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O & M Section, Compendium of Orders on O & M

" (For Secretariat Departments)
101, Discipline angonget Staff :

It is hnperative for the members of staff of the Secretariat Departments
to observe certain standards of conduct, In particular, they should bear in
mind that once they enter the precincts of the Secretariat, their behaviour
must be exernplary and they must, conduct themseives with doe regard to
dignity and decorum.. They shonld not loiter in the corridors. etc., and should
avoid taliing loudly while waiting In quneues for lifts or while they are in lifts or
in corridors, The Departments of the Secretariat are requested to take the
following further measures to ensure that their staff do not leave their seats
except for half an heur for lunch on all week days except Saturdays and for
nat more than 15 mimstes for tea once a day on all working days :- '

®  The responsibility for maintenance of the discipline of the staff will be
that of the Branch Officers. Tt will be their duty to ensure that the staff
working smder them do not leave their seats outside the prescribed
lanch and tea recesses eseept for good and sufficient reason. -

{if) - The lunch recess should he strictly confisied to half an hour and no
member of the staff should be allowed to exceed it. The lunch recess is
not till the lunch is finjshed, it is for the period upto half an hour only.
The Superintendents of the Branches should allow the staff under them
to avail themselves of the recess by turns, For this purpose, they shoald
maintain s register which should be kept on the Siuperintendent's table.
Each member of the Branch, before leaving for hunch, should sign in the
register indicating the time of his leaving and should again sign on
return indicating the time of retwrn. This register should be put up by
the Superinténdents. to their Branch Officer once a weel, Suitahle
action should be taken  against those who violate CGovermment
instructions and exceed the lunch recess.

(i) The recess for tea should not exceed 15 mimates. It shonld be availed of
- puly once a day. Any member of the staff leaving his Branch [or fea
should sign in a register to be maintained by his Branch Officer and
should sign it again on return, indicating the time of leaving and return.

Any misuse of the facility of the tca recess should be promptly reported

by the Branch Officer to the Deputy Secretary concerned. The registers
maintained by the Branch Officer should be put up to. the Deputy

. Secretary concerned once a week _

{iv) No member of the staff shall leave his Branch for hoch without signing
in the register mentioned in sub-paragraph (if) above, and for tea or for
any other purposé without signing in the register mentioned in sub-
‘paragraph (ill) above. '



(¥)

(v

(D)

(viil)

The Under Secretary/ Assistant Secretary in charge of the
establishments in each Department should pay at least 3 sarprise visits
per week, ome branch being vistted at a tme, to check that the
instructions contained in the preceding pangrapha are being complied
with. He should suhmit a weekly report to the Deputy Secretary
(Establishment) showing the result of these visits,

The UDeputy Secretary in charge of the establishment in each

- Department, assisted by the O & M Officer of the Department, should

pay one surprise visit to the office per week to see that the members of
the staff do not leave their desks except with the express permission of
thé Superintendents or Branch Officers. He shouid report the result of
his visit to the Secretary of the Department,

Under the existing orders, no recess is permitted on Saturdays.
According to Government Circular, Political and Services Department,
No. 1173/46, dated the 26™ March 1951 permission o take recess Gp to
haif ati hour on Satmrdays may be granted in exceptional cases viz,, to
thuse members of the siaff who take their meals during office honrs in
the Sachivalayn/Square Meal canteen or in the 6fin room. Such
permission will be sabject to the condition that they make up the loss of
time by working npte 2-30 p.m.

Stenogruphers attached to Offices do not work as a part of the
Branches. The procedure as above would not, therefore, he applicable
io them. In their case, the following procedure should be observed :-

Where a Stenographer h nttnched to a single Officer, he need not sign
any register. The Officer would cafl him frequently and this would be a
sufficient proof check  on his movements. It is enough if he takes oral
pennissiunvﬂlellcverhehastoguuutfﬂrhmch,tm,ﬂc

Where a Stenographer i attached to more than One officer (which will
be in the case of Under/Assistant Secretaries), he should sign the register
to be maintained by the senior most of them. There need be only one
register for both lunch and tea recesses. (G.C., G.A.D, No, DSP-1060-
O&M, dated 57 August 1960, G.C', G.A.D., No. DSP- m&sa&m dated
7 Noveber 1963 and 11* December 1963). |



