
	31406

	Code-403
	H.R.A.
	9656
	9300
	9191
	9191

	Code-523
	O.A.
	1800
	1800
	1800
	1800

	Code-516
	R.C.M.
	500
	500
	500
	500

	Code-506
	O.C.
	500
	500
	500
	500

	Code-000
	T.E
	6000
	7000
	7000
	491


MANNUAL-12

The budget allocated to each agency 

(Section-4 (1) (b) (Xii))

List of Institution give subsidy 

	Sl. No.
	Name and address of the Institution
	Purpose for which subsidy provided
	No. of beneficiaries
	Amount of subsidy
	Previous years utilization progress
	Previous year achievement

	1
	2
	3
	4
	5
	6
	7

	
	Nil
	Nil
	Nil
	Nil
	Nil
	Nil




List of Individual given subsidy 

	Sl. No.
	Name and address of the beneficiaries 
	Purpose for which subsidy provided
	Amount of subsidy
	Scheme and criterion of selection
	No.of time subsidy given in past with purpose

	1
	2
	3
	4
	5
	6

	
	Nil
	Nil
	Nil
	Nil
	Nil


Details of scheme under which subsidies are granted should be given.

MANNUAL-13

Particulars of recipients of concessions, permits or authorizations granted

(Section-4 (1) (b) (Xiii))

List of beneficiaries

	Sl. No.
	Name and address of the beneficiaries 
	Nature of Concession/ Permit/ authorization provided
	Purpose for which granted
	Scheme and criterion for selection 
	No.of time Similar concession given in past with purpose

	1
	2
	3
	4
	5
	6

	
	Nil
	Nil
	Nil
	Nil
	Nil


Note : Creation of data base and its hosting on websites should be done on priority basis for activities like issue of permits. Issue of authorizations, grant of concession, licenses etc.

MANNUAL-14

Information available in an electronic form

(Section-4 (1) (b) (Xiv))

Details of Information

	Sl. No.
	Activities for which electronic data available
	Nature of information available
	Can it be shared with public
	It is available on website or is being used as back and data base

	1
	2
	3
	4
	5

	01
	Information of Bargarh District Labour Office as per Right to Information Act, 2005
	In different formats in Office 2000 prog.
	Yes.
	Used as back and data base


MANNUAL-15

Particulars of Facilities available to citizens for obtaining information

(Section-4 (1) (b) (Xv))

Facilities available for obtaining information

	Sl. No.
	Facility available
	Nature of Information available
	Working hours

	1
	2
	3
	4

	01
	Information Counter
	Relating to Bargarh District Labour Office
	10:00 A.M. to 1:30 P.M. and

2:00 P.M. to 5:00

	02
	Website
	-
	-

	03
	Library
	-
	-

	04
	Notice Board
	Notices
	10:00 A.M. to 5:00 P.M.


MANNUAL-16

Name, designation and other particulars of Public Information Officers 

(Section-4 (1) (b) (Xvi))

List of Public

	Sl. No.
	Designation of the Officer designated as PIO
	Postal  Address 
	Telephone No.
	E-mail Address
	Demarcation of Area / Activities if more than one PIO is there

	1
	2
	3
	4
	5
	6

	01
	Dist. Labour Officer, Bargarh
	Dist. Labour Office, Bargarh
	06646-231002
	
	


List of Assistant Public Information Officers

	Sl. No.
	Designation of the Officer designated as PIO
	Postal  Address 
	Telephone No.
	E-mail Address
	Demarcation of Area / Activities if more than one PIO is there

	1
	2
	3
	4
	5
	6

	01
	Sri B.N. Mishra, RLI, Bargarh
	Office of the Dist. Labour Officer, Bargarh
	06646-231002
	
	

	02
	Sr. B.B. Bhoi, Head clerk
	-do-
	-do-
	
	


List of Appellate authority within the Department 

	Sl. No.
	Designation of the Officer designated as PIO
	Postal  Address 
	Telephone No.
	E-mail Address
	Demarcation of Area / Activities if more than one PIO is there

	1
	2
	3
	4
	5
	6

	01
	Deputy Labour Commissioner, Sambalpur
	Office of the Deputy Labour Commissioner, Sambalpur
	0663-2411078
	
	


MANNUAL-16

Other Information as may be prescribed 

(Section-4 (1) (b) (Xvii))

All other information as may be prescribed for dissemination shall be collected, tabulated, compiled, collected and provided in the form of manual from time to time.

District Labour Officer

Bargarh
