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Department of Employee Relations
Green Hills, Ground Floor,  `A' Wing, Tel Bhavan,  Dehradun-248003

Tel  No.  0135-2792177

No.  DDN/CORP-ER/ESTT-POLICY/2025/CoffoT/2600682

OFFICE ORDER (13/20251

Dated: 07.08.2025

Subiect: Reaulatina ComDensatorv off and Overtime

MCoD in its 663rd  meeting  held on  16th July 2025 at  New  Delhi accorded approval
for Compensatory off and Overtime guidelines as follows:

a)          Compensatory  Off   (C-off)   and  Overtime   (OT)   for  various  duty  patterns  shall  be
regulated as follows:

DUTY WORKING  BEYOND NATIONAL  HOLIDAY CLOSED  HOLIDAY other

PATTERN/TYPE SCHEDULED  DUTY  PERIOD than NH

OFFICERS STAFF OFFICERS STAFF OFFICERS STAFF

14         DAYS C-off    equal` •  Entitled          to 1.     If     NH     falls 1.     If     NH     falls 1.     If     CH/RH I.     If    CH/RH

ON/OFF to              the Overtime on     day     of on     day     of falls   on   day falls  on   day

DUTY number     of allowance     if duty,  no C-off duty,    neither of   duty,   no Of            duty,

PATTERN days they          work would          be C-off nor OT is C-off   would neither C-off

deployed beyond        12 admissible.2.IfNHfalls admissible.2.IfNHfalls be nor      OT      is

On            duty hours     during admissible. admissible

beyond      14 ON    duty    for 2.     If    CH/RH 2.    If    CH/RH

days,     after putting    extra on.    off    duty on    off    duty falls    on    off falls    on    off

completion hours  of  work period,  no  C- period,  no  C- duty  period, duty  period,

of beyond off  would  be off  would   be no          C-off no          C-off

scheduled scheduled admissible. admissible. would       be wo.uld        be

duties. duty hours•C-offequal tothenumberOfdaysdeployedon admissible. admissible.
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DUTY WORKING  BEYOND NATIONAL  HOLIDAY CLOSED  HOLIDAY other

PATTERN/typE SCHEDULED  DUTY  PERIOD than NH

OFFICERS STAFF OFFICERS STAFF OFFICERS STAFF

duty    beyond14days,aftercompletionofscheduledduties.TheycanclaimOTinlieuofC-off.

ROUND THE Perform Perform      work 1.     If     NH     falls 1.     If     NH     falls 1.     If    CH/RH 1.     If    CH/RH

CLOCK extra        s h ift either                  in on     day     of on     day     of falls   on   day falls   on   day

SHIFT    DUTY duty     either continuation duty, no C-off duty,     neither of   duty,   no Of            duty,

PATTERN in of     scheduled or      out       of C-off nor OT is C-off  or  out neither C-off

(2M/2E/2N continuation shift    or    on    a pocket admissible.2.IfNHfalls of       pocket nor      OT      is

/2.        DA:XS of rest              day' would          be would       be admissible.2.IfCH/RH

OFF) scheduledshiftoron arestday, Overtime      willbeadmissible.Employee admissible.2.IfNHfalls admissible.2.IfCH/RH

One may'      at      his on    off    duty on    off    duty falls    on     off falls    on    off

compensat Option,           be period,  no  C- period,  no  C- duty  period, duty  period,

ory   off   shall entitled            to off  would  be off  would   be no          C-off no          C-off

be granted avail    C-off    in admissible. admissible. would       be would       be

lieu  of OT if theemployeeperformsextrashiftdutyeitherIncontinuationofscheduledshiftoronarestday. admissible. admissible.

2 DAYS For    working For         working 1.     If     NH     falls 1.     If     NH     falls 1.     If    CH/RH 1.     If    CH/RH

ON/OFF on  3rd  or  4th beyond            2 on     day     of on     day     of falls   on   day falls  on   day

SHIFT  DUTY day in days- OT duty, no C-off duty, neither of duty, no of duty, no
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DUTY WORKING  BEYOND NATIONAL  HOLIDAY CLOSED  HOLIDAY other

PATTERN/TYPE SCHEDULED  DUTY  PERIOD than NH

OFFICERS STAFF OFFICERS STAFF OFFICERS STAFF

PATTERN Continu'ation would            be or       out       of C-off nor OT is C-off  or  out C-off   or   OT

Of      2      day admissible. pocket would admissible.2.IfNHfalls of       pocket would       be

shift,        C-off Employee be would       be admissible.2.IfCH/RH

would        beadmissiblefortheday may'      at      hisOption,beentitledto admissible.2.IfNHfalls admissible.2.IfCH/RH

of retention. avail    C-off    in on    off    duty on    off    duty falls    on    off falls    on    off

lieu of OT. period,  no  C- period,  no  OT duty,   no   C- duty,   no   C-

off  would   be or               C-off off        would off        would

admissible. would          be be be

admissible. admissible. admissible.

GENERAL For    working For working  on lf   NH   falls   on If   NH   falls   on lf CH/RH  falls If  CH/RH  falls

SHIFT on      weekly weekly   off/rest weekly         off weekly         off on      weekly on      weekly

(when off/rest  day, day'              the day,  no  C-off day,  no  C-off off   day,   no off   day,   no

deployed no    C-off    is employee       is would          be would          be C-off   would C-off   would

in    field    at admissible. entitled            to admissible admissible be be

various Employee avail           C-off. admissible admissibleI

stages     of can      claim Overtime       for

exploratio Out              of working          on

n,        drilling Pocket       as weekly  off/rest

and per           the day    shall    be

production) scheme admissible  onlyifthetotalnumberofworkinghoursintheweekexceedthelimitasmentionedintheapplicableAct.
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b)   The eligible employees will  be allowed  to avail  the  compensatory off with  the  prior

approval  of the controlling  officer within  the  month  in  which  the  C-off is earned  or

within  next  two  months  immediately  following  that  month  subject  to  earning  /

accumulation of maximum four compensatory offs in one calendar month.

c)   The compensatory off can  be  prefixed  or suffixed with  earned  leave  (EL),  half pay

leave  (HPL)  or casual  leave  (CL)  and  restricted  holidays  (RH-only  for  General  shift)

with prior permission of the controlling officer.

d)   The  scheme   for  compensatory   off  shall   not   apply  to   non-field   personnel,   field

parties or executives on tour.

e)   Overtime  allowance  is  payable  to  all  the  employees  of  unionized  category  as

compensation,  wherever  applicable,  for  putting  in  extra  hours  of  work,  beyond

normal duty hours.

f)    Employees covered by the Mines Act,1952 shall be paid Overtime as per the Mines

Act and rules made thereunder.

g)   Employees  covered  by  the  Factories  Act,1948  shall  be  paid  Overtime  as  per  the

Factories Act and rules made thereunder.

h)   Employees   covered   by   the   Shops   and   Commercial   Establishment   Act   of   the

respective   State   Governments   shall   be   paid   Overtime   as   per  the   Shops   and

Commercial Establishment Act and rules of `the State Govts.

i)     These instructions shall be effective from the date of issue of office order.

j)     Other terms and conditions shall remain unchanged.

(Vaskar Kr.  Barai)
Chief General Manager (HR)

Distribution: Through ONGC  Reports

(Not to be circulated through individual social media platforms/accounts)
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