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PREFACE TO THE FOURTH EDITION

Employees’ State Insurance Corporation is implementing country’s
Social Security Scheme. It has now more than 4 crore workers and their
family members under it's umbrella. In order to render the best possible
services to its beneficiaries, the Corporation believes in creating an
atmosphere of co-operation and mutual trust amongst the stakeholders i.e.
the Employers, the Beneficiaries and the ESI Corporation.

The Branch Office Manual, a corporate publication of the ESIC, is an
essential reference and guide book for effective delivery of social security
services, to the vast clientele of ESI beneficiaries. The fact, that the
Corporation on average, makes 30 lakh cash benefit payments annually,
through its broad base network of over 611 Branch Offices and 197 Pay
Offices, underlines the importance of publication, for day to day operations.

The last edition of the Branch Office manual was brought out in 2000,
almost a decade back, and hence the need for a revised edition. This edition
of the Manual, has been updated carefully and incorporates all important
amendments made in Act, Rules and Regulations relating to provisions on
Benefits. A new Chapter has been added in the revised edition- Chapter XIV
on Finance & Accounts of Branch Office. Further, Chapter IV on Temporary
Disablement Law has been bifurcated and provisions relating to Occupational
Diseases have been incorporated in Chapter IV-A. Similarly, provisions
relating to Unemployment Allowance under RGSKY have been incorporated in
chapter — XIllI and Super Speciality Treatment in Chapter XllIl. These
additions will make understanding of issues on important subjects easier for
all concerned.

I am hopeful, that, this updated edition of the Manual shall prove very
useful at the operative level in ESIC Establishments and thereby, help in
increasing the overall efficiency towards speedy and smooth flow of benefits
to the insured population.

Here, | find it opportune, to express my deep gratitude and thanks to
Officers & Staff of the Benefit Division and Shri H.K.Ahuja (Retd. Jt.1.C.)
whose relentless efforts have enabled the ESIC Headquarters to come out
with this revised edition.

Each section of the book has been compiled with utmost care.
Constructive suggestions for improvement of the book will be highly

appreciated.
e
e

(B.K.SAHU)
INSURANCE COMMISSIONER, ESIC

New Delhi
Dated 02.03.2010






FOREWORD TO FOURTH EDITION

From humble beginning in 1952 at Delhi and Kanpur ESI
Corporation has acquired a Pan-India presence and it now serves its
beneficiaries in all corners of the country. Today, we provide
insurance and health care to more than 40 million population. This not
only makes us one of the largest health service providers in the world
but also a unique one as we are insurer as well as service provider.

As a result of improved educational and living standards, the
expectations of our beneficiaries have also risen. To meet the
aspirations of our stakeholders, a large number of new initiatives have
been taken by the Corporation including up gradation of our existing
Hospitals, Dispensaries, Branch Offices, construction of new corporate
standard Hospitals, IT Roll Out, payment of PDB/DB through ECS and
streamlining procedure involving delivery of medical & cash benefits
for ultimate goal of "Kahin bhi, Kabhi bhi" services.

In order to provide quality service with speed it is essential that
every stake holder should be fully conversant with the latest rules and
regulations of the ESI Scheme. In this backdrop, it is gratifying to
dedicate this revised, knowledge-based and updated version of the
Branch Office Manual to ESIC establishments across the country. | am
sure that availability of this exhaustive compilation of laws and
procedures, concerning delivery of benefits and other related areas of
activity, shall further enhance the efficacy of our field offices. 1 look

forward to its extensive use by our officers and staff.

(Dr. C.S.KEDAR, 1.A.S.)
DIRECTOR GENERAL, ESIC

New Delhi
Dated 02.03.2010
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CHAPTER |
REGISTRATION - (a) LAW & PROCEDURE - GENERAL
What is registration?

1.1Registration is the process by which every employer/factory/establishment and its every
employee employed for wages, is identified for the purpose of the Scheme, and their individual records are
set up for them.

The first step in the process is the obtaining of particulars about each coverable
factory/shop/establishment, and its identification by allotment of a number i.e. Code No. by the Regional
Office so as to facilitate keep track of contributions payable/paid and the connected obligations of the
employers.  Subsequent step is the registration of employees of covered factories by the Regional
Office/Branch Office (where the work of registration of employees is decentralised), and identifying them
by allotment of a number i.e., insurance number, and setting up of necessary records for recording the
benefits for which the insured employee may be entitled under the Scheme. Individual record of each
employer/employee is by nature subject to necessary change as and when required and will also facilitate
monitoring of compliance by the employer as well as flow of benefits to eligible IPs.

Registration of employers
1.2 Section 2A of the ESI Act states as under:-

2A. Registration of factories and establishments : Every factory or establishment to which this
Act applies shall be registered within such time and in such manner as may be specified in the regulations
made in this behalf.

1.3. As a follow-up of this provision in the Act, Regulation 10B was inserted in the ESI (General)
Regulations, 1950. This regulation states as under: -

10B. Registration of factories or establishments :

(@ The employer in respect of a factory or establishment to which the Act applies for the first time
and to which an Employer’s Code No. is not yet allotted, and the employer in respect of a
factory or an establishment to which the Act previously applied but has ceased to apply for the
time being, shall furnish to the appropriate R. O. not later than 15 days after the Act becomes
applicable, as the case may be, to the factory or establishment, a declaration of registration in
writing in form O1(hereinafter referred to as employers’ registration form).

(b) The employer shall be responsible for the correctness of all the particulars and information
required to be furnished on the employer’s registration form.

(c) The appropriate Regional Office may direct the employer who fails to comply with the
requirements of paragraph (a) of this regulation within the time stated therein, to furnish to that
office employer’s registration form duly completed within such further time as may be
specified and such employer shall, thereupon, comply with the instructions issued by that
office in this behalf.

(cc) The employer in respect of a factory or establishment to which a code number has been issued
by the Corporation based on the information collected or decision taken regarding
applicability of the Act to such factory or establishment, shall, within fifteen days of receipt of
information of allotment of code number furnish a declaration in form 01 (Added
w.e.f.1.1.05)



(d) Upon receipt of the completed employer’s registration form, the appropriate R. O. shall, if
satisfied that the factory or the establishment is one to which the Act applies, allot to it an
employer’s code number (unless the factory or the establishment has already been allotted an
employer’s code number) and shall inform the employer of that number.

(e) The employer shall enter the employer’s code number on all documents prepared or completed
by him in connection with the Act, the rules and these regulations and in all correspondence
with the appropriate office.

Submission of annual information by factories / establishments.-

10C. The employer in respect of a factory or establishment to which this Act applies and to
whom a code number has already been allotted, shall furnish to the appropriate Regional Office or Sub
Regional Office or Divisional Office by 31% of January every year, a return in form 01A. The employer
shall be responsible for correctness of all particulars and information furnished in form 01A (Added
w.e.f.1.1.05)

Coverage of employees of new factory/estt. — BM’s role

1.4. Regional Office supervises and controls the registration of factories and establishments under
the Act and the Branch Office normally comes into the picture only after a code number has been allotted
to a factory/establishment by the Regional Office. The R. O. invariably sends a copy of the code number
intimation to the Branch Manager. However, Branch Office can play an important role on certain aspects
of registration of factories /establishments as described below: -

i.  The Branch Office will maintain a list of covered factories/establishments allotted to it and
shall keep this list absolutely up-to-date by adding those brought under coverage from time to
time.  Suitable remarks should be added against factories/establishments going out of
coverage on the authority of the Regional Office letter number and date which should
invariably be quoted in the remarks column and attested by the Manager. The Branch Office
on its own authority cannot treat a factory/establishment covered or otherwise.

ii.  Anemployer, on allotment of code number, would approach the Branch Office and he should
be given full training and information on forms to be filled in, records to be set up and returns
to be submitted. At this juncture, the Corporation expects every Branch Manager and his staff
to play an important role in providing both guidance and information and thus help popularise
the Scheme.

iii.  Sometimes a factory/establishment is covered with retrospective effect, and in such cases
employer is likely to give the date of employment of coverable employees wrongly in the
declaration forms, e.g., date of filling of forms or date on which he receives the code number
etc. This mistake can create serious complications in matters of eligibility decision of benefits
to insured persons and even denial of benefits to some persons employed from earlier dates.
As the employer is liable for payment of contribution for past periods also, the Branch
Manager should advise the employer to indicate the ‘date of entry in insurable employment’
or the date of coverage of factory or actual date of employment, whichever is later. The
employer should also be advised to calculate and pay the contribution individually in respect
of all the employees who were in employment on or after the date of coverage of the factory.

iv. A factory/establishment applies to the R. O. for registration under the Act but awaits receipt
of a code number. Meanwhile, a serious accident occurs in the factory and the employer
brings it to the notice of the Branch Manager and approaches him for arranging medical care
of the injured person on the ground that his factory/establishment is covered under the Act,
that he has applied for a code number which is awaited from the Regional Office. Normally,
since the Regional Office has to satisfy itself about coverage of a factory before allotting it a



code number, registration of employees of the factory/establishment in the absence of a code
number is not advisable. At the same time, under the law, the Corporation is responsible for
payment of benefits to employees of a covered factory/establishment. In such cases, the
Branch Manager should pay a quick visit to the employer’s premises and check
attendance/wage records and satisfy himself --

a) that the factory/establishment is coverable from a date earlier than the date of accident,
b) that form 01 has also been sent earlier than the reported date of accident, and
c) thatthe injured person was working as an ‘employee’ at the time of the injury.

Once satisfied, he should ask the employer to submit urgently ESIC-86 of the injured person.
The employer would mention “Applied for” in the code number column. On its receipt, the
BM will enclose with it an urgent letter addressed to IMO in charge of the dispensary opted
by the IP, requesting for medical attendance and treatment.

BM will then at once send his survey report with a DO letter to R. D., requesting for coverage
decision, intimating the full facts of the accident necessitating survey.

v. A factory/establishment was allotted a code number earlier, it then being covered under the
Act but later went out of coverage and had ceased submitting declaration forms. However,
the Branch Office suddenly finds a bunch of declaration forms received from such a
factory/establishment. Since the old code number allotted to this factory/establishment would
be quoted by the employer, the Branch Office has to be extra careful in accepting the
declaration forms. In such cases, the Branch Office should satisfy itself from the records of
the Branch Office that the factory/establishment has again been treated as covered under the
Act by the Regional Office. A letter should be addressed to the Insurance branch at R. O. to
confirm immediately that the factory/establishment has been treated as covered again, if no
record is available in the B. O. about its re-coverage.

Registration of employees

1.5 Relevant Regulations contained in the ESI (General) Regulations, 1950 as amended, which
regulate the registration of insured persons and their families, are reproduced below for ready reference.

REG. 11. Declaration by persons in employment on appointed day.— The employer in respect of a
factory or an establishment shall require every employee in such factory or establishment to furnish and
such employee shall on demand furnish to him either before or on the appointed day correct particulars
alongwith his/her photograph and that of his/her family required for the purpose of form-1 (hereinafter
referred to as the declaration form). Such employer shall enter the particulars in the declaration form
including the temporary identification certificate, and obtain the signature or the thumb impression of such
employee and also complete the form as indicated thereon.

REG.12. Declaration by persons engaged after the appointed day .— (1) The employer in respect
of a factory or an establishment shall, before taking any person into employment in such factory or
establishment after the appointed day, require such person (unless he can produce an identity card or other
document in lieu thereof issued to him under these regulations) to furnish and such person shall on demand
furnish to him correct particulars alongwith his/her photograph and that of his/her family required for the
declaration form, including the temporary identification certificate, and obtain the signature or the thumb
impression of such person and also complete the form as indicated thereon. (2) Where an identity card is
produced under sub-regulation (1), the employer shall make relevant entries thereon.

REG. 14. Declaration Form to be sent to appropriate office.— The employer shall send to the
appropriate office by registered post or messenger, all declaration forms without detaching the temporary




identification certificate prepared under these regulations together with a return in duplicate in form 3
within 10 days of the date on which the particulars for declaration forms were furnished.

REG. 15. Allotment of Insurance Number.— On receipt of the return required under Regulation
14, the appropriate office shall promptly allot an insurance number to each person in respect of whom the
declaration form has been received unless it finds that the person had already been allotted an insurance
number. The temporary identification certificate with insurance number marked thereon shall be detached
and returned to the employer alongwith one copy of form 3. The employer shall deliver the temporary
identification certificate to the employee to whom it relates after obtaining his signature or thumb
impression thereon except in the case of an employee to whom a certificate of employment has been issued
under Regulation 17A. The insurance number allotted by the appropriate office to an employee and
indicated in the copy of Form 3 returned to the employer, shall be entered by the employer in the register of
employees-form 7 (renumbered as from 6 w.e.f.. 1.1.2005).

REG. 15A. Registration of families.— On the issue of a notification under Regulation 95-A
specifying the date from which the family of an insured person shall also be entitled to medical benefit
under the Act, every insured person who has not furnished the particulars of his family at the time of his
registration under the Act, shall furnish to the employer correct particulars alongwith their photograph in
respect of his family in form 1-A. The employer shall enter the particulars in the form and obtain the
signature or the thumb impression of such person and complete the form as indicated thereon and send it to
the appropriate office within 10 days of the date on which the particulars were furnished.

REG. 15B. Changes in family.— An insured person shall intimate all changes in membership of
the family as defined under the Act, to the employer within 15 days of such change having occurred and the
employer shall enter such particulars in form 1-B (renumbered as form 2 w.e.f.. 1.1.2005) and shall forward
it to the appropriate office within 10 days of the date on which the particulars of changes were furnished.

REG. 16. Corporation to receive assistance from employers.— An employer shall render all
necessary assistance which the Corporation may require in connection with the registration of his factory or
establishment and the registration of his employees and specially for photographing such employees and
affixing the photographs to the identity cards.

REG. 17. Identity Card.— The appropriate office shall arrange to have an identity card prepared in
form 4 for each person alongwith the photograph in respect of whom an insurance number is allotted and
shall include in such card the particulars and photograph of his/her family in respect of the family entitled
to medical benefit under Regulation 95-A and send all such identity cards to the employer. Such employer
shall if and when the employee has been in his service for 3 months, obtain the signature or thumb
impression of the employee on the identity card and shall after making relevant entries thereon deliver the
identity card to him. The employer shall obtain a receipt from the employee for the identity card. The
identity card in respect of an employee who has left employment before 3 months shall not be given to him,
but shall be returned to appropriate office as soon as possible. The identity card shall not be transferable.
Note: If it is decided to provide a separate identity card for his family, it will be issued in form 4A (See
Reg. 95A).

REG. 17A. Issue of a certificate of employment.— If an insured person happens to need medical
care before the temporary identification certificate is issued to him, the employer shall issue a certificate of
employment in such form as may be specified by the Director General to such person on demand. Such
certificate shall also be issued on demand, if an insured person loses his temporary identification certificate
before the receipt of identity card

REG. 17B. Issue of permanent acceptance card.— In areas where the Director General considers it
appropriate the appropriate office shall also supply the permanent acceptance card for each employee in
such form as the Director General may specify alongwith the identity card and this shall also be delivered
to the employee. Permanent acceptance card for the employee who has left employment before 3 months
shall not be given to him but returned to the appropriate office alongwith the identity card as soon as
possible.



1.6. Mass registration is carried out in an area where the Scheme is implemented for the first time
to factories under Section 1(3) of the Act or in areas where it is extended subsequently to certain
establishments under Section 1(5) of the Act. It is thus a one-time process. After the Scheme has been
implemented, or has been extended to establishments, new entrants continue to join insurable employment
in covered factories/establishments and their registration is necessary. This second type of registration is
thus an on-going process in every implemented area and the paragraphs that follow describe this type of
registration. Mass registration has features common to subsequent registration. Therefore, the additional
or special steps required under it have been described in paragraphs 1.52 to 1.67 of this Chapter.

Office of registration

1.7. Unless otherwise specified for any area, registration of employees is carried out at the Branch
Office. The Regional Office supplies to each Branch Office a list of factories/establishments attached to it
with their full addresses and code numbers etc. alongwith the block of insurance numbers separately for
male and female employees for allotment of insurance numbers and the Branch Office has to conduct
registration of employees of these factories/establishments by allotting Ins. Nos. out of the specified block
of insurance numbers only. If in the same area, there are more Branch Offices than one, each will be
allotted a separate block of insurance numbers and each will carry out registration of employees of only
those factories/establishments which are attached to it.

Registration forms etc.

1.8. Every Branch Office should periodically indent from the Regional Office and maintain at all
times an adequate stock of the following blank forms for supply to the factories/establishments attached to
it according to their requirements: -

REGULATION FORMS

1. Declaration form (Form-1)

2. Return of declaration form (Form-3)

3. Continuation sheets of the return of declaration forms.

4. Return of contributions (Form-6 - (renumbered as form 5 w.e.f.. 1.1.2005)

5. Continuation sheets of return of contributions

NON-REGULATION FORMS

ESIC-37

ESIC-86

ESIC-105

Bank Challan forms

1.9. Branch Office should also maintain adequate stocks of forms meant for its own use under this
procedure. This includes stocks of identity cards, family identity cards (form 4A) medical record
envelopes, index cards, index sheets, ledger sheets, ledger binders. In areas where medical care is provided

through panel system, the Branch Office should also have a stock of blank temporary acceptance cards and
permanent acceptance cards.



1.10. Account of the receipt and issue of blank forms shall be maintained in the stock register of
printed forms prescribed by the Headquarters (specimen at Annexure I). Forms sent to the employers
should be accompanied by a challan in form ESIC-120 in duplicate (Annexure I1). One copy duly receipted
by the employer should on return be placed in chronological order in the challans file. Forms issued for
consumption should be entered in the stock register. Only the monthly totals of receipts and issues should
be carried out. Printed/cyclostyled copies of form ESIC-120 may also be requisitioned from the Regional
Office.

Rubber stamps for use by employer

1.11. Employers should be advised to get the following rubber stamps prepared to cut down
repetitive writing on the declaration forms:

a) Employer’s Code No.
b) Name and designation of the officer countersigning the declaration forms.
c) Name, address and Code No. of the employer.
d) FEMALE.
Declaration form of a new entrant

1.12. As provided in Regulation 12 quoted under paragraph 1.5 above, an employer has to collect
particulars of each new entrant alongwith his/her photograph and that of his/her family and enter them in a
declaration form before taking him/her into employment. Further, as provided in Reg. 14, this declaration
form complete in all respects alongwith a return of declaration form in duplicate has to be sent by the
employer to the appropriate Branch Office within 10 days. Declaration forms of female employees will be
stamped “FEMALE’ and submitted alongwith a separate return of declaration forms. Two copies of post
card size photograph of the IP with his /her family as the case may be, should be attached with the
declaration form of the concerned employee.

1.12A. Declaration forms received by post without photographs in contravention of Regulation 12
should not be returned but the employer should be requested to submit the photographs. Declaration forms
without photographs received by hand should be returned on the spot with the advice to resubmit them
along with family photographs of new entrants.

Late submission of declaration forms

1.13. Timely submission of declaration forms by every employer should be kept under watch.
While minor delays may be excused with a verbal advice, persistent delays and for longer periods should
not be ignored. Whenever an employer submits some or all declaration forms later than the time limit laid
down in Reg. 14 by more than 7 days after the due date of submission, he should be informed through the
issue of a standard letter No. 1(Specimen at Annexure I11) and his future performance be watched. For a
second and similar delay by the employer, the same letter may be issued as in the case of the first delay.
When the first 2 letters in Annexure Ill have been ignored and a third delay takes place, letter No. 2
(Annexure 1V) should be issued under certificate of posting. If the employer still persists in sending the
declaration forms late, letter No. 3 (Annexure V) should be issued under certificate of posting.

1.13A. To keep a watch on employers who frequently delay submission of declaration forms, the
Branch Office may open a register having a few columns suggested below: -

1. Employer’s name and code number.

2. Insurance numbers of declaration forms received late *.



3. Serial number and date of letter to employer **.
4. Instance of delay, i.e. 1%, 2™, 3" etc.

5. Date of reference to Regional Office.

6. Initials of Branch Manager.

* i. e. declaration forms received 17 or more days late after date of entry by I. Ps may be
entered in this column.

** . e. the Serial No. 1/2/3 of letter issued as in this Manual.

1.14. Where the employer continues to delay submission of declaration forms even after issue of 3
letters mentioned above have been issued, the Manager should recommend prosecution action to the
Regional Office. In his letter to Regional Office he will quote instances of late submission with full
particulars of persons, their dates of appointment and the date of despatch by employer and receipt in
Branch Office, of all the declaration forms received during the preceding 6 months prior to the date of issue
of his recommendation to the Regional Office.

1.15. The Regional Office will promptly issue letter No. 4 (show cause notice) vide Annexure VI
asking the employer as to why prosecution action should not be taken against him for persistent delays in
the submission of declaration forms. If there is no satisfactory reply and no assurance about timely
submission of declaration forms in future is forthcoming, prosecution action should be taken. Prosecution
action should be taken only in cases of general persistent delays.

1.16. Apropos delay in submission of declaration forms, in cases where an accident report is
received soon after an insured person joins insurable employment, the Manager should personally
investigate the case irrespective of the nature of injury with a view to ensure that the employer has not been
defaulting in covering all insurable employees of his factory/establishment and that he has not filled in the
declarations form of the person only after he met with the accident.

Filling up of declaration forms

1.17. The following points should be borne in mind by the employer’s clerk when a declaration
form is filled:

(i) Each declaration form should be written legibly. No column should be left blank.

(i) The insurance number box should be left blank. This is to be filled in by the Regional
Office/Branch Office.

(iii) Name of employee should be written in block letters e. g. TARA CHAND.
(iv) Name should be written in the usual order in which it is spoken i. e., the first name or the
Christian name of the employee and then the second name, if any, for instance the name of the

father where it is used, and finally the surname, if any, e. g., TARA CHAND MATHUR.

(v) Prefixes like Mr. Shri, Lala, Pandit, Sardar, Shrimati, etc. should not be written either with the
employee’s own name or with that of his/her father/husband.

(vi) If father’s name is not available, mother’s name may be entered with a remark to that effect in
the relevant column.



(vii) In case of married female employees, only the hushand’s name should be given. In case she

does not give her husband’s name, it may be ascertained from the employer’s record and then
read out for her confirmation.

(viii) Two copies of postcard size photograph of the IP with his/her family, as the case may be,

(ix)

*)

(xi)

(xii)

(xiii)

should be obtained.

Where the exact year of birth cannot be recollected by the employee, the age as stated by him
should be recorded. If the employee cannot give his age his apparent age should be entered.
The year of birth then be worked out and entered.

Every effort should be made to obtain as complete an address as possible. If an employee is
unable to give his place of residence, having none, he should give some address by which he
can be located. If he does not remember his house number, he should be asked to bring it next
day.

No effort should be spared to obtain the nominee’s name. It may be impressed upon the
employee that if the name of a nominee is not given, any amount that may be due to him in the
event of his death, cannot be paid to anyone without the production of a succession certificate.
Nomination of more than one person should not be encouraged but if a nomination is made
favouring more than one person, the employee should be asked to indicate the share of each
nominee.

Where the employee has the option to choose his dispensary he should be advised to choose
the one nearest to his residence. If panel system is in operation in the area, the column should
be left blank, In such an area, the insured person will be given a permanent medical acceptance
card alongwith the identity card on which he will choose the doctor and take it to him for
necessary action.

For particulars of family, the part of the temporary identification certificate should be folded
backwards at the black dividing line provided. A carbon paper may then be inserted between
the folds and family particulars be recorded with the help of a ballpoint pen. In this way, the
family particulars can be recorded at one stroke both in the body of the declaration form and in
the temporary identification certificate. Due care should also be taken to enter the names and
particulars of those family members only who fall within the definition of family of the IP.
“Family” as defined under Section 2(11) of the Act means the following: -

(i)  Spouse, i. e., wife of IP or husband of an insured woman (whether dependent or not);

(i) aminor legitimate or adopted child, dependent upon the insured person;

(iii)  a child who is wholly dependent on the earnings of the insured person and who is-

(@) receiving education, till he or she attains the age of 21 years,
(b) an unmarried daughter,

(iv) a child who is infirm by reason of any physical or mental abnormality or injury and is
wholly dependent on the earnings of the insured person, so long as the infirmity
continues;

(v) Dependent parents. The Standing Committee / ESI Corporation at their meetings held on
17.12.2004 decided that only those parents whose monthly income from all sources is
less than Rs 1500/- and who normally reside with the IP, will be entitled to medical care

under the ESI scheme. A declaration to this effect shall be taken from the IP at the time
of filling in the declaration form.
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The above definition of “family” is also provided in every declaration form (Form 1) and it
includes the following:

(i) A wholly dependent son, who is receiving education, upto age 21.
(ii)  Subject to being wholly dependent:
(@) an unmarried daughter irrespective of her age; and

(b) an infirm son or daughter irrespective of his or her age until the infirmity lasts or
infirm daughter gets married, whichever is earlier.

The above definition excludes the following: -
(a) Children who have attained majority.
(b) Married daughter even if minor.
(c) Minor brothers and sisters even if dependent.
(d) Parents who are not dependent.
(e) Grand children, even if dependent.

(f) Mother-in-law of an insured woman even if widowed and dependent and her father-
in-law even if dependent.

(xiv) Name of Branch Office will be that to which the factory/establishment is attached.

(xv) The signature or thumb impression of the employee should invariably be obtained on his
declaration form in the space provided for the purpose.

(xvi) The employer’s clerk filling in the declaration form should sign at the place provided for the
purpose.  This form should then be countersigned by an executive official of the
factory/establishment, e. g. the manager, the labour officer or any other officer as may be
authorised by the employer.

(xvii) The full name, address and code number of the factory/establishment should invariably be
given on page 2 of the declaration form in the space provided for that purpose.

(xviii) The temporary identification certificate at the foot of the declaration form is also to be
completed by the employer. This is not to be detached while sending the declaration form to
the Branch Office which will later return this to the employer after entering the insurance
number thereon.

(xix) The identification marks of the insured person as well as of his family members will be
recorded by the Insurance Medical Officer/Insurance Medical Practitioner on the identity card
of the insured person at the time of his/their first visit to the doctor; so also in the case of
duplicate identity card when he visits the Insurance Medical Officer/Insurance Medical
Practitioner after the receipt of the duplicate identity card. In this connection Para 1.89 of this
chapter may be referred to for compliance by Branch Office.
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Return of declaration forms

1.18. The filled up declaration forms are to be forwarded by the employer to the Branch Office to
which he is attached alongwith the return of such declaration forms (Form-3) prepared in duplicate. The
names of the employees whose declaration forms are sent to the Branch Office should be serially listed on
the return of declaration forms. Columns 1 to 4 have to be filled in by the employer. Column 3 of the
Return should be carefully filled in. Where there is no distinguishing number, such as token No., the
department, shift, loom etc. to which the employee belongs or in which he is working may be given. The
declaration forms listed on the Return should be tagged with it.

1.19. Where any two or more employees have the same name, no effort should be spared to keep
them easily distinguishable from one another. The distinguishing sign or symbol should be made part of
the name both in the declaration form and the return of declaration forms and the same should also be
entered by the employer in his own records so as to avoid confusion at all stages in payment of
contributions and determining eligibility to benefits.

1.20. The installment number of the return of declaration forms and serial number against which
the name of an employee appears on the return of declaration forms should be indicated at the appropriate
place on the top of the declaration form of such employee.

1.21. The declaration forms of female employees should be entered in a separate return of
declaration forms. The return should also be rubber stamped or marked in red block letters as FEMALE.

Declaration forms in regional language

1.22. 1t is likely that some employers may wish to send the declaration forms and the returns of
declaration forms filled-in in the regional language. This should be allowed provided the writing is legible
but the printed documents including identity cards will be prepared either in Hindi (in States where Hindi
has been adopted as the Central Government’s official language) or in English (in States where Hindi has
not been so adopted).

Entry in register under Reg. 32

1.23. While filling declaration forms in respect of an employee, his name and other particulars
including the date of his entry in insurable employment should be simultaneously entered in the register in
form 6 required to be maintained by the employer under Regulation 32. The insurance number of the IP
will be entered on receipt of the return of declaration form from the Branch Office.

Declaration forms of indirect employees.

1.23A. The employees of the immediate employer working in the premises of the factory/estt. or
working elsewhere under principal employer’s supervision are entitled to all the benefits under the Act and,
therefore, it is the duty of the principal employer to submit the declaration forms of all such employees
employed by the immediate employer. Further, under Regulation 32 (1) every immediate employer must
maintain a register in form 6 in respect of all those employees who are covered under the Act and must
submit the same at the time of settlement of his account with the principal employer.

Receipt of declaration forms

1.24. The employer should arrange to send the declaration forms, including the temporary
identification certificates, accompanied by the return of declaration forms in duplicate to the Branch Office
within the prescribed time limit. When the declaration forms accompanied by the return are received at the
Branch Office, the registration clerk should check that all the forms listed in the return have been attached.
If any form is missing, a remark should be given to that effect against the name of the employee on both the
copies of the return. The registration clerk will then enter the instalment in the combined register of
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declaration forms-cum-allotment of Ins. Nos-cum-preparation of documents to be maintained in the
following proforma, separate registers being maintained for males and females: -

S. No Date .Of rern - of Name of employer Code No.
declaration forms
1 2 3 4
No. of declaration forms Insurance Numbers allotted | Date of Signature
Found despatch  of ofg Head
Received defective Found in Erom To temporary Clerk/
and returned | order identification Manager
to employer certificates g
5(a) 5(b) 5(c) 6(a) 6(h) 7 8
Date of preparation of documents Date of dispatch of documents Remarks
wn +— [ (%2} +— (<
S5 g S5 g7
£5 83 £5 &3
3 w & [%) S 3 w & n S
5 22 |3 = & Sg | B =
o S O 5] ) < B 3]
2 o S| @ SE |2 |o |S2|% |BSE
= e T | 3 S8 E e sz | 38 R
b S 2s | E SS5| 3 S 2s | 2 S 85
9(a) 9(b) 9(c) 9(d) 9(e) 10(a) | 10(b) | 10(c) | 10(d) | 10(e) 11

Date of receipt of declaration forms alongwith RDF will be shown prominently in the middle of the register
before making the first entry on each day on which declaration forms are received. The block of insurance
numbers to be used as intimated by the Regional Office will be indicated under a proper heading on the
first page of this register, to be duly authenticated by the Manager. This register should be properly
maintained in every Branch Office and each column containing the date of preparation and date of despatch
of each document should properly be filled in and initialled by Head Clerk/Manager.

Checking of declaration forms

1.25. The entries in individual declaration forms will then be checked one by one for omissions,
errors and doubtful entries. Each form should be carefully scrutinised to see whether the particulars of
family have been fully stated and photograph attached. In particular, it must be seen whether the persons
mentioned as family members and shown in the photograph are within the definition of term “family” with
reference to their relationship to the insured person as recorded under the item. Attention should be paid to
the legibility of various entries to ensure that each word, letter or figure is read correctly. While checking,
it should be borne in mind that all the declaration forms should be clear of every defect before they are
allotted Ins. Nos. In case of Declaration Forms filled in a regional language other than in Hindi, the
necessary entries required to prepare ldentity Card should be translated into English or Hindi. This
translation should be made out of the declaration forms on a separate sheet and be authenticated by the BM
and should be tagged with the original Declaration Form. If the age has been given but not the year of
birth, the latter should be worked out and entered in the relevant column. Every item on the declaration
form should be ticked in token of having been checked.
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Defective declaration forms

1.26. Defective declaration forms should not, as far as practicable, be returned to the employer but
his assistance may be secured to get the defects removed on the spot at the Branch Office itself. Only those
forms which have serious defects incapable of being rectified on the spot should be returned to the
employer for rectification. Declaration forms received without photographs may not be returned but
insurance numbers should be allotted and RDF sent without TICs of such IP’s. Clarification or missing
information received from employer in respect of defective declaration forms should be attached with each
original declaration form to secure authenticity. The entries in the return of declaration forms in respect of
those found missing as well as found defective and returned should be scored out with a suitable remark.
However, declaration forms without photographs, if otherwise in order should not be returned.

1.27. Defective declaration forms needing correction by an employer should be forwarded to him
with a covering letter in form ESIC-121 (Annexure VII). If the employer’s reply is outstanding for over 2
weeks, a reminder should be issued. Form ESIC-121 will also mention those forms not being returned (i.e.
Forms received without photographs)

Allotment of insurance numbers

1.28. The registration clerk will imprint insurance numbers of each IP simultaneously in the
declaration form, the TIC, against his name appearing in both copies of the RDF. He will perform this
operation with the help of a numbering machine. While printing the insurance numbers he will invariably
ensure that the same insurance number appears on these four documents in respect of each person. He will
then make entries in the relevant column of the register described in para 1.24 and pass on all the papers to
the checker. The checker will check that —

a) the insurance numbers have been properly allotted and that they are against the same name at
all the four places in the three documents,

b) insurance numbers are allotted to all the eligible employees,

c) the insurance numbers allotted to both male and female employees fall within the separate
blocks of insurance numbers reserved for them, and

d) no declaration form has any material defect or omission.

The checker will tick each entry in token of having checked it.

1.29. Every temporary identification certificate except where photograph is not attached will then
be authenticated by the Branch Manager by affixing his signature over the words “Issuing Authority” and
stamped with his rubber stamp.

1.30. The original copy of the return of declaration forms will be sent back to the employer along

with the temporary identification certificates, except where photograph is not attached, after affixing the
following rubber stamp on the return within a week of the receipt of the forms in Branch Office: -

Returned.................... Sheets R. D. F.
from Ins. No.............. (o JUTUTRPT
with T. I. Cs.

Manager/Head Clerk
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1.30 A. The TICs of those IPs whose family photographs have not been received, will be
withheld and will be released by the Branch Office only on receipt of the said photographs, vide para 1.27
above.

1.31 Although a period of one week has been provided for allotment of insurance numbers on
declaration forms and for returning the temporary identification certificates in respect of fresh entrants to
the employers, the Branch Office should endeavour to organize this initial part of registration in such a way
that all the steps up to the issue of temporary identification certificates are taken on the spot at the time of
receipt of return accompanied by the declaration forms and the temporary identification certificates along
with the original return are handed over to the person who brought the declaration forms to the Branch
Office. This will save the Branch Office of the botheration to dispatch them as also ensure quick delivery of
temporary identification certificates to the concerned IPs. The only exception to this recourse should be in
respect of declaration forms received by post for which the Branch Office must make its own arrangements
for delivery of the return as well as the temporary identification certificates either through the Branch
Office messenger or by post within the stipulated period of one week.

1.32 The return when received by the employer will serve as an acknowledgement of declaration
forms besides enabling him to insert the insurance numbers in the register in form-7. (form 6 w.e.f. 1.1.05)

1.33 The TICs will be distributed by the employer to the employees concerned TICs of those
who have left employment will be returned to the Branch Office.

ESIC-86 by employer

1.34. If the temporary identification certificates are not received and an insured person or a
member of his family needs medical treatment in the meantime, employer should issue him a certificate of
employment in form ESIC-86 giving therein the names of his family members also. This certificate of
employment will also be valid for treatment etc. for a period of three months from the date of entry of
insured person into insurable employment. Certificate of employment may also be issued to an insured
person who has lost or torn or mutilated his temporary identification certificate. However, in case
certificate of employment has been issued, the temporary identification certificate, if received later from the
Branch Office, should not be issued to him.

Revalidation of temporary identification certificate

1.35. Where an employee, having continued in the service of the employer over 3 months, does
not receive his permanent identity card, the employer may revalidate the TIC for a period of three months
by endorsing on it ‘Revalidated upto ........... ” over his signature and stamp to enable the employee to
receive medical benefit for a further period of three months. The employer should also request Branch
Office to send the outstanding permanent identity cards. However, Branch Office should endeavour to
issue permanent identity card on time and revalidation of TIC should be avoided.

1.36. Sometimes submission of declaration forms of new entrants is delayed so much by the
employer that the temporary identification certificates when returned by the Branch Office may have
already become invalid, the period of three months for which it is valid from the date of entry having
already elapsed. This puts the insured persons to a great hardship. For such cases, where the employer
sends a declaration form after a period of 2-1/2 months from the date of entry into insurable employment,
he should indicate on each such declaration form whether the IP is still in his service. The temporary
identification certificates of such persons will be validated by the Branch Manager over his signatures from
the date on which the IP was still in employment as per employer’s remark in the declaration form. The
temporary identification certificate so validated will as usual be sent to the employer alongwith the return
of declaration forms for delivery to the insured persons and those shall be valid for 3 months from the date
of validation.
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Maintenance of declaration forms

1.37. Duplicate copies of the return of declaration forms retained in the Branch Office should be
filed chronologically in employer-wise files maintained at the Branch Office. The declaration forms should
be kept in strict insurance number order in loose file covers 2 cms. larger in length and width than the size
of declaration forms, and bound in convenient bundles and stitched with a strong thread through 3 holes on
the left side. The bundles should be kept at a safe place.

Writing of documents

1.38. As per Regulation 103 A (1), a person on becoming an insured person for the first time shall
be entitled to medical benefit for a period of 3 months. The temporary identification certificate sent to the
employer can be utilised by an insured person for obtaining medical benefit for himself and his family
members for a period of 3 months from the date of his entry into insurable employment. Every person who
continues for 3 months or more to be an employee of a covered factory/establishment, is entitled to medical
benefit till the beginning of the corresponding benefit period. Proof of whether he has continued for 3
months or more in insurable employment lies in his possession of a permanent identity card. Due care has,
therefore, to be taken by the Branch Office to ensure that permanent identity cards are issued by the
employer only to those persons who have remained in his employment for 3 or more months. Preparation
of documents such as the identity card etc., should be done by the Branch Office and despatched to
employers in such a way that these can be distributed by the employer to those of his employees only who
are continuing in his service on the expiry of 3 months from the date of their entry into insurable
employment.

1.39. The following documents will be prepared by registration clerk: -

(i) IDENTITY CARD with family photo of the IP which will be affixed or stapled on the back
of the card and duly authenticated by the Branch Manager with his signature and rubber
stamp. Remarks of having prepared photo identity card should be given on top of
declaration form.

(ii) MEDICAL RECORD ENVELOPE for the insured person in blue colour and for the insured
woman in pink colour. (specimen at annexure VIIIA)

(iii) INDEX CARD one copy-only for areas where medical care is provided through panel system.
(iv) INDEX SHEET (specimen at annexure VIII).

(v) PERMANENT ACCEPTANCE CARD for those areas only where medical care is provided
through panel system.

(vi) SINGLE MEDICAL RECORD ENVELOPE for family members in which medical record
card for each member will be inserted. Specimen at Annexure VIII A.

1.39A. It has been decided that “number daters” should be used for stamping the insurance
numbers on all the documents prepared instead of writing the same in hand (Please also refer to paras 1.28
and 1.44). In the light of this decision, it has become imperative for every Branch Office to obtain and
maintain a “number dater” for use in preparation of registration documents. Further, the name of every
insured person should be written in every document in legible block letters and in no case in small letters.
Preferably, the documents should be prepared and written in black ink tracing pen in neat hand.

1.39B. In places where medical care is provided through panel system the index cards will be
prepared first by copying the particulars from declaration forms. The identity card and permanent
acceptance card will then be copied from the index card. In areas served by service (dispensary) system,
the identity card will be prepared first and an index card or permanent acceptance card will not be prepared.
The first document prepared in each case will be checked by the checker who will initial in top left hand

16



corner thereof. All identity cards prepared will be signed by the BM who will also affix his rubber stamp
below his signature. For either area, both medical record envelopes (for IP/IW and for family) will be
prepared. The name of the IP will be written in every document in legible block letters and other
particulars will also be filled in with great care. Overwriting should be avoided. All documents other than
the identity card will be authenticated with the special metallic stamp of the Branch Office.

1.39C. The family photograph of IP should be attached/stapled properly on other side of the identity

card.

Despatch of documents

1.40. When the documents as indicated above are ready, these will be sorted out as under: -

(i)
(i)

(iii)

(iv)

v)

Identity card

MREs for IP & family

Index card (only in
panel system)

Index sheet

Permanent acceptance
card

Employer-wise.

In service system, dispensary-wise. In panel system to be arranged
in Ins. No. order for despatch to AMO through R. O.

Arranged Ins. No. wise, for despatch to AMO through R. O.

Ins. No. wise - for despatch to R. O. (103-A Section) or to
designated Branch Office, as the case may be (see para 13.2.A) for
completion of entries in ESIC-38 registers

Employer-wise

The Branch Office will then make bundles for each destination and also prepare the challans forwarding
these documents in forms noted against each.

Identity Card and

permanent acceptance
card(where applicable)

Index cards and MREs
for IPs/IWs and family

members, in areas
served by  panel
system.

MREs of IPs/IWs and
their family members
for each dispensary
(under the service
system).

Index sheet

In form ESIC-125 (copy at annexure IX) separately for each
employer, to be prepared in duplicate. Branch Office must emphasise
on obtaining IP’s signature on the identity card before it is handed
over to him by the employer.

Under single challan in duplicate in form at annexure X with separate
bundle of documents for AMO through Regional Office.

Under challan in duplicate in form at annexure X separately for each
dispensary.

To be enclosed to monthly progress report of the Branch Office if
ESIC-38 registers are maintained at RO; otherwise to be sent to
designated Branch Office and monthly progress report alone will be
sent to RO.
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Date of despatch will be recorded in the Branch Office register described in para 1.24, which will be duly
authenticated under the initials of Head Clerk/Manager.

Ledger sheet

1.41. In addition to the above mentioned documents, a ledger sheet has also to be opened by the
BO in respect of every IP/IW. In the decentralised system wherein all registration work is performed at the
BO, a ledger sheet is not to be prepared simultaneously alongwith other documents, but it is to be opened
only when an IP sends his first claim or certificate or submits an application for a duplicate identity card.
Separate forms of ledger sheets in form L-1 and L-2 should be used for male and female, respectively.
Each ledger sheet when opened should be authenticated with the signature of the BM, with a simultaneous
entry in the declaration form “Ledger sheet opened on ........ ”, which should be also attested by the
Manager. In case a duplicate photo identity card is being issued, a note to this effect should be given in the
ledger sheet.

1.42. In areas where registration work is centralised, each Branch Office receives sheets
containing adrema impressions of particulars of IPs employed in factories/estts. allotted to it. Usually, the
bundles of declaration forms are also sent to the Branch Office. Action for opening a ledger sheet is taken
by the Branch Office in the same manner as in the case of a Branch Office functioning in an area of
decentralised registration.

1.43. Ledger sheets are to be kept secure inside loose-leaf binders provided for the purpose or
under bound covers as may be considered desirable by the RD. Each binder has the capacity to take in
over 500 ledger sheets. However, for the sake of convenience, only about 250 ledger sheets should be
inserted initially with provision for inserting additional sheets for intervening insurance numbers and also
continuation sheet where necessary. Every newly opened ledger sheet should be inserted in the binder at
the appropriate place in the sequence of insurance numbers.

1.44. A new ledger when brought into use should be page-numbered with the numbering machine.
When a new ledger sheet is inserted at the proper place in the sequence of insurance numbers, its page
number should be the same as borne on the preceding ledger sheet, but distinguished by addition of 1, 2
etc., within brackets. Thus, if a new sheet is inserted next after ledger sheet page No. 40, the new sheet
should be given page No. 40(1). If a further ledger sheet after page 40(1) but before page 41 is inserted, it
should be numbered 40(2). The Manager should, before initialing the new ledger sheet or attesting entry in
declaration form, satisfy himself (by a check of the declaration form as well as the index sheet in the
ledger) that a ledger sheet has not already been opened. He should also keep the stock of blank ledger
sheets under his safe custody.

1.45. When the first page of the ledger sheet of an IP is fully used up, the page on the reverse
should be used. However, before commencing entries on the second page, both name and insurance
number of the insured person should invariably be entered on top left side, when the page on reverse is also
exhausted, a continuation sheet should be inserted next after it. Continuation sheet is given the same page
number as the original one, but with the addition of ‘A’ or ‘B’ etc. to distinguish it. The continuation sheet
should also be signed by the Manager before starting entries on it.

1.46. All ledgers should be serially numbered and on the cover of each ledger should be written
the first and last Ins. Nos. contained in it. Each Branch Office will maintain a list of ledgers, showing the
serial number of each ledger and the range of insurance numbers covered by it (first and last insurance
numbers).

1.47. Every ledger should carry an index in Form L-3. Two sheets of blank index forms L-3 as
per specimen below should be inserted next to the binder, with the ledger sheets following. Every ledger
sheet should be entered in the index. The entry in the index should also be duly attested by the Branch
Manager at the time new ledger sheet is inserted. Entry should indicate S. No., Ins. No. and page no.
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Columns in the index for original ledger sheets are separate from those reserved for subsequent insertions.
Original sheets will be humbered on the index in the sequence of Ins. No. and subsequent insertions can
normally be entered chronologically.

Form L-3
Index Index
Subsequent insertions Subsequent insertions
Sr. Ins. Page | Sr. Ins. Page | Sr. Ins. Page | Sr. Ins. Page
No. No No. No. No No. No. No No. No. No No.
1 2 3 4 5 6 1 2 3 4 5 6

Normally blank forms L-3-index sheet — will be supplied by the Regional Office. However, in
case of shortfall in supply, the above columns can be easily reproduced with the help of a pen and ruler but
it is inescapable to have the index sheet in every ledger.

1.48. On the transfer of an insured person to another Branch Office an attested copy of ledger
sheet will be sent by the previous Branch Office to new Branch Office. The Manager of the Branch Office
transferring the entries to the ledger sheet through an attested copy should cancel the original ledger sheet
over his dated signatures under the remarks “Transferred to Branch Office ...... ”. The attested copy of
the ledger sheet so received will be inserted at the relevant place in the ledger of the new Branch Office.

The new ledger sheet shall be duly page numbered in the manner mentioned above.

1.49. As and when an IP calls on the Branch Office for the first time the counter clerk or the
receptionist will write the ledger folio and ledger number on his identity card. Such a step will facilitate
tracing out of a ledger sheet without reference to the index during his subsequent visits to the Branch
Office.

1.50. Every precaution should be taken by the Manager to prevent fraudulent payments which
have come to light particularly in the payments of benefits by money order. Some inbuilt preventive steps
are listed below: -

(i) The signature of the insured person should be obtained on the ledger sheet in the space
provided. Since the signatures will not be attested by the employer, the Manager has to be very
cautious so that the signatures obtained are of the genuine insured person whose photograph is
affixed on identity card and that they tally with those on his identity card. Signatures recorded
on the declaration form should also be taken out at times for comparison.

(i)  During working hours of the Branch Office, the ledgers will be kept in a rack by the side of
the counter clerk from where they can be picked up and replaced. At the close of business for
the day the ledgers should be kept under lock or otherwise under safe custody. For this, the
Regional Director may make proper arrangements by providing the furniture/equipment, as
may be considered desirable, under his own powers, or in consultation with the appropriate
authority as the case may be.
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(iii)  Utmost care is to be taken in the upkeep of ledgers in fine condition so that no page/ledger
sheet gets loosened or lost. Loss of a ledger sheet is fraught with risk of fraudulent payment or
overpayment. The Branch Manager has to take personal interest in this important aspect of
maintenance of ledgers and when he finds that there is danger of sheets coming out due to
damage to punch holes, he should take steps to get the same bound in the form of a register.
Responsibility is to be fixed for loss of ledger sheets from the binder.

1.51. For facility of movement of ledgers, as far as possible, running counters should be provided
in every Branch Office. Laminated/sunmica top may be used on top of running counters (of 4' length) as
well as on top of rack having the stock of ledgers in all the Branch Offices. However, the
laminated/sunmica sheet should be fixed on wood other than that of expensive variety like teakwood etc.
and the work be got done after following the usual procedure in consultation with the respective Dy.
Director (Finance).

Mass registration on ‘Appointed Day’

1.52. A number of steps precede mass registration of coverable employees in an area as briefly
enumerated below:

(1) Surveys to determine those units which may be amenable to coverage and to make an estimate
of the number of coverable employees in the area.

(2) Survey of residential concentrations of labour for setting up dispensaries at suitable places.

(3) Arrangements by the State Government for providing medical care to insured persons and their
families including setting up of dispensaries, posting of staff, stocking of medicines,
arrangements for X-Ray, laboratory, specialist examinations, hospital care, etc.

(4) Determining the precise area of implementation.

(5) Decision on date of implementation of the Scheme by headquarters in consultation with State
Government and the Regional Director.

(6) Setting up Branch Offices etc. and provision of staff by the Corporation.

The Central Government is then approached to issue a notification under Sec. 1(3) of the Act extending
provisions of the Act to the area. The Scheme comes into force from the date mentioned in the notification
issued by the Central Government which is published in the Gazette of India.

1.53. When the State Government decides to extend the Scheme to certain establishments in the
area in exercise of its power under Sec. 1(5) of the Act, the existing facilities for provision of medical and
cash benefits are reviewed and augmented where necessary as a result of a fresh survey of coverable
establishments in the area and on ascertaining the number of coverable employees.

1.54. About 2 months before the expected but firm date of implementation of the Scheme to
factories in an area or subsequent extension to establishments in the area, the Regional Office will initiate
the process of registration by the allotment of code numbers to all new factories/establishments found
amenable to coverage as a result of survey carried out. It will issue a circular letter to these
factories/establishments as well as to those covered factories in the area which were allotted code numbers
earlier but were treated as uncovered after the repeal of Chapter VA of the Act with effect from 1.7.1973.
The circular letter will be accompanied by samples of declaration forms, return of declaration forms, return
of contributions, form 6 under Reg. 32, challan form, etc., which will require to be filled up by the
employees and/or the employers at the time of registration or payment of contribution. They should be
specifically requested to advise their employees to arrange a set of their family photos for affixing the same
on TIC/PIC. This will enable the employers of the area to know the volume of work they are expected to
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do, so that they may make necessary arrangements for staff etc. in advance. The Regional Office will
despatch sufficient quantities of forms to the Branch Office immediately alongwith a list of coverable
factories/establishments in the area.

1.55. About the time the circular letter is issued by the R. O. to the employers, blank forms such as
those mentioned in the preceding para meant for the employers, will be sent by Branch Office to every
listed employer. The number of forms to be sent will be equal to the estimated number of coverable
employees in the factory/establishment plus about 10% allowable for wastage. Each bundle of forms will
be accompanied by a challan in duplicate in form ESIC-120 (copy at annexure Il), one copy of which
should be received back duly acknowledged from the employer. The Branch Office will maintain a blank
forms stock register in the form at Annexure-I.

Time table for registration

1.56. The Regional Office will indicate to the Branch Office a time-table for completing the
various stages of the work. Branch Office should, in conformity with the timetable, work out detailed
programme fixing targets for the individual employers and for the Branch Office as a whole. It is the
responsibility of the Manager to watch progress in the execution of the programme. He should allot field
work to some of the officials in the Branch Office. The area of implementation can be divided into zones,
one zone to be fixed for a convenient group of factories. Different officials in the Branch Office can be
assigned different zones. It will be the duty of each field official to keep a watch over the progress of
registration in his zone. Whenever any employer’s work is found to be falling behind the schedule, the
field official and, if necessary, the Manager should personally contact the employer.

Training of employer’s staff

1.57. In order to ensure completion of registration work in time and to acquaint the employer’s
staff with their responsibilities and duties under the Act, a training programme should be organised to train
those officers and staff of employers who will be responsible for work under the Scheme. Employer’s
guide may also be supplied, if available, to employers.

Publicity

1.58. At about the same time as the circular is issued, Regional Office and the Branch Manager
should take adequate steps to give wide publicity to the implementation of the Scheme. This could be done
by displaying posters designed for this purpose in labour areas, employer’s premises and the offices of the
trade unions etc. Meetings of the employees and of the works committees at the factories and those
sponsored by reputed trade unions should also be addressed. While addressing such meetings, the location
of Branch Offices and dispensaries, panel doctors and the particulars to be completed on the declaration
forms should be explained. Copies of pamphlets on the Scheme should be distributed and other mass
media may be utilised for educative publicity. This will enable the employees to be ready with the
necessary information to be given on the declaration forms and two copies each of their postcard size
family photographs to be affixed on TICs/PICs.

Declaration forms in instalments

1.59. In the case of large employers it will be convenient for them to send the forms at the time of
initial registration in instalments, as and when they are filled in. An employer who sends the declaration
forms in instalments should be advised to prepare the return of declaration forms, excepting the final one,
on continuation sheets. An instalment should not ordinarily contain more than 200 declaration forms. The
employer should indicate the serial number of each of these instalments on both copies of the return in red
block letters. The instalment numbers should run in a serial order beginning from 1, and the serial no. of
employees on the return should not be broken at the end of any instalment but should be continued from
instalment to instalment so that there is continuous serial number covering all employees.
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Forms of recalcitrant employees

1.60. Completion of declaration forms in respect of employees who refuse to disclose their
particulars, or refuse to sign, presents considerable difficulties. Such a situation requires tactful handling
and calls for immediate action by the Branch Manager. The following steps may be taken to bring round
recalcitrant employees:

(a) Efforts should first be made through their employer to persuade them.
(b) The good offices of their trade unions may be used to win their co-operation.

(c) The Branch Manager may personally make contact with employees to answer their objections
and to explain to them the purpose of registration and of the Scheme. Distribution of a few
copies of printed pamphlets on the Scheme may also be helpful.

(d) Branch Manager may report the matter to the Regional Director for guidance and help.

(e) If the employees persist in refusal even when all the above methods have been applied, the
Branch Manager may ask the employer to complete declaration forms with whatever
particulars that are available in his records. Such declaration forms may be sent by the
employer to the Branch Office without the signature of the employees. Such forms may be
rubber stamped or marked ‘not signed by the employee’ to distinguish them from other forms
and these forms sent alongwith a return in duplicate whereon Ins. No. may be allotted to them.
Identity cards will not, however, be prepared. If any of these employees calls in the Branch
Office, he should be asked to get a freshly completed form duly counter-signed by the
employer alongwith family photogrph of the IP which may be pinned with the earlier form and
documents prepared and identity card issued to the insured person if he continues in
employment for 3 months or more, on taking his signature on the declaration form. T. I. C.
should be destroyed in such a case.

Persons leaving service before A-day

1.61. Since registration is commenced in advance of the Appointed Day, some employees in
respect of whom declaration forms have been completed may go out of employment before the Appointed
Day. The employer should cancel the declaration forms of such employees. In case the forms have
already been submitted to the Branch Office, information of cessation of employment in writing, giving full
details about all such employees should be sent by the employer alongwith the temporary identification
certificates/identity cards lying with him in respect of such employees, a week before the Appointed Day.
The Insurance Nos. of these persons will be traced at the Branch Office and index cards, temporary
identification certificates, identity cards lying there will be destroyed. The declaration forms will be rubber
stamped “Cancelled” and the Dispensary and the Administrative Medical Officer will be advised to destroy
the printed documents if already sent to them in respect of these persons.

Action where more than one form filled in

1.62. In the case of big factories where number of employees is very large, it is possible that due to
the transfer of an employee from one department where registration had been completed to another where it
is still in progress or due to any other reason, more than one declaration forms may be filled in in respect of
the same employee. It is very difficult to detect such a case at the Branch Office. But whenever such a
case comes to notice, the employer may be requested to clarify. If the employer confirms that two or more
insurance nos. have been allotted to the same person, only one Insurance No. will be retained and the other
cancelled. The documents printed under the other insurance no. will be destroyed in the manner stated in
the preceding para.
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Progress report on registration

1.63. The Branch Office will send a progress report of registration to the Regional Office in form
to be prescribed by the Regional Office. The report will be examined at Regional Office to see whether
Branch Office is adhering to the targets fixed for it in the Regional Office timetable.

Action by employer/IP on documents received

1.64. After an employer has sent a batch of declaration forms he will in due course receive in
respect of them the following documents: -

(i) Temporary identification certificates: These will be returned by the B. O. alongwith the
original return of declaration forms within 7 days of receipt of declaration forms after
allotting insurance numbers on them. These should be distributed by the employer to the
employees who are still in his employment on the A-Day.

(ii) Permanent identity cards etc.:

(@) On receipt of permanent identity cards which will be duly accompanied by a card-size
photograph of each IP stapled to each and, in panel areas, also of the permanent
acceptance cards from the BO, the employer should issue those documents to such of his
employees as have been in his employment continuously or otherwise for broken periods
adding up to 3 months. While issuing a permanent identity card (and permanent
acceptance card), the employer should obtain the signature or thumb impression of the IP
on each card, and he should also obtain signed acknowledgement for the receipt of these
documents in a register to be maintained by him.

(b) The permanent identity cards and permanent acceptance cards of insured persons who
have left employment before the expiry of three months after the A-Day should be
returned by the employer to the Branch Office where these will be retained for one year.

1.65. Every insured person should present his temporary identification certificate or certificate of
employment or permanent identity card and in panel areas, also the permanent acceptance card at the ESI
dispensary or the Insurance Medical Practitioner’s clinic where he will get medical treatment for the period
of validity.

Permanent acceptance card

1.66. A permanent acceptance card is valid for presentation to an Insurance Medical Practitioner
for 10 months. If presented after this time limit, it should be supported by a certificate of employment in
form ESIC-37. If the insured person is not in insurable employment 10 months after his entry, and needs
medical treatment for the first time, he should apply to the Regional Office/Branch Office, who will
revalidate his permanent acceptance card for the period, if any, for which he has title to medical care.

Temporary acceptance card

1.67. Every Insurance Medical Practitioner has in his stock a few blank cards of blue colour
known as temporary acceptance cards. When an insured person who has neither received his permanent
identity card nor permanent acceptance card approaches him for treatment, the Insurance Medical
Practitioner should affix his rubber-stamp on the temporary identification certificate/certificate of
employment presented to him and prepare a temporary acceptance card in respect of the insured person
stating therein the name, Ins. No., and the date of entry of the insured person into insurable employment as
also the date on which he has accepted the insured person. He will send the temporary acceptance card to
the Administrative Medical Officer (for the purpose of payment of capitation fee). On revalidation of a
temporary identification certificate or a certificate of employment, the Insurance Medical Practitioner
should put his dated signature on it and simultaneously issue to the Administrative Medical Officer another
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temporary acceptance card, this time marked “Extension” which will entitle him to capitation fee for
another quarter.

Registration of employees of OD prone industries

1.68. In the light of the Hon’ble Supreme Court judgement dated 27-1-95 in a public interest
litigation, the following action is to be taken by Regional Office/Branch Office/IMO in r/o registration of
new entrants of OD prone industries covered under the Act: -

(i) Regional Director may identify the industries which are prone to occupational diseases. For
this, the First Schedule to the Factories Act, which contains a list of industries involving
hazardous processes, may be an indication where to look for OD prone industries. A copy of
the said First Schedule has been reproduced as Annexure | to Chapter IVA-Temporary
Disablement Benefit Procedure (Occupational Diseases).

(ii) Such factories which are covered under the ESI Scheme, should be given a distinct code
number for identification.

(iii) Medical examination may be prescribed at the time of first entrance in these specially coded
industries and a copy of the first medical report be kept in the concerned ESI Dispensary in
MRE of such insured persons.

(iv) A distinct red-colour identity card may be issued to the workers working in these industries.
Similarly, MREs of these workers should also be of distinct red colour. To begin with,
however, a red — colour strip may be pasted on the identity card as well as on the MRE. The
slip will contain the legend “ODP” (OD prone).

(v) As and when any such worker visits the dispensary, he is required to bring a copy of the
medical report prescribed under Section 87 of the Factories Act, 1948 read with Rule 120 of
the model rules made thereunder. This will help IMO to examine the person in relation to
the specific risk involved in that industry.

(vi) A proper base health report, clinical findings and investigation reports be drawn on his first
attendance to the dispensary and preserved for future reference.

(vii)If at any stage, the insured person is suspected to have manifested signs and symptoms of
occupational disease specific to his risk involved, he may be referred to the Occupational
Disease Centre alongwith the detailed report of his previous investigations and subsequent
status for further examination/evaluation which would help early detection of the
occupational disease. For details, please see chapter IVA-TDB Procedure (Occupational
Diseases)

Registration of employees of branch/sales/head office

1.69. Employees working in the head office, branch office and sales offices of a factory/estt.
situated in an area wherein the ESI Scheme is implemented, also become coverable under the Act.
Therefore, the employer should take up the registration of these employees simultaneously with the
registration of employees of his factory. The factory may have its head office/branch office/sales office not
only in the same implemented area but also in some other implemented area and possibly also in another
State. The following guidelines should be followed by the B. O./R. O. as well as by the employer for
registration of the employees of these offices:

(i) The Manager of the Branch Office to which the factory/estt. is attached should not accept the
declaration forms of employees employed outside the area of his Branch Office. Instead, he
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should ascertain the details of all these offices including the full address of each, the number
of employees working in each, monthly wages of the employees working in them, etc. and
intimate them to the R. O. At the R. O., a separate ledger page will be opened in respect of
each of these offices. The same code number as of the factory will be allotted to each. Out of
these, for offices situated in its own jurisdiction a distinguishing suffix mark such as H. O./B.
O./S. O. will be added at the end and intimated by R. O. to the factory/estt. indicating therein
the B. O. to which these employees will be attached for claiming cash benefits. A list of
dispensaries in the area will also be forwarded to the employer to enable employees of the
said office to opt to one of their choice. A copy of R. O. letter will be endorsed to both the
Branch Offices.

(if) Regional Director of the area where factory/estt. is situated will address intimations in respect
of H. O./B. O./S. O. situated outside his region to the RD of each of the areas in which these
are situated, asking them to take necessary action for registration of employees and recovery
of contribution. The R. O. of the area where such office is situated will open a separate ledger
sheet, allot it the same code number as of the parent factory/establishment and add a suitable
distinguishing suffix mentioned above. This R. O. will take action similar to that mentioned
in item (i) above for registration of employees of these offices as also for watching the
recovery of contributions. A copy of the intimation letter will be endorsed to the Regional
Office of the area in which the factory/estt. is situated.

(iii) The employer of parent factory/estt. should be advised to maintain separate records of wages,
submit separate returns of contributions and as far as possible make payment by separate
challans to the Account No. 1 of the region in which each such office is situated. Photocopy
of the challans should be sent by such office to the parent factory/estt. for verification at the
time of inspection.

(iv) The ES9 Branch Manager of the area in which the HO/BO/SO of the factory/estt. is situated
will also receive intimation about these offices from his Regional Office. He should provide
all the guidance to the incharge of the said office about filling up of declaration forms,
maintenance of register in form 7 (form 6 w.e.f. 1.1.05), choice of dispensary etc. and to
afford all necessary co-operation for registration of the employees, issue of permanent records
and payment of benefits on the strength of return of contributions which would be received at
his Branch Office direct from the incharge of such a Head Office/Branch Office/ Sales Office
(see para 13.1.2) or received from his Regional Office.

(v) If the head of the Branch Office etc., fails to submit the declaration forms of covered
employees working under him, the Branch Manager should take the usual action described for
failure to submit declaration forms as described in Para 1.13. If he does not receive the forms
or satisfactory evidence that these forms have already been submitted by the principal
employer of the covered factory/establishment, he should inform the R. O. Prosecution action
for non-submission of these forms will be taken by the Regional Director of the area in which
the factory/establishment is situated.

Registration of families at a place other than the place of work of the insured person

1.70. The Standing Committee/Corporation at their meetings held on 23/24-2-78 extended the
facility of provision of medical benefit to members of family residing away from the place where insured
person works provided both the places are implemented centres and located in the same state. The
registration procedure to be followed to facilitate provision of medical benefit to the insured person at the
place of his work and to the family at the place of their residence will be as follows:

(1) So as to enable the family to possess a temporary identification certificate, it will be necessary
to provide two temporary identification certificates, one for the insured person and the other
for the family. For this purpose loose forms of TICs (Specimen at annexure-XI) may be got
printed and supplied to the employers. The printing may be got done on yellow paper in
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black ink. On the front right side of this form the words “ONLY FOR FAMILY MEMBERS
NOT RESIDING WITH IP” may be got printed in bold letters.

An up-to-date list of all the dispensaries, hospitals, panel doctors, employer’s utilisation
dispensaries, mobile dispensaries etc. may be obtained from the Director Medical Services /
Administrative Medical Officer of ESI Scheme in the State and the same may be circulated to
all the employers/ displayed at the Branch Offices. This will enable the family members to
select the dispensary / Insurance Medical Practitioner of their choice, and the same may be
entered by the insured person in the temporary identification certificate.

The declaration form of such IPs should be accompanied by an additional TIC(See Annexure
X1) and two photographs each of IP and his family. On receipt of both the TICs one attached
to the declaration form and the other loose as per para 1 above duly filled in from the
employer alongwith two separate sets of photographs, one of the IP and the other of the
family, the same may be signed by the competent authority in the Regional Office / Branch
Office. The columns for the family particulars on the back of the TIC meant for the insured
person may be defaced with a rubber stamp “FAMILY NOT RESIDING WITH THE IP”.
Photograph of the family should be attached with the loose T.1.C. meant for the family.

Both the TICs, duly completed and signed may be delivered to the IP through the employer,
and the insured person will himself arrange to deliver the TIC to his family. Before delivery
of TIC an entry regarding family dispensary may be made in column 11 of declaration form
by way of remarks.

The procedure for revalidation of TIC will be the same as is being followed and it will be the
insured person’s responsibility to get the same revalidated, if the need so arises.

Two permanent identity cards will have to be issued, one for the insured person bearing his
photograph and other for the family bearing their photograph. As in the case of TIC it may be
ensured that the insured person/family may be able to take treatment at only one centre on the
basis of separate permanent identity cards issued to each. For this purpose the family
permanent identity card may be got printed separately on yellow card in black ink and the
same measures, as described in (3) above, may be taken.

If the registration is done at the Regional Office, before delivery of permanent identity card
(for family) an entry may be made in the remarks column of ESIC-38 register to the effect
“Family attached to ............ dispensary”. These remarks may be attested by the Head Clerk
or incharge of the concerned branch of the Regional Office.

Where registration is done at the designated Branch Office, the Manager will send a list in
duplicate of all such insurance numbers and the name of dispensary to which the family is
allotted, to the Regional Office/designated Branch Office for which family identity card has
been prepared as in (6) above. This list will be forwarded every month alongwith the monthly
progress report to which index sheets are also attached. For this purpose the Branch Office
will maintain a register indicating the name and insurance number of the insured person, name
of the dispensary to which the family is attached and the date of preparation of the family
identity card. Before delivery of the identity card, the Branch Office will make an entry in
this register and the same will be attested by Head Clerk or the Manager as the case may be.
The Branch Manager will certify in the register “Particulars from SI. No. .......to......... have
been sent to Regional Office/designated Branch Office”, at the end of every month.

After receipt of the particulars in the Regional Office/designated Branch Office, entries shall
be made in ESIC-38 register as per (7) above.
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(10) The medical record envelope is to be sent to the dispensary/Insurance Medical Practitioner to
which the insured person is attached, and the MRE for family members is to be sent to the
dispensary/Insurance Medical Practitioner to which the family is attached.

(12) In panel areas two permanent acceptance cards may be issued one for the family and the other
for the insured person.

(12) In case an exit card is to be issued, it will be necessary to prepare two copies of it, one to be
sent to the ESI Dispensary/Insurance Medical Practitioner’s clinic to which the insured person
is attached and the other to the dispensary/IMP's clinic to which the family is attached.

Registration of families residing in another state

1.70A The Standing Committee and the ESI Corporation, at their meetings held on 19/21-2-2003,

approved the proposal to extend medical facilities to those families which reside in a state different from
the one in which IP is employed, provided the family resides in an implemented area in the state of their
residence. The cost of medical care to the IP in one state & his family in another state would be equally
shared between the governments of the two states. The procedure described below shall be followed to
enable IPs & their families to avail of these facilities:

(i)

(i)

An IP desirous of availing medical care under the ESI Scheme for his family residing in another
state will be asked by the Branch Office to submit an option form as per specimen at Annexure
XII.

On receipt of IP’s option, two separate permanent photo identity cards will be prepared by the
Branch Office :

(@) for the IP himself on form 4 with the inscription in bold letters: FAMILY NOT RESIDING
WITH THE IP.

(b) for his family on form 4A with the inscription in bold letters; ONLY FOR FAMILY
MEMBERS NOT RESIDING WITH INSURED PERSON

Two MREs, one for the IP and another for the family (having MRC of each member inserted in it)

will also be prepared.

(iii)

(iv)

v)

(vi)

Both the identity cards as well as the two MREs will be handed over to the IP who will dispatch
the family identity card and the MRE to his family. He will retain his own identity card with
himself and hand over his own MRE to the dispensary of his choice.

The Branch Office will write to IMOs in charge of both the dispensaries concerned as in Annexure
XIII to register the IP & the family with them under intimation to the Branch Office, Regional
Office and the AMO.

The Branch Manager will also send the live lists of such families as in Annexure XIV before start
of each benefit period to the concerned dispensary with which the family is registered, under
intimation to the Regional Office of the state/area in which the dispensary is situated so that the
total number of family units taking medical care in that state / area may be considered for payment
on account of expenditure on medical care to the state government (numbers to be counted at the
time of working out approved number of IPs as on 31* March every year). The Regional Office /
designated Branch Office in both states will make entries in the remarks column of the ESIC-38
register to this effect.

The Branch Office to which the IP is attached, will also regularly inform the number of such
families residing in another state, to the Regional Office. Likewise, the dispensaries where the
families of such IPs are registered shall also invariably inform the Branch Office, Regional Office
and the AMO about number of such registrations.
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(vii) Separate family identity cards will be issued only once in a financial year and will remain effective
till the end of the said year. Any change for transferring such record to another state will be
effected only in next year.

Change in name

1.71. (i). Changes in spelling of names should not be considered as a change in name as Indian

(i)

(iii)

(iv)

v)

(vi)

names are spelt differently in English by different persons in the same State. Similarly, where
an insured person adds or omits his Christian name, middle name or su