Terms & Conditions / {4 3 ord

All employees should read the following terms and conditions carefully and follow them strictly. Office Hours : Office
will be open daily from 10.00 am to 20.00 pm (10 am to 8 pm).
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Office Holidays: The office will have a complete holiday on every Sunday and Dhulivandan and 26th January. Half Holiday
: 15th August, (Flag Hoisting Program), Diwali and Dussehra (Pooja in Office), but security organization work 24 hours so
concerned person can contact above phone anytime and any day in case of dire need.
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Training of Security Guards : (1) A security guard sent for training shall not be paid unless he submits to the office a training
certificate for the period for which he was trained by the concerned training officer. (2) Training will be from 3 to 30 days.
(3) There will be no salary for training duty. (4) Guards on current duty will also be sent for training if required
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Uniform : (1) The security guard must purchase the dress and other materials himself after recruitment. At least 50% of
the amount has to be deposited if taken from an institution. Along with original documents or guarantee from security
guard or person from the institution. (2) Organization approval on duty shall be exercised only. No other security agency
or khaki uniform can be used. (3) A security guard who has resigned from employment shall return the uniform taken from
the office within 1 month from the date of resignation. And while returning the uniform, it should be washed and pressed.
Otherwise washing and press charges will be levied. (4) If the recruited security guard does not want to return the uniform
to the security guard after 6 months, he has to return all the monos and belts with the name of the organization, otherwise
he will not get the current month's salary.
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Salary : (1) Rate of pay will be paid separately for each unit as per that unit rate. (2) Salary for every month will be received
according to the monthly basis i.e. if the month is 30th, 31st or 28th then every day will be drawn accordingly. (3) Salary
days are the number of days the guard works between the 1st and 31st of the day for the local guard between the 12th
and 15th of every month as well as outside village. Salary of guard will be between 15th and 18th. (4) Since the salary is



regular and on a fixed date, in any case Su. Guard will not get advance. (5) As the organization is a contractor agency, if a
party delays payment, the organization will not be able to pay the salary until then. (6) If a guard leaves the job without
notice, if there is theft on point, the employer withholds the bill for any reason relating to the guard, the salary of the
guard concerned or the guard of that unit shall be withheld until the same is resolved.
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Advance : (1) Normally no one will get advance, but in case of illness or emergency, advance will be given and application
for the same must be made in person at least 2 days before. (2) Full Adv. It will be deducted from the salary of the same
current month. (3) Adv. per month to the same person. will not be given. (4) In case of old arrears Adv. will not get (5) A
maximum of Rs.500. You will get an ad. (6) Employee Adv. To give or not to give is a matter of authority of the organization.
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Duties and Responsibilities of Security Guard :- (1) During the duty hours S.G. Must be in full and official uniform. Like
hand washed and neat dress, cap, belt, boots, torch, whistle, nameplate, identity card, duty card and he should be shaved.
His head hair should be minimal, his shoes should be polished. (2) If an officer of the unit or organization is on the unit, he
should salute standing erect and putting his cap on his head. (3) Su.Ga. Must be present at the unit 15 minutes before duty
time. Because it takes so much time to change the dress and take charge. Also, do not leave the point until the next shift
guard arrives. (4) Prepare to go wherever the unit of the organization is located. (5) To follow and execute every order of
Office Incharge, Field Officer, Supervisor and Head of Unit. (6) New Su. Su on guard or new point. The Garden Duty Order
should be shown to the authorized person and signed. (7) While appearing on duty, inspecting the entire premises and
the person and taking charge if found to be in a suitable condition. Also, on leaving the duty, handing over the premises
and objects in proper condition to the next guard, the concerned party or his authorized person, immediately informing
the party or the office in case of any deficiency, suspicious situation or other things. (8) To keep the main gate closed at all
times and to record the number of goods, persons and vehicles coming in and out in the register and if confirmed, take
them in or let them in with the permission of the authorized person of the unit. (9) Search (inspection) of all employees
and their belongings coming and going to the company, factory. (10) On 15th August, when the flag hoisting and tea
ceremony is held in the office, all Sus. except the guard of the current shift. Guards will be present at the office at 7.00 am
in full uniform. (11) Where there is no accommodation in the unit, S.G. have to make their own accommodation
arrangements. (12) In case of change of address and phone number of the security guard, to give the new address or
phone number to the office immediately. (13) Strict adherence to discipline and rules. (14) The rules of the organization
may be changed and the new rules shall be binding on the employee. (15) Since the organization is a contractor agency,
the organization will not be bound to provide work if the organization does not have the work.
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Leave and Absence :- (1) Leave application must be made at least 3 days in advance. Also ensuring that it is approved and
reporting for duty on the next day after the leave is over. (2) In the unit where there is sanctioned leave with pay, there
should be at least 22 days of duty for 4 paid leave and 13 days for 2 leave in a month, otherwise such sanctioned leave will
not be granted.
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Resignation :- (1) Resignation from employment shall be required at least 15 days prior to leaving employment. Otherwise
5 days salary will be forfeited. (2) All accounts shall be forfeited if the employee absconds without giving resignation in
writing.
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Working on unit by actual owner : (1) Su. If the guard is employed by the unit owner himself or if the employee is directly

employed by the owner, he will be asked to pay an amount equal to his 6 months' bills as compensation, his balance salary
will be forfeited.
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Penal proceedings - Fine, commutation, compensation, giving of gap : (1) Full uniform, in case of deficiency in discipline
Rs.50 to 100 each time. will be fined. (2) If the guard is found sleeping at night Rs.100 each time. Penalty will be levied and
duty will be reduced. (3) For absenteeism without any prior notice, non-appearance at the point on the appointed day
after the end of leave, Rs.100. Penalty will be imposed as per day. (4) 100 to 150 Rs. will be fined. (5) A fine of Rs. (6) In
case of any loss or theft due to negligence of the security guard, compensation shall be recovered from him if the point is
closed. (7) Also working on the unit at that location. There the above compensation for demanding duty as well as theft
etc. from the actual owner will be taken accordingly. (8) If the uniform is torn, creased, ruffled etc. Rs.50 to Rs.100. will be
fined. (9) In the case of the above type of offenses in the beginning, a fine of Rs. (10) An employee repeatedly penalized
for the above reasons will be given a gap of 5 days to 1 month.
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Dismissal :- (1) A guard whose registration has been canceled for drinking on duty, reporting the same to the Head of Unit,
habitually disorderly and untidy dress, theft, dishonesty, recklessness, inefficiency, frequent absenteeism, etc. shall not be
reinstated on duty. Also, a proposal will be given to the Security Association that he should not be given a job in any
security organization.
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Incentive Rewards to Security Guards :- (1) Security Guards who are diligent in their duty will be given regular allowance
if they are ready for day and night shift, casual duty, transfer etc. (2) S.G. during duty hours. If they do some brilliant
performance and show promptness as well as honesty, they are given cash prize on 15th August. (3) A cash prize of 501/-
for first rank, 301/- for best rank and 201/- for best dress and discipline is given on 15th August.
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Other Financial Benefits :- (1) Means Employees Provident Fund. This government organization of central government for
the future of the employees, on the money accumulated by the employee, he gets his money back with 9% compound
interest when he quits his job. (2) If the EPF money is deducted from the salary of the employee. The same amount of
money is deposited in it by the organization and it is sent to the EPF department. (2) (1) Under this scheme free hospital
treatment, operation, half pay for medical leave is included for the employee and his family. (2) Also, if an employee dies
on duty, his family will receive Government insurance and pension.
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Loan by Security Institution :- (1) Su who gives regular and honest service. The guard will get a short loan. (2) In case of
serious illness of the family, marriage and in case of extreme emergency, he will get loan, for that he has to complete the
necessary documents. 3) Giving or not giving loan is not obligatory on the institution but is completely voluntary and
within the authority of the institution.
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