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PREFACE

The Factories Department is committed to ensure Safe Healthy and Welfare
Environment for the workers employed in the factories registered under
purview of the Factories Act, Safety of public residing around Major Accident
Hazard factories and also Safety of the plant and machinery, material in the
factories.

In pursuance of the directions given by the Hon’ble Chief Minister,
Government of Andhra Pradesh, the Department took up the work of
preparation of Functionary Manual.

Sri M.Sudhakar, Ex-Director of Factories has been assigned the job of the
preparation of the Functionary Manual. All the relevant information has been
furnished to him. The Director of Factories, the Departmental senior officers
and staff totally involved themselves in preparation of this Manual.

The Functionary Manual contains Origin of the posts, Job Charts of various
functionaries, Organisational Jurisdictions, Enactment of Rules, Critical
provisions of enactments, Accountability, Targets for schemes, Programmes,
Periodicals and Reports, Interface with public.

We hope that this Manual will serve as a source of ready reckoner for all
those concerned.

The Department is thankful to Sri M. Sudhakar, Ex-Director of Factories, Sri
T.E.C.Vidyasagar, Ex-Deputy Chief Inspector of Factories, who have
contributed in preparation of this Manual.

We are very much grateful to Sri K.Swaminathan, I.A.S., Special Chief
Secretary to Government, Labour, Employment, Training and Factories
Department and Sri PV.RK.Prasad, 1AS, Ex-Officio, Special Chief
Secretary to Government, General Administration Department and Director
General, Dr. Marri Chenna Reddy Human Resource Development Institute of
Andhra Pradesh for providing necessary guidance and support to the
Department in the preparation of the Functionary Manual.

| once again thank all those concerned for preparing the Manual in the
shortest time possible.

Qo 2uls|ze

Hyderabad ' G.HEMACHANDRA BABU
24-6-2000 Director of Factories
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Dear Reader,

As part of its endeavour to provide a SMART (Simple, Moral, Accountable,
Responsive and Transparent) administration, the State Government of Andhra
Pradesh has launched a major Human Resource Development and Training

initiative aimed at developing a large human resource base of well informed
and responsive functionaries and officials.

The successful and effective implementation of any initiative or programs
in government is largely the result of the involvement and efforts put in by its
functionaries at all levels. Obviously, the most fruitful way in which to bring this
about is to make individual functionaries aware of their role functions and
responsibilities. To achieve this, the Human Resource Development Institute
of AP, as the apex training institution of the State Government responsible for
the overall implementation and co ordination of the state training initiative, has
proposed to bring out department wise Manuals in two parts, namely

1. Departmental Manual
2. Functionary Manual

The Departmental Manual would indicate the role, responsibilities and
functions of the department. The Functionary Manual will detail, as the
nomenclature indicates, the functions and responsibilities of the functionaries
within the department, at all levels. While doing so, the evolving role of
governmental functionaries in being effective managers of change in a welfare
state has been delineated. The Departmental Manual also details the
department’s organizational chart, the rules, regulations, legislations and
enactments which govern its functioning and direct its activities and the various
interdepartmental interactions it has to perform. The Manual also facilitates a
definition of the Department’s role in serving the general public as customer
while drawing up a vision for its future development in the coming decades in
line with the vision 2020 of the state.

These manuals developed by the Factories Department are in two parts.
As is evident, these publications are the out come of thorough study and analysis



of the Departments role, functions and procedures. They are intended to serve
as useful aids to each and every employee of the Department in the effective
discharge of his functions. It may be noted, however that these two manuals
do not replace the codes and orders of Government on the subject but are at
best, meant to guide and assist the functionaries in the effective discharge of
their duties.

Any suggestions for the improvement of these Manuals may be sent directly
to the Director General, Dr. MCR HRD Institute of Andhra Pradesh, Road No.
25, Jubilee Hills, Hyderabad - 500 003, for consideration and incorporation in
subsequent updations and revisions of the manuals.

(P.V.R.K. PRASAD | A S)
Director General
Dr. MCR Human Resource Development
Institute of Andhra Pradesh
&
Ex officio Spl. Chief Secretary to Government (HRD)
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Chapter 1
PREAMBLE

In order to train various categories of Employees of State Government, need
for development of Standard Manuals with uniformity of training content is
contemplated for each department. One of such manuals is Functionary
Manual. ltis related to a single category of functionary/employee within the
department and would indicate the hierarchy/organization, list out duties to
be performed by this category of functionary anc list the responsibilities vis-
a-vis superiors, subordinates, both within and outside the department or
the general public.

Articles 39 and 42 of Directive Principles of State Policy under Constitution
of India are aimed at improving working conditions in place of work. Factories
Act 1948 was enacted to regulate and improve safety and working conditions
in factories.

Factories Department is entrusted with responsibility of securing the
objectives as envisaged under Factories Act. The Department of Factories
is created to enforce the provisions of Factories Act and AP Factories Rules
made thereunder.

Dr. MCR HRD Institute of Andhra Pradesh 1




Chapter 2
'ORIGIN OF THE POSTS

2.1. CREATION OF POSTS

Depending upon the work load and need, posts are created at different
levels of Inspector of Factories, Deputy Chief Inspector of Factories and
Joint Chief Inspector of Factories. Whenever, there is a need, a proposal
for sanction of post of Inspecting Officer with supporting staff is submitted
to Government and sanction is obtained. Posts of Inspector of Factories,
Deputy Chief Inspector of Factories, Joint Chief Inspector of Factories are
created, need based. Chief Inspector of Factories and Joint Chief Inspector
of Factories are appointed by Government of Andhra Pradesh. Director of
Factories is appointing authority for the posts of Deputy Chief Inspector of
Factories, Inspector of Factories, Assistant Inspector of Factories, supporting
staff in the levels of Superintendent, Senior Assistant, Steno and Junior
Assistant/Typist. The delegation of appointment powers is the same as any
Head of Department. Sanctioning authority for all the posts is Government
of Andhra Pradesh.

Inspectors of Factories are recruited through A.P. Public Service Commission
and also as per the Government Orders from time to time. Deputy Chief
Inspector of Factories, Joint Chief Inspector of Factories and Director of
Factories posts are filled on promotion from the respective feeder posts.

2.2. PURPOSE FOR CREATION OF POSTS

In order to implement provisions of the Act, Chief Inspector of Factories,
Inspectors of Factories and additional Inspectors are appointed with
supporting staff and infrastructure. In addition, Chief Inspector of Factories
and Inspector of Factories are given powers for specific purposes under
Payment of Wages Act, Maternity Benefits Act, Environment (Protection)
Act and rules made there under.

2.3. AUTHORITY OF CREATION OF POSTS

The following are the Government Orders under which respective posts are
created. The posts are initially created for one year and each year, depending
upon the need, continuation proposal is placed before the Government
excepting in respect of permanent posts.

2 Dr. MCR HRD Institute of Andhra Pradesh




Functionary Manual Origin of the Posts

2.3.1. Category of post GO Reference

HEADQUARTERS

1. Director of Factories AP GO Ms.No.886 dated 19-12-1980 of
Hyderabad LE&TE(LablV)Dept - Earlier the

post was Chief Inspector of Factories.

2. Joint Chief Inspector of GO Ms.No.303 of LE&TE(LablV) dept.
Factories-l HQRS, Hyderabad dated 15-5-1982

3. Joint Chief Inspector of GO Ms.No.303 of LE&TE (LablV) Dept.
Factories-Il dated 15-5-1982
HQRS, Hyderabad

4. Joint Chief Inspector of - GO Ms.No.158 dated 3-8-1994 of
Factories-lll E&F(F&B) Dept.
HQRS, Hyderabad

5. Dy. Chief Inspector of GO Ms.No.54 dated 16-3-1993
Factories Headquarters EFES&T(F&B) Dept.

6. Dy. Chief Inspector of GO Ms.No.54 dated 16-3-1993
Factories Headquarters EFES&T(F&B) Dept.

7h Sr.Inspectress of Factories, GO Ms.No0.558 dated 26-3-1966 of
HQRS Hyderabad Home(Lab Ill) Dept - earlier the post
was Inspectress of Factories

8. Inspector of Factories GO Ms.No.3 of ET&ST (F&B)
Chemical - at Head Office dated 2-1-1989

9. Inspector of Factories GO Rt.No.55 dated 24-1-1991 of
(Technical) HQRS Hyderabad EFES&T.(F&B) Dept

REGIONAL AND DISTRICT LEVEL

1. Dy.Chief Inspector of GO Ms.No.1064 of Soc.Welf.Dept.
Factories Warangal with staff dated 20-10-1957 - earlier post was
Regional Inspector of Factories

Dr. MCR HRD Institute of Andhra Pradesh 3




Origin of the Posts

2.

10.

11.

12.

13.

14.

Functionary Manual

Jt.Chief Inspector of Factories GO Ms.No.558 of Home (Lab-lIIl)

Visakhapatnam with staff

Dy.Chief Inspector of

Factories Guntur with staff

Dy.Chief Inspector of

Factories Kurnool with staff

Dy.Chief Inspector of
Factories Hyderabad
Twin Cities with staff

Inspector of Factories
Kakinada-| with staff

Inspector of Factories
Eluru with staff

Inspector of Factories
Anantapur with staff

Inspector of Factories
Khammam with staff

Inspector of Factories
Nizamabad with staff

Inspector of Factories
Hyderabad | with staff

Inspector of Factories
Hyderabad Il with staff

Inspector of Factories-1
Vijayawada with staff

Inspector of Factories
Vizianagaram with staff

Dept. dt.26-3-1966 for Dy.CIF Later the
post was upgraded as Jt.CIF In GO Ms.
No.158 dt. 3-8-1994 of E&F (F&B)Dept

GO Ms.No.558 of Home (Lab IIl)
dated 26-3-1966

GO Ms.No.558 of Home (Lab IlI)
dated 26-3-1966

GO Ms.No.558 of Home (Lab Ill)
dated 26-3-1966

GO Ms.No.558 of Home (Lab IIl)
dated 26-3-1966

GO Ms.No.558 of Home (Lab llI)
dated 26-3-1966

GO Ms.No.558 of Home (Lab lil)
dated 26-3-1966

GO Ms.No0.558 of Home (Lab Ill)
dated 26-3-1966

GO Ms.No.558 of Home (Lab Ill)
dated 26-3-1966

GO Ms.No0.558 of Home (Lab Ili)
dated 26-3-1966

GO Ms.No.558 of Home (Lab Ill)
dated 26-3-1966

GO Ms.No.558 of Home (Lab i)

dated 26-3-1966 - earlier the post
was Inspector of Factories

GO Ms.No.710 of E&SW (Home)
Dept dated 10-9-1974

Dr. MCR HRD Institute of Andhra Pradesh




Functionary Manual

15.

16.

17.

18.

19

20.

21.

22.

23.

24.

25.

26.

27.

Inspector of Factories
Tenali with staff

Inspector of Factories
Karimnagar with staff

Dy.Chief Inspector of
Factories Eluru with staff

Origin of the Posts

GO Ms.No.710 of E&SW (Home)
Dept dated 10-9-1974

GO Ms.No.710 of E&SW (Home)
Dept dated 10-9-1974

GO Ms.No.492 of ES&W (X2) Dept
dated 18-6-1975

Dy.Chief Inspector of Factories GO Ms.No.492 of ES&W (X2) Dept

Hyderabad Rural with staff
Inspector of Factories
Visakhapatnam | with staff
Inspector of Factories

Rajahmundry with staff

Inspector of Factories
Machilipatnam with staff

Inspector of Factories

Guntur | with staff

Dy.Chief Inspector of
Factories Ongole | with staff

Inspector of Factories
Nellore with staff

Dy.Chief Inspector of
Factories Kurnool-I with staff
Inspector of Factories

Chittoor with staff

Inspector of Factories
Nalgonda I with staff

Dr. MCR HRD Institute of Andhra Pradesh

dated 18-6-1975

GO Ms.No.492 of ES&W (X2) Dept
dated 18-6-1975 - earlier the post was
Inspector of Factories

GO Ms.No.492 of ES&W (X2) Dept
dated 18-6-1975

GO Ms.No0.492 of ES&W (X2) Dept
dated 18-6-1975

GO Ms.No0.492 of ES&W (X2) Dept
dated 18-6-1975 - earlier the post was
Inspector of Factories

GO Ms.No.492 of ES&W (X2) Dept
dated 18-6-1975 - earlier the post was
Inspector of Factories

GO Ms.No.492 of ES&W (X2) Dept
dated 18-6-1975

GO Ms.No.492 of ES&W (X2) Dept
dated 18-6-1975 - earlier the post was
Inspector of Factories

GO Ms.No.492 of ES&W(X2) Dept
dated 18-6-1975

GO Ms.No.492 of ES&W(X2) Dept
dated 18-6-1975 - earlier the post
was Inspector of factories




Origin of the Posts

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

Inspector of Factories
Rangareddy | with staff

Inspector of Factories
Sangareddy-l with staff
Inspector of Factories

Narasaraopet with staff

Inspector of Factories
Jeedimetla with staff

Inspector of Factories

Mahaboobnagar - with staff

Inspector of Factories
Cuddapah

Inspector of Factories
Adilabad - with staff

Inspecto; of Factories
Warangal - with staff

Dy.Chief Inspector of
Factories Rangareddy
with staff

Inspector of Factories
Srikakulam with staff

Dy.Chief Inspector of
Factories Kakinada

Dy.Chief Inspector of
Factories Vijayawada

Staff

Functionary Manual

GO Ms.No.1413 dated 17-11-1978
of LEN&TE (Lab 1V) Dept.

GO Ms.No.90 LET&F (Lab IV) Dept
dated 20.3.1984 - earlier the post was

Inspector of Factories

GO Ms.No.90 LE&TE (Lab IV) Dept
dated 20.3.1984.

GO Ms.No.314 of LE&TE (Lab IV) Dept
dated 2-9-1985.

GO Ms.No.314 of LE&TE (Lab IV) Dept
dated 2-9-1985

GO Ms.No.314 of LE&TE (Lab IV) Dept
dated 2-9-1985

GO Rt.No0.883 of EFES&TE (F&B)
dated 18-10-1989

GO Rt.N0.883 of EFES&T (F&B)
dated 18-10-1989

GO Rt.No.883 of EFES&T (F&B)
dated 18.10.1989
GO Rt.No0.883 of EFES&T (F&B)

dated 18-10-1989

GO Rt.No.158 of EFES&T (F&B) Dept
dated 11-3-1992

GO Ms.No.54 of EFES&T (F&B) Dept
dated 16-3-1993

GO Rt.No0.461 of EFES&T (F&B) Dept.
dated 15-9-1994.

Dr. MCR HRD Institute of Andhra Pradesh




Functionary Manual

40.

41.

42.

43.

44,

45.

46.

47.

48.

49.

50.

Dy.Chief Inspector of
Factories Cuddapah

Staff

Dy.Chief Inspector of
Factories Nalgonda

Staff

Inspector of Factories
Visakhapatnam Il with staff

Inspector of Factories
Kakinada Il with staff

Inspector of Factories
Bhimavaram

Staff
Inspector of Factories
Kurnool Il with staff

Inspector of Factories
Rangareddy Il with staff

Inspector of Factories
Rangareddy Il with staff

Inspector of Factories
Sangareddy Il with staff

Inspector of Factories
Guntur Il with staff

Inspector of Factories
Nalgondalll

Dr. MCR HRD Institute of Andhra Pradesh

Origin of the Posts

GO Ms.No.54 of EFES&T (F&B) Dept.
dated 16-3-1993

GO Rt.No0.461 of EFES&T (F&B) Dept.
dated 15.9.1994

GO Ms.No.54 of EFES&T (F&B) Dept.
dated 16-3-1993

GO Rt.N0.461 of EFES&T (F&B) Dept.
dated 15.9.1994

GO Rt.No.67 of LET&F (Lab Il) Dept.
dated 1-2-1993

GO Rt.N0.67 of LET&F (Lab Il) Dept.
dated 1-2-1993

GO Rt.No.67 of LET&F (Lab Il) Dept.

dated 1-2-1993

GO Rt.N0.2197 of LET&F (Lab Il) Dept.
dated 25-9-1995

GO Rt.No0.67 of LET&F (Lab Il) Dept.
dated 1-2-1 993

GO Rt.N0.67 of LET&F (Lab II) Dept.
dated 1-2-1993

GO Rt.No0.67 of LET&F (Lab II) Dept.
dated 1-2-1993

GO Rt.N0.67 of LET&F (Lab II) Dept.
dated 1-2-1993

GO Rt.N0.67 of LET&F (Lab II) Dept.
dated 1-2-1993

GO Rt.N0.273 of LET&F (Lab ) Dept.
dated 27-11-1995




Origin of the Posts

51.

52.

53.

54.

5S5.

2.4.

Inspector of Factories
Vijayawada I

Inspector of Factories
Ongole Il with staff

Dy.Chief Inspector of
Factories Nellore

Asst.Inspector of Factories

14 posts

Asst.Inspector of Factories

6 posts

Functionary Manuail

GO Rt.No.158 of LET&F (Lab Il) Dept.
dated 11-3-1996

GO Ms.No.33 of LET&F (Lab Il) Dept.
dated 9-8-1996

GO Ms.No.1 of LET&F (Lab II)
Dept. dated 1-1-1999.

GO Ms.No.558 of Home (Lab Ill) Dept.
dated 26-3-1966.

GO Ms.No.492 of Emp&Soc.Welfare
(X2) Dept dated 18-6-1975.

CATEGORIES OF POSTS AND NUMBER OF

SANCTIONED POSTS

2.41. HEADQUARTERS

- 2.4.3.

Director of Factories 1 post
Joint Chief Inspector of Factories 3 posts
Deputy Chief Inspector of Factories 2 posts
Senior Inspectress of Factories 1 post
Inspector of Factories 2 posts
2.4.2. REGIONAL
Joint Chief Inspector of Factories 1 post
Deputy Chief Inspector of Factories 12 posts
DISTRICT AND BELOW

Inspector of Factories 40 posts
Assistant Inspector of Factories (Regular) 20 posts

2.4.4. SANCTIONED STAFF AT HEADQUARTERS

Superintendents

Deputy Statistical Officer

Draftsman
Asst.Draftsman
Sr.Assistants

Sr.Steno

Lab Assistant Sr.Grade
Lab Assistant Jr.Grade

6 posts
1 post
1 post
1 post
15 posts
1 post
1 post
1 post

Dr. MCR HRD Institute of Andhra Pradesh
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Projector Operator
Jr.Assistants
Typists

Jr.Steno

Shroff

Lab attendant
Drivers

Record Assistant
Attenders
Watchman

Origin of the. Posts

1 post
19 posts
6 posts
1 post

1 post

1 post
2 posts
1 post
23 posts
3 posts

2.4.5. SANCTIONED STAFF STRENGTH AT REGIONAL AND DISTRICT

LEVEL
Sr.Assistants
Jr.Assistants
Typists
Attenders
Watchman

36 posts
73 posts
49 posts
95 posts
19 posts

2.4.6. PRESENT ORGANISATIONAL STRUCTURE

DIRECTOR OF FACTORIES

Headquarters Office

Subordinate Offices

I
Joint Chief Inspector
of Factories (3)

Dy.Chief Inspector of
Factories (2)

Sr.Inspectress of
Factories (1)

Inspector of Factories

(2)

Dr. MCR HRD Institute of Andhra Pradesh

|
Joint Chief Inspector
of Factories
Visakhapatnam

Dy.Chief Inspector
of Factories (12)

Inspector of Factories
(40)
Asst.Inspector of Factories (20)




Chapter 3
LISTING OUT FUNCTIONS

3.1. FUNCTIONS OF THE DEPARTMENT

The Functions of Factories Department include implementation of the
following enactment (as amended from time to time) for ensuring safety,
health and welfare of industrial workers. Discharging duties assigned to Chief
Inspector of Factories and Inspector of Factories, under different legislation
like Factories Act, Manufacture, storage and Import of Hazardous chemicals
Rules, Chemical Accidents Rules, Payment of Wages Act, 1936, Maternity
Benefit Act is also another function. Different functions are detailed below:

3.1.1. The Factories Act 1948

The Factories Department has the regulatory functions to regulate the
working conditions of workers employed in factories and it has to enforce
the statutory provisions enlisted under the above said enactments in respect
of registered factories. Further the Department has to implement the welfare
provisions for the benefit of the industrial workers employed in factories.

3.1.2. Rules under Environment (Protection) Act 1986

The Chief Inspector of Factories is declared as the Authority in respect of
Factories, under Manufacture, storage and Import of Hazardous Chemical
Rules, 1989 and Chemical Accidents (Emergency Planning, Preparedness
and Response) Rules, 1996

3.1.3. The Payment of Wages Act 1936

Inspector of Factories is notified as Inspector in respect of Factories
registered under Factories Act.

3.1.4. The Maternity Benefit Act 1961

Inspector of Factories and Inspectress of Factories are notified as Inspectors
in respect of factories registered under Factories Act.

3.2. FUNCTIONS OF EACH FUNCTIONARY

3.2.1. FUNCTIONS OF DIRECTOR OF FACTORIES

The Director of Factories is the Head of the Department and is entrusted
with the overall supervision regarding implementation of the Acts listed.

10 Dr. MCR HRD Institute of Andhra Pradesh




Functionary Manual Listing out Functions

He supervises the work of all the officers both at regional and district level
in the Department. He is assisted by 3 Joint Chief Inspectors of Factories, 2
Deputy Chief Inspectors of Factories, 1 senior Inspectress of factories, 2
Inspectors of Factories in the Directorate.

Director of Factories ensures safety, health and welfare of workers employed
in Factories. The following Legislation and relevant rules are implemented:

1. The Factories Act

2. The Payment of Wages Act (in respect of the Factories)

3. Maternity Benefit Act (in respect of the Factories)

4. Manufacture, Storage and Import of Hazardous Chemicals Rules,
(in respect of the Factories)

5. Chemical Accidents (Emergency Planning, Preparedness and Re
sponse) Rules, (in respect of the Factories)

The Director of Factories in addition to ensuring overall supervision over
work of all the officers both at Regional level and District level in the
Department reviews monthly diaries of all the officers at Regional level and
also re-reviews the diaries of Inspectors of Factories and communicates
the observations from time to time for compliance.

In addition, the Director of Factories also reviews the periodicals monthly/
quarterly/ Half yearly, relating to accidents, prosecutions, collection of licence
fee, issue of licences, approval of plans, plans scrutiny fee, office inspections,
Establishment/ Administration matters, welfare amenities, Administration
reports, reconciliation of receipts and expenditure etc. and communicates
observations to the concerned officers, for necessary action. Also office of
the subordinate offices are inspected by Senior Officers from Directorate.

Three Joint Chief Inspectors of Factories, two Deputy Chief Inspectors of
Factories and two Inspectors of Factories who are at the Directorate would
be attending to the duties as per the work distribution order issued from
time to time by the Director of Factories.

3.2.2. JOINT CHIEF INSPECTOR OF FACTORIES VISAKAPATNAM

At the field level there is one post of Joint Chief Inspector of Factories at
Visakhapatnam. He inspects the Visakhapatnam steel plant, all class ‘A’,
‘B’ and ‘C’ Major Accident Hazard factories and also other major factories in
the districts of Visakhapatnam, Vizianagaram and Srikakulam, enquires into
fatal and serious accidents, Reviews diaries of the officers in the region.
Approves plans of factories having upto 500 HP excepting chemical, MAH
and major categories of factories and also sanctions prosecutions and
warnings in respect of certain items. '

Dr. MCR HRD Institute of Andhra Pradesh 1




Listing cut Functions Functionary Manual

Joint Chief Inspector of Factories ensures safety, health and welfare of
workers employed in Factories in addition to any other responsibility assigned
to him by Director of Factories, AP. from time to time by ensuring
implementation of the provisions enshrined under and the Acts & Rules
listed above, which the Department is implementing . The Jt.CIF, VSP shall
inspect all MAH A&B factories twice in a year, should organise special drives,
safety training programmes and ensure organising of mock drills by MAH
factories, should inspect all offices of IFS atleast once in a year.

3.2.3. DEPUTY CHIEF INSPECTOR OF FACTORIES

There are 12 posts of Deputy Chief Inspectors of Factories in the field. The
Deputy Chief Inspectors of Factories inspect factories employing more than
50 workers, Major Accident Hazard Class ‘A’, ‘B’ & ‘C’ and all other major
factories, Reviews diaries of the Inspectors of Factories in their regions and
also inspect non-power factories employing more than 250 workers, approve
plans of factories utilizing up to 100 H.P. excepting chemical factories,
enquire into fatal/serious accidents, and complaints. Sanctions prosecutions,
warnings in respect of certain items. The DYCIFs shall inspect all MAH A&B
categories of Factories twice in a year, should organise special drives in
accident prone industries, safety training programmes and ensure organising
of mock drills by Major Accident Hazard factories, should inspect all offices
of IFS at least once in a year.

Deputy Chief Inspector of Factories ensures safety, health and welfare of
workers employed in Factories in addition to duties assigned by Director of
Factories, from time to time by ensuring implementation of the provisions
enshrined under the Acts & Rules listed above, which the Department is
implementing.

3.2.4. SENIOR INSPECTRESS OF FACTORIES

Assists Director of Factories in implementation of Welfare provisions relating
to women employment in addition to any ather responsibility assigned by
Director of Factories, from time to time.

Senior Inspectress of Factories implements Maternity Benefit Act and Rules
in respect of Factories.

3.2.5. INSPECTOR OF FACTORIES

There are 40 posts of Inspectors of Factories at the field level. The Inspectors
of Factories approve plans in respect of specific categories of factories having
H.P. up to 20, issue licences to factories excepting those of Chemical, Major
Accident Hazard factories, Assist the concerned Deputy Chief Inspectors of
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Factories in enquiries into fatal/serious accidents, and also attends to the
courtwork. Inspector of Factories also sanctions prosecutions and warnings
in respect of certain provisions.

Inspector of Factories ensures safety, health and welfare of workers
employed in Factories, in addition to any other responsibility assigned by
Director of Factories from time to time by ensuring implementation of the
provisions under the Acts and Rules listed above, which the Department is
implementing.

3.2.6. ASSISTANT INSPECTOR OF FACTORIES

Assists the Inspector of Factories in Court Work, realisation of arrears of
Licence Fee and persuasion of defaulters in submission of Annual Returns
and inspection of small factories allotted by Inspector of Factories and
implements

1. Factories Act

2. Payment of Wages Act (in respect of Factories)

In addition to any other responsibility assigned to him by Director of Factories
from time to time.
3.2.7. Superintendent

Assisting Director of Factories in the Functions of Directorate of Factories
in the section concerned, such as administration, Act Implementation,
Finance, Plans Approval, Prosecutions, Stationery, Statistics etc.,
Maintenance of Distribution Registers in the section, Maintaining
correspondence as per DOM, etc., control of persons in his/her section.

3.2.8. Dy. Statistical Officer

Collection of data from subordinate officers, compilation of information for
Bureau of Labour Statistics, DGFASLI etc., updating the information and
assisting Director of Factories.

3.2.9. Draftsman & Asst. Draftsman

Scrutiny of Plans, Assisting the Officers in the approval of plans in
Headquarters office. .

3.2.10. Sr.Assistant /Jr.Assistant

Assisting Directorate Functions by notes preparation, review maintaining
correspondence, files, issue of remedies on subjects in respective sections.
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3.2.11. Sr. StenoIJr. Steno

Assist Directorate officers in taking dictations, typing, notes preparation and
function as per DOM., up keep of typewriter.

3.2.12. Lab Assistant Sr. Grade/ Jr.Grade

Work related to industrial hygiene laboratory, Sampling, Keeping track of
Samples, getting them analysed, custody and up keep of equipment and
replenishment of consumables.

3.2.13. Typists

Preparation of draft letters, typing and final letter preparation, up keep of
Typewriter-as per DOM.

3.2.14. Shroff

Presentation of bills, keeping track of tokens, unpaid bills, attending to
drawing of cash, etc., assisting drawing and disbursement-officer.

3.2.15. Lab Attendant

Assisting in Industrial Hygiene Laboratory and related work, cleaning of
equipment, housekeeping.

3.2.16. Drivers

Car/Van driving, routine check up of vehicle, cleaning of car and related
work.

3.2.17. Record Assistant

Receiving and issue of records from different sections in the headquarters
office, segregation, tagging, bundling, locating as per subject/year/disposal
criteria for easy access and maintaining records, preparation of disposal
list, periodical disposal with approval, housekeeping/ safety of records.
3.2.18. Attender

Assisting sections staff, officers in office, routing file transfers, housekeeping
etc.

3.2.19. Watchman

Security of office premises equipment/furniture/record during day, night and
on public or other holidays.
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FUNCTIONS OF STAFF AT REGIONAL/DISTRICT/UNIT LEVEL

3.2.20. Sr. Assistant in Regional/District/Unit Level

Assisting Inspecting Officer’'s Function by notes preparation, review,
maintaining correspondence, files, issue of reminders on subjects in
respective seats. Control of Jr. Asst., typist, attenders/watchman in the office
and functions as per DOM.

3.2.21. Typist

Preparation of draft letters, typing and final letter preparation, up keep of
typewriter and the functions assigned as per DOM.

3.2.22. Jr.Assistant

Assisting Inspecting Officer’'s Functions by notes preparation, review,
maintaining correspondence, files, issue of reminders on subjects in
respective sections and the functions as per DOM.

3.2.23. Attenders

Assisting sections staff, officers in office, routing file transfers, housekeeping
etc.

33 DUTIES AND RESPONSIBILITIES OF
INSPECTING OFFICERS

3.3.1. INSPECTIONS

If any plant/equipment warrants issue of prohibitory orders, they can issue
the prohibitory orders in writing separately without clubbing with the
Inspection orders issued along with show cause notice. The Subordinate
officers are however cautioned to issue prohibitory orders judiciously and
not in every case.

It shall be ensured that the workers in all the chemical factories are provided
with required personal protective equipment and their use shall be insisted.

It should also be realised by every one concerned that there cannot be
compromise on the particular requirement of work practice. at the work place.
at all times for securing safety in Chemical industries.
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. The following should be the priority for inspections:
Scheduled industries.

Factories from which revenue is due.

Factories not inspected in the previous years.
Factories in which compliance is poor.

Factories of which plans were returned unapproved.

Jt. Chief Inspector of Factories, Visakhapatnam and Dy. Chief Inspectors of
Factories shall prepare the list of factories allotted to them for inspection,
but left uninspected either individually or jointly during the previous year
and send the list of uninspected factories to the concerned Inspector of
Factories for inspection under intimation to this office.

Inspectors of Factories shall prepare the list of factories allotted to them,
~ but left uninspected either individually or jointly during the previous year
and shall send the list of uninspected factories to the concerned Asst.
Inspector of Factories if the post of Asst.Inspector of Factories exists
there, for inspection, under intimation to this office.

As per the instructions in vogue, wherever required the factories shall be
jointly inspected by the Dy. Chief Inspectors of Factories and Inspectors of
Factories. Under exigencies, if Dy. Chief Inspector of Factories inspects a
factory alone, he shall mark a copy of the Inspection order to the concerned
Inspector of Factories. .

Statutory Inspections will be carried out only once in a year as per a schedule
of inspections to be fixed and announced in advance by the inspecting
department. Inspection, other than such annual statutory inspections will
be permitted only in the case of written, signed and verifiable complaints of
~ violation of any rule and regulation by a unit. Such inspections will have to
be authorized by an officer not below the rank of Deputy Chief Inspector of
Factories. If the entrepreneur/manager refuses to accept a copy of the
inspection report, the inspection report shall be sent by the inspecting officer
by registered post to the entrepreneur.

Surprise inspections will be permitted only by an officer not below the rank
of Deputy Chief Inspector /Joint Chief Inspector in case there is sufficient
reason to believe that the unit has violated any rule or regulation and the
reasons are recorded in writing by such authorising agencies.

In exceptional cases surprise inspections may be carried out by the officer
not below the rank of Inspector of Factories without the prior approval of the
Head of the Department or the Regional Officer. However the inspecting
officer shall, within two days of conducting the inspection, send a report to
the Head of the Department or the Regional office as to the reasons for
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conducting the inspection, the reason why prior permission could not be
taken and the findings of the inspection.

The Heads of Departments will monitor the conduct of the surprise

inspections by the departmental staff and shall ensure that there is no
harassment.

The factories excepting Chemical, Hazardous and Major factories, should
be inspected only once in a year by the Departmental officer. However,
whenever there is an accident in a factory or complaint against a factory
that particular factory can be visited for the specific purpose. A-category
Major Accident Hazard factories shall be inspected twice in a year.

3.3.2. REGULATED INSPECTIONS

For factories employing 9 workers and-running without valid licence - Asst.
Inspector of Factories

For factories employing more than 9 workers and upto 50 workers - Inspector
of Factories

For factories employing more than 50 workers and Hazardous Process
factories - Joint Inspection by Dy. CIF & |.F.

The inspections to the factories by the Officers as stated above shall be
done once in every calendar year excepting in the case of A&B categories
Major Accident Hazard Factories Second and subsequent inspections of
any factory can be done only with the previous permission from immediate
superior authority in case of complaints etc.

3.3.3. SMALL SCALE INDUSTRIES INSPECTIONS

The Jt. Chief Inspector of Factories, Visakhapatnam Dy. Chief Inspectors of
Factories are instructed to call their Inspectors of Factories to their respective
Offices and chalk out the schedule of inspection of SSI units for the year
and send a copy of the same to the Director of Factories within 15 days to
enable the undersigned to monitor their schedule of programme of
inspections in respect of SSI units.

In case of surprise inspections to be carried on, the concerned subordinate
officer should obtain. the prior permission of his immediate concerned
supervising officer and carry on the surprise inspections.

Sub-ordinate Officers are not to inspect the SSI units till the inspection
schedule is drawn and submitted to Director of Factories. Further the Jt.
Chief Inspector of Factories, Visakhapatnam & Dy. Chief Inspectors of
Factories should not inspect the SSI factories alone.
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3.3.4. SPECIAL DRIVES

To impress upon the management to implement provisions of Factories Act
in respect of setting up of creche at work places and adequate facilities like
rest rooms and toilets with particular reference to women and girl children.

Bestow personal attention in getting compliance of above welfare amenities
on top priority and send special reports on the subjects.

To detect children employment, Joint Chief Inspector of Factories,
Visakhpatnam and Deputy Chief Inspectors of Factories are to organise
squads consisting of Inspectors of Factories, Additional Inspectors of
Factories (Non-Tech) and the Asst.Inspector of Factories of the neighbouring
circles and make surprise inspections of few factories in a day in respect of
Lime Kiln Industry, Cashew processing industry and slate manufacturing
Industry, Tile Manufacturing Industry, Agarbathi manufacture, Biscuit making,
Yarn/cloth dyeing and printing factories, sea food factories. Cotton Ginning
and Processing industries, spinning mills, seed processing units and other
factories where there is likelihood of children employment. Such surprise
inspections to other factories in that area are to be after a gap of 2 to 3
days. These surprise inspections should be repeated to all such factories in
a period of one month. During the gap period of 2 to 3 days inspections are
to be conducted in other circles of his jurisdiction. While making inspection
one of the team members to see that no child employee is driven out.
Inspector of Factories/Asst.Inspector of Factories of the area concerned
should prepare the main inspection report and statement of Occupier/
Manager may also be obtained confirming the employment of children. While
issuing notices and launching prosecutions for employment of children,
relevant penal provisions of Child Labour (Prohibition and Regulation) Act
1986 Sections 14 and section 15 shall be quoted along with Section 67 of
Factories Act. Detailed report on special drive is to be furnished. Further if
any other type of industry other than mentioned here, where there is
likelihood of children employment and furnish particulacs after taking
necessary action. ' \
Joint Chief Inspector of Factories, Visakhapatnam, Deputy Chiéf Inspector
of Factories and Inspectors of Factories are to conduct a survey of Hazardous
and non-hazardous factories employing child labour in consultation with
District Collectors connected and furnish information.

All Inspecting Officers are to co-operate and associate themselves with
Labour Department, Revenue and other Departments Officials for detection
of child labour in factories.
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All Inspecting officers are to evince personal interest in fulfilling the
commitment made by Government in eradication of children employment,
by verifying employment of children during regular inspections and also if
needed, by organising squad inspections in respect of children employment
prone industries and take necessary action. It is clarified that the processes
listed in Schedule | under Section 2 c(b) of Factories and also the factories
carrying on dangerous operations enlisted under Rule 95 framed under
Section 87 of the ractories Act shall be treated as Hazardous factories. In
addition to the above, slate industries shall also be treated as factories
carrying on hazardous processes. The information is to be appended to
monthly diary.

Under Vision 2020, the Department targeted “Eradication of Children
Employment in Factories” by 2002.

3.3.6. MAH FACTORIES

Joint Chief Inspectors of Factories/Deputy Chief Inspectors of Factories,
Inspector of Factories are to witness the mock drills to be conducted by
MAH A category factories in their respective jurisdictions by attending same
and communicate the observations, suggestions, remarks, recommendations
to respective management of MAH A category factories for improving onsite

emergency plans while marking a copy of the same to Head Office for
information.

3.3.6. OFF-SITE EMERGENCY PLANNING INITIATIVE

In respect of Factories which are likely to have an off-site emergency
potential, Collector of the concerned District is designated as District
Emergency Authority. As per Chemical Accidents Emergency Planning and
Preparedness Rules under Environment (Protection) Act, State Crisis Group,
District Crisis Group and Local Crisis Group are to function and co-ordinate
the preparation of the Offsite-Emergency Plans. Inspector of Factories,
Deputy chief Inspector of Factories and Joint Chief Inspector of Factories,
Visakapatnam are designated as Member-Secretaries depending Upon their
jurisdictions covering part of the district or entire district or the region. The
following are such area assignments:
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District

Adilabad

Chittoor

Cuddapah

East Godavari

Guntur

Hyderabad

Karimnagar

Khammam

20

Type of Crisis Group
Location

Local Crisis Group

District Crisis Group

District Crisis Group

Local Crisis Group

District Crisis Group
District Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group
District Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group

Functionary Manual

Member Secretary
<

Inspector of Factories
Adilabad ‘
-do-

Inspector of Factories
Chittoor
-do-

Dy.Chief Inspector of
Factories, Cuddapah

Dy.Chief Inspector of
Factories, Kakinada

Inspector of Factories
Rajahmundry

Inspector of Factories
Kakinada |

Inspector of Factories
Kakinada I

Dy. Chief Inspector of
Factories, Guntur

Inspecter of Factories
Guntur

Dy.Chief Inspector of
Factories, Twin Cities

Inspector of Factories
Hyderabad |

Inspector of Factories
Rangareddy |

Inspector of Factories
Karimnagar

-do-

Inspector of Factories
Khammam

-do-
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Krishna

Kurnool

. Mahabubnagar

Medak

Medak

Nalgonda

Rangareddy

Dr. MCR HROD Institute of Andhra Pradesh

District Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group

Local Crisis Group

District Crisis Group

Local Crisis Group

Local Crisis Group

Local Crisis Group

Local Crisis Group

Local Crisis Group

Listing out Functions

Dy.Chief Inspector of
Factories, Vijayawada

Inspector of Factories
Vijayawada |

Inspector of Factories
Vijayawada II

Dy.Chief Inspector of
Factories, Kurnool

Inspector of Factories
Kurnool |

Inspector of Factories
Kurnool I

Inspector of Factories
Mahabubnagar

Inspector of Factories
Mahabubnagar

Dy.Chief Inspector of
Factories (Rural)

Inspector of Factories
Sangareddy |

Inspector of Factories
Sangareddy Il

Dy.Chief Inspector of
Factories, Nalgonda

Inspector of Factories
Nalgonda |

Inspector of Factories
Naigonda Il

Inspector of Factories
Rangareddy |

Inspector of Factories
Rangareddy Il

Inspector of Factories
Jeedimetla
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