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Telephone Nos. : 2587632, 2369207 o My No. : ST/SE
Fax No.. 1 2369207 Statistics Branch,
Department of Labour,

Labour Secretariat,
Colombo 5.

Dear Sir,
NOTICE TO EMPLOYERS FOR FURNISHING ANNUAL EMPLOYMENT RETURNS

Irequest you to be good enough to send me a return in respect of the workers employed in your establishment / estate on the last full working day of June
this year. The prescribed form for the return is provided in duplicate, so that one copy of the perfected return may be kept by you for your record and the
other senit to reach me on or before 25th July. The purpose of this survey is to gather statistical data which will serve administrative and planning needs
of the country. The particulars furnished by you will be kept CONFIDENTIAL and will not be used for purposes of taxation or the employees Provident
Fund Act. In the statistical analysis which will be made the data for several establishements will be grouped together without disclosing the identity of
any individual establishment. ' :

2. Kindly read carefully the explanatory notes supplied before filling the form. In particular please note that if you have several establishments
" under your control, seperate returns should be furnished for each (Vide explanatory notes and definitions). For any further clarification or assistance please
communicate with the Deputy Director (Statistics) at the above address. In all your correspondence quote the establishments number given on the top
right hand corner of the form.

3. Any employer who fails to send in the return on furnishes incorrect information in the return will be guilty of an offence punishable under
Section 58(f) of the Wages Board Ordinance, an extract of which is given below for your information :—

** Section 58(f).— Every person who makes default in complying with any direction given by the Commissioner under Section 54 or who,
when called upon to furnish a return under that section, knowingly makes of furnishes, or causes to be made or furnished a false return
or return containing false statement ; shall be guilty of an offence and shall be liable to a fine not exceeding one thousand rupees or to
imprisonment of either description for a term not exceeding six months or to both such fine and imprisonment.”

Yours faithfully,

MAHINDA MADIHAHEWA,
o Commissioner - General of Labour.
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* Include all paid ¢mployees and out workers, il any, receiving remuneration in the form of salarics, wages, commussion or picce rates — even those who were temporarily absent due

to leave or sickness — on the last full working day in the month of June. Piece-rated workers should be classificd as permanent, temporary or casual according (o their terms of
employment.

T Permanent employees.— Those whao are on the permanent cadre of the establishiment,

L Temporary empoloyees. - Probationers and others who work on a regular basis but who have not yet been absorbed into the permanent cadre.

§ Casual cmployces,— Those hired for some short-term work and cngaged mostly on day to-day basis without any promise of continueus employment. Include cut workers or home
workers in this category.

1 Learners and Apprentices.— Those who are being trained on the Job and are receiving remuneration for work done. '
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Note. - This rertun must be furnished by employers before 25 th July to the Commissioner of Labour (Statistics) Labour Secretarial, Narahenpita, Colombo 5, Failure to

do so will be a punishable offence. Please read carefully the instructions given in a separate sheet and submit one return separately for cach establishment, as
explained in detail in para. I of Explanatory Notes,
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EXPLANATORY NOTES AND DEFINITIONS

I. Definition of an Establishment for which the veturn is to be furnished — This return is to be filled for each establishment scparately, An establishment is a
farm, estate, minc, factory, workshop, store, office, business place, hotel, restaurant, shop, etc., under a single ownership or control, located at one place and engaged in
one or predominantly one kind of economic activity. For convenience a composite unit, ¢.g. factory-cum office, factory-cum-oflice-cum-store, tea-cum rubber estate,
wholesale-cum retail shop, estate cum tea factory, etc., can be taken as one establishment il it is under the same management and located at the same premises or contiguous
arca and has one predominant kind of activity a combined return for such a composite unit is admissible, but if all the conditions, viz., single ownership, same location
and one predominant kind of activity are not met, separate returns should be furnished for cach establishment as in the following cxamples :—

{a}  IM the [actory and the office or the office and the store or several factories under the same management are physically separated and located at different
places, even within the same town, cach should be treated as a separate establishment and separate returns furnished for cach.

(b IfaBank, Co-operative Union, Transport Company, Business House, Construction Firm, elc., has separate Branches, inthe same town orindifferent towns
and Districs, each such Branch should be treated as a separate establishment and separate returns furnished for cach.

{¢) If under the same management and in the same or contiguous location, there are more than one predominant kind of activity e.g., two factories, both
important — one manafacturing say, tyres and tubes and the other manufacturing, say, enginecring goods — cach should be treated as a separate
establishment and separate returns furnished for each.

2. Allocation of Emplovees common to more than one Establishment.— [ [urnishing separate returns for separate establishments cmployees commen to more
than one establishment should be included in the return Tor that establishment which has the largest number of employees. For example, a maintenance engineer common
10 two factories for which separate returns are being furnished, should be included in the return for the factory which has the larger number of employcees.

3. Nature of beonromic Activity — ltem 9.— Since the return is to be submitted scparately for cach establishment having predominantly one kind of economic
activity, such activity should be briefly described against lem 9 e.g., tea growing, tea processing, manufacture of textile products, making furniture, laundry-service, hair
dressing, retail sale of medicines and drugs, auctioning, building construction, transport, cte. Mention only the main activity of the cstablishment, i.e., one on which the
largest number of employees arc engaged and do not mention other subsidiary activitics which the cstablishment may have. For example, one business establishment may
be importers, whole-saters and retail dealers in textiles, but if the main activity is retail trade in texfiles mention that activity only against item 9. Similarly one cstablishment
may be engaged in both manufacture and sale of garments, but if the main activity is manufacture ol garments, mention thal activity only against em 9.

_ 4. Classification of Employees.— In Table ‘B’ each employee must be classified only once and in ane of the scven calegories. For this purpose the nature ol

“the work done by the employee should be the main criterion. e.g., and Engineer working as a General Manager should be ¢lussificd under Code 1-— Administrative and
Managerial Workers and not under Code 2— Professional, Technical and Related Workers. Again, if the nature of the work done by a workman requires skill (which, say,

in your opinion requires training for a period of thtee months at least}. He should be classified under Code 6—- Skilled and Semi-skilled. But, if the nature of the work invol ves

only simple manual task requiring mainly physical effort, he should be classified under Code 7— Unskitled. If a person is doing more than one type ol work, he shoukl

be included in (hat category to which he devotes more time. e.g.. if a person is deing both sales and clerical work, but, devoles more time 10 sales work, he should be included

under Code 4— Sates workers and not under Code 3— clerical and related workers subject to these general remarks, the various oceupational categorices are explained

below,

5. 1t is 10 he noted that the total employees given in Table ‘A’ should be cqﬁal to the total employees given in Table ‘B,

Administrative and Managerial workers : Persons who decide policies and participate in their interpretation and execution and those who, as directors and
managers, plan, organise, co-ordinate and direct activities of private or public enterprises or one or more of their departments. Illustrations are : General Managers,
Production Managers, Other Senior Managers, Estate Superintendents, Senior Administrative Officers.

Professional. Technical and Related workers : Persons who carry out professional functions in scicntific, engineering, technological, economic, social, industrial,
medical, Jegal, teaching, literary, cultural and other ficlds. Also included are lechnicians who generally work under the supervision of the more highly qualified professional
workers and perform allied functions, Tlustrations are Accountants, Legal Officers, Personnel Officers. Doctors and qualified Medical Staff, Engineers, Architects,
qualified Technologists and Technicians, Tea Tasters, Commercial Artists, Designers. ’

Clerical ane Related workers : Persons who carry out what are commonly thought of as “office jobs™ and also tickel collectors and conductors on passenger
vehicles or postmen on delivery services. Supervisory oceupations relating to office work and transport and communication service operations are also included. Hlustrations
are : Junior Executives, Chief Clerks, Stenographers, Typists, Book-Keepers, Cashiers, Store-Keepers, Telephone Operators, Caleulating and Business Machine Operators,
Bus Conductors and Clerks of all descriptions.

Sales workers ; Persons engaged in, or directly associated with, buying and selling of goods, property and services of all kinds, Alsoincluded are sales supervisors
and those managing small retail shops. Hlustrations are : Sales Supervisors, Managers of smallshops and boutiques, Salesmen, Saleswoemen, Shop Assistants, Canvassers,
Auclioneers, Brokers, Patrol Service Attendants. :

Al other Workers : Persons who supervisc o render catering, house keeping, personal, protective and related services and also persons connected with agricultural
animal husbandry, forestry, lishing, hunting, mining, manufacturing, construction, maintenance, repair, handling and transportation activities. Persons in this category are
to a classified into three groups as follows

Supervisors including Foremen . All Supervisors connected with activitics mentioned against “all other workers” arc 10 be included. Also persons running
small service establishments like restaurants, bars, boarding houses, ete., who may go under the name of “managers”, are to be included.
lustrations are : Kanganies, Field Assistants, Foremen, Production Supervisors, Construction Gang Supervisors and Managers of small restaurants, bar
and shmilar service establishments,

Skilled and Semi-Skitled : Persons who are not “Foremen or Supervisors” and also are not “unskilled workers” as defined later, should all be included here
Iustrations are ; Spinners, Dyers, Weavers, Plumbers, Fitters, Electricians, Carpenters, Tailors, Hair Dressers, Shoe-makers, Bakers, Waiters,
Bar keepers, Motor Mechanics, Printers, Brick Layers, Drivers, Toddy Tappers, elc., and all Apprentices and Trade Learners,

Unskilled ; Workers who perform manual tasks of a simple and routine nature, requiring mainly, physical effort and little or no previous training or experience
ustrations are : Labourers, Watchers, Sweepers, Cleaners, Peens and other minor employees.



Sress eeddDcs & eMesdd

OB ©Ew»erivn
B¢ emi®ealed dmdod





