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I am happy to present the decisions of the last General Body meeting of KSSF for 
ensuring just practices as regards wages and benefits for the staff engaged by 
DSSSs. We have inherited a legacy of sympathy and charity rather than justice in 

appointment and rewarding of staff. All such practices are to be discouraged. Justice 
is a non negotiable component of charity and we have no option to evade it. Let us 
be aware that the long arm of law is extending to all unreachable confines and let 
us prepare ourselves as just employers both before our conscience and before the 
law. Special attention is to paid to provide justice to the class of field level workers 
called animators or community organizers or under other nomenclature. They really  
sustain the grass root basis of DSSSs and deserve better treatment by DSSSs.

The Chairman of Justice, Peace and Development Commission of KCBC forwarded 
this report and recommendations to the Bishops for due consideration and for 
appropriate direction to the Diocesan Social Service Societies. It is my earnests wish 
that this document will serve as a guide to impart justice.

      Fr. Romance Antony 

      Director, KSSF
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1. Introduction 
Kerala Social Service Forum (KSSF) considered the urgent need of fixing minimum 
standards for wages and related benefits including social security measures for the 
staff engaged by Diocesan Social Service Societies (DSSSs) in Kerala. The General 
Body meeting held on 20th June 2012 discussed the subject and appointed a 
committee to prepare recommendations for just practices by the DSSSs and for 
standardization of HR issues. Based on the study of relevant laws the committee held 
extensive discussions with consultants on the subject. Notes were exchanged among 
members and meetings were held to study the notes. The Committee submitted 
its report with recommendations for just practices in DSSS at the meeting of the 
Executive Board and of the General Body of KSSF on 13th November 2012. The 
above meetings accepted the recommendations and requested the Chairman of 
Justice, Peace and Development Commission of KCBC to forward the report and 
recommendations to the Bishops for due consideration and for appropriate direction 
to the Diocesan Social Service Societies. 

2. While preparing the recommendation this committee studied 
the issues concerned from three angles   
 Social teaching of the Catholic Church (See Annexure 1.)

 Legal provisions laid down by the Government of India and the Govt of                                            
Kerala (Acts, Rules etc)

 Financial capability of the DSSSs                                     

3. The Committee identified the following values that should 
govern the Human Resource Policy of DSSS as given hereunder:
 The inherent dignity and primacy of the human person and the right of the 

individual for equal access for the full blossoming of humanity.

 Work is a means for the human person to discover his or her identity and to 
meaningfully contribute to the building up of the human family.

 Relationship between staff and management should be governed by principles 
of fraternity and partnership.
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 Equal opportunity to persons irrespective of gender, caste or physical 
impairment with preference to the marginalized 

 Transparency and accountability in staff management

 Professionalism ensuring standards in staff management.

 Legal Compliance –commitment to comply with statutory requirements in 
force with regard to staff management and welfare.

 Commitment to the Social teaching of the Catholic Church as enunciated 
in Encyclicals of the Popes and declarations by Synod of Bishops, CBCI 
Statements, “Personnel management –A Manual for the Christian Institutions" 
by Commission for Labour, Catholic Bishops’ Conference of India and 
directives of KCBC-specially the Labour Commission of KCBC including the 
May Day Message (2012) of KCBC .

4. Laws applicable to DSSS
 The Shops and Establishments Act 1060

 Minimum Wages Act 1948 

 Standing Orders Act 1946

 The Employees State Insurance Act 1948

 Employees’ Provident Fund and Miscellaneous Provisions Act 1952

 The Payment of Gratuity Act 1972

 Maternity Benefit Act 1961 

 Laws regarding  Welfare Scheme for the employees under Shops and 
Establishments -Govt of Kerala  .

 Rules for the above Acts 

The Committee notes that the applicability of all or some of the laws may be 
questioned but it is always the case that the claims of employees prevail over 
objections or claims for exemption by the employers.. Utmost compliance with 
reasonable statutory norms will enable the DSSSs to project themselves as employee 
friendly organizations and qualify them to apply for mega grant projects. 

5. Recommendations:
5.1. This committee recommends that steps be taken to ensure that all staff 

engaged by the DSSSs enjoys such benefits decreed by laws in force and in 
accordance with the social teaching of the Catholic Church. The benefits 
enjoyed by the staff should enable him or her for a life with dignity. 
Minimum Staff enjoying just wage should be the philosophy of DSSSs.
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5.2. HR Policy -All DSSSs should design and publish Human Resource 
Policy spelling out rules and norms for staff management –recruitment, 
regularization of service, declaration of probation, other service benefits, 
disciplinary procedures, retirement etc.  The HR Policy of KSSF may be 
considered a model and may be customized with suitable changes. HR Policy 
must be approved by the Governing board of DSSS and made available to 
whomsoever concerned. This is necessary for setting professional standards 
and for disposing of disputes or for any litigation. 

5.3. Service Rules- As a good managerial practice ,DSSSs should prepare 
Service Rules which should clearly inform employees of the expectations 
and procedures for their work and should be available to the employees as 
part of their appointment letter  . Employees are to sign the copy as a token 
of their acceptance of the above. A sample of the Service Rules is available 
in the HRM templates given in HR Policy of KSSF 

5.4. Standing Orders- If any DSSSs conduct industrial establishments they 
should draw up standing orders for staff management. 

5.5. Staff Planning- This committee recommends that all DSSSs initiate a staff 
planning with consideration to actual requirements, the legal provisions 
and the financial position of the organization. . All appointments must be 
need based and specifically for the period wherein wages etc are provided 
.DSSS is to plan the staff requirement sufficiently in advance taking into 
consideration retirements and new openings to enable the organization to 
respond to emerging needs meaningfully with due estimation of resource 
requirements. .Clear description of job is to be designed for each post 
which should lead to criteria for selection of suitable candidate for the job.  
It is ideal to restrict the number of employees to the minimum with just 
compensation. 

5.6. Regularizing existing staff- Urgent steps must be taken to regularize 
existing staff according to the capability of DSSS so as to comply with law. 
Existing staff that have completed five years of service may be suitably 
located or relocated as per need/ competency and the financial provisions. 
Retrenchments could be negotiated as per law if retaining some staff goes 
beyond the financial capability of the organization w.  We have inherited 
a legacy of sympathy and charity rather than justice in appointment and 
rewarding of staff. All such practices are to be discouraged. Anomalies if 
any with regard to the wages and benefits of senior staff with long years of 
service must be attended to and suitably rectified.

5.7. DSSS’s Registration under Shops & Commercial Establishments Act.

 It is mandatory that DSSSs are registered under ‘Shops and Commercial 
Establishments Act 1960’. This will oblige us to keep many records and 
periodic reporting as envisaged in the Act. The registration is done with 
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the respective Assistant Labour Officer in the Taluk. The order of Kerala 
High Court in this regard may be noted:  “A Society registered under 
TCLS Charitable Society Act will also come under the purview of Kerala 
Shops and Commercial Establishment Act if such Society carry on any 
organized activity in connection with the objects of its byelaw and employ 
the prescribed number of employees. The only question is whether in 
connection with the work of the Society , there is employment of prescribed 
number of work men “Justice Kurien Joseph -2006 3 KL 67. 

5.8. Appointment letter / Probation - No employee is to be engaged without 
an appointment letter or a Contact agreement in case of Contract staff 
spelling out terms of appointment or contact in standard format. It is always 
advisable to put the new employee on probation , the terms of which should 
be spelt out in the appointment letter .Cfr.5.3.

5.9. Hours of Work

 Eight hours generally speaking is the maximum number of hours that can 
be required of an employee daily and the weekly total should not exceed 
48 hours. All DSSSs and KSSF will function six days a week with second 
Saturday remaining a holiday.

5.10. Leave Eligibility

5.10.1. Declared holidays – All DSSSs will declare holidays for specific 
days of importance for the Nation and for the Church.  Holidays 
must be declared for Independence day, Republic day , Gandhi 
Jayanti  , May Day ,  two or three days for Onam , Christmas Eve, 
Christmas, Christmas following day , Maundy Thursday, Good 
Friday, Saturday after Good Friday , St Thomas Day . The days of 
holidays must be declared at the beginning of the calendar year. 
{Declared holidays should not exceed 15 days in a calendar year}.

5.10.2. Restricted holidays:  Staff of DSSSs could avail two additional 
holidays of their choice an year with wages to fulfill obligations 
related to faith and belief.  For eg. Hindu festival days, Muslim  
festivals, Parish feasts.

5. 10.3. Casual leaves with wages. All permanent employees of DSSSs 
are eligible for 12 days of casual leave in a calendar year whereas 
employees on probation are eligible   for six days casual leave only.

5.10.4. Sick leave - 6 days with full pay  

5.10.5. Maternity leaves - 90 calendar days 

5.10.6. Paternity leave - 5 days

5.10.7. Bereavement Leave – four days with full pay on bereavement of 
parents, spouse, and own children .
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5.10.8.  Earned leave- All permanent Staff is entitled for 15 days of 
earned leave on full salary. The management has the option to 
offer a policy of surrender and encashment in lieu of earned leave.

5.11. Wages

 Catholic Church advocates living wages  for the workers. The line of 
teaching from Pope Leo XIII to Pope Benedict XVI provides a clear path 
for all catholic Institutions as regards compensating staff working in our 
institutions.  The DSSSs are not considered profit making institutions and 
their financial capability is not an assured entity.  However all DSSSs are 
obliged to pay the Minimum Legal Wage to their staff. The minimum wage 
is entitled for the employees who are employed for a minimum of 8 hours 
per day.

5.11.1.  Minimum Wages

 All employees in the DSSS are eligible for Minimum Wages 
irrespective of their status as Regular employees / Contract Staff /
daily wage earners .

5.11.2. Contract Staff- Contract staff are to be paid as stipulated in 
the MOU with Aid agency but should fall within the provisions 
of Minimum Wages Act etc. While applying for projects the 
provision for minimum wages prevalence in the State must be 
considered.

5.11.3. Grade and Scale for Regular Staff- Regular staff must be covered 
by a scale of pay which will ensure good practices with regard to 
wages. Wage is   for a post and not for a person. Grading of Staff 
is  essential and convenient for staff management and for wage 
fixation  .Hence it is important to fix categories and fix scale for 
each grade. This is a professional way of regulating wages. DSSSs 
may  adopt its own Policy for wage fixation accordingly .

5.11.4. The Govt of Kerala has notified Minimum Wages for different 
Grades under Shops and Establishment Act which we are 
proposing for practice by DSSSs (Refer the Kerala Government 
Web site labour commissionaire) . DSSSs may segregate staff into 
different grades based on an inbuilt hierarchy.   It is not possible 
or feasible to have a uniform pattern for fixing grades/scales and 
minimum wage for different grades. Number of staff differs from 
DSSS to DSSS as also the financial capability of DSSSs. Hence 
this committee recommends that all DSSSs consider the 
notification of the Govt of Kerala as a base line for minimum 
wages. However it may be noted that this is only an indicator as 
to the minimum compensation and that our practices should 
exceed minimum slabs.
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5.11.5. Notification dated  23rd July 2009 Govt of Kerala for employees 
of Shops and Establishments.

 Grade Minimum Wages VDA Total

 Grade E 143.35 24.9 168.25

 Grade D 146.15 24.9 171.05

 Grade C 149.12 24.9 174.02

 Grade B 152.08 24.9 176.98

 Grade A 157.85 24.9 182.75

 Special Grade 161.69 24.9 186.59

5..11.6. Proposal for Minimum wages including EPF & ESI

 Grade Minimum EPF ESI Total
  Wages Monthly  (12.5%)  (4.75%) 

 Grade E 5047.50 536 204 5787.50

 Grade D 5145.00 548 208 5901.00

 Grade C 5220.60 559 212 5991.60

 Grade B 5309.40 570 217 6096.40

 Grade A 5482.50 592 225 6299.50

 Special Grade 5597.70 606 230 6433.70

5.11.7. DSSS may fix entry level minimum wage for last grade .{ 
Malankara Catholic Church / Conferences for Religious etc  have 
fixed minimum wage for the last grade }. Difference of wages 
for similar posts in different DSSSs is a matter of concern. There 
should be some sort of parity for last grade staff who matter a lot. 
It is recommended that KSSF work towards a uniform pattern of 
grading and Wage structure applicable for all DSSSs.

5.11.8. Women Religious: Women Religious engaged for service in 
DSSSs with qualification and experience are to be paid as other 
staff in the same category .

5.11.9.  Increment 

 While most of the new staff recruited in the DSSSs are on contract 
appointment wherein increment is not an issue, attention may 
be paid to regular staff   who should be considered for yearly 
increment. Wage pattern is usually in the form of scales with 
annual increment . It is assumed that employees perform more 
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effectively upon experience and hence an increase in their will 
enhance their contribution to the institution. Performance linked 
incentives are a good practice. Where the increment is inbuilt 
in the scale or linked to dearness allowance there would be no 
problem. Unless otherwise allowed by law/service rules denial of 
increment is considered an offense. This Committee recommends 
that a reasonable increment is provided to the regular staff every 
year . However increment should follow some objective and 
consistent policy which are to be developed by DSSSs . It is not 
possible for us to lay down an  uniform pattern at the moment.. 

5.11.10. Wage Revision - Revision of Wage is an accepted practice to 
render justice to the employees. Minimum legal wages are slow to 
be revised. DSSSs may have to balance between increasing living 
cost and the financial capability of the institution.  As a rule wage 
pattern must be revisited at least every five years.

5.11.11.  Deduction for non -cash benefits   like food and boarding is 
admissible but only after due notification.

5.11.12. Retirement and Terminal Benefits:

 It is recommended retirement age for staff of DSSS be fixed as 60/. 
Further extension of service can be on mutual agreement between 
the management and the concerned staff. Staff who has completed 
at least five years of service are entitled for terminal benefits of 
Gratuity. It is advised that DSSS create a separate gratuity fund for 
the benefit of regular staff . It is further recommended to link the 
gratuity fund to such schemes floated by LIC etc for gratuity for 
greater benefit to employees.

5.12.  Field Staff- This committee recommends that Micro finance, SHG animators 
insurance agents, support staff or such field staff serving as village level 
animators and paid honorarium or payment in proportion to their work or 
commission on sales proceeds are to be safely positioned as a separate entity 
with separate administration, staff rules, Personal records and wage pattern. 
The field workers are the heart and soul of the DSSS and it is time that their 
commitment meets justice. Such entities must be instructed to fall within 
the ambit of the law and asked to comply with provisions of the law. A staff 
planning is called for in this section and a phase out strategy to retain only 
minimum staff is to be initiated urgently. If the above category is paid from 
the DSSSs they may be placed in one of the grades above.

5.13. Part Time Employees- This Committee recommends DSSSs to opt for Part 
-time employment  for certain posts which are or cannot be covered by 
projects or in case even the minimum legal wage  cannot be paid for such 
posts.  Part time employees are to be paid proportionately adequate wages.
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5.14. Performance assessment must be made mandatory to justify wages and 
increment .Yearly or periodic performance appraisal of staff should be made 
mandatory and non performing staff may be dealt with as per provisions in 
the HR Policy and as per laws in force. Uniform Staff Performance tools 
could be worked for all DSSSs by KSSF

5.15. Social Security Schemes 

 This committee recommends that DSSS retain or introduce such social 
security measures that would address the right to security of the employees. 
Given hereunder are the various statutory schemes available.

5.15.1.  Employee Provident Fund (EPF)

 All DSSS with twenty or more employees are obliged to join EPF 
provided they earn an allowance up to Rs.6500/- monthly. The 
managerial staffs of the organization are exempted from joining 
EPF. The employee share to the EPF would be 12.5% of the 
minimum wage of the employee. The employer also deducts the 
employee share of 12% of the minimum wage from employee’s 
salary and deposit with the EPF authority. Those who earn more 
than Rs. 6500/- monthly also can join the scheme on joint 
request of the employer and the employee in which case DSSS 
as employer is obliged for deduction to the ceiling of Rs. 6500/. 
Institutions with less than 20 staff also can join the scheme even 
though not legally bound. Benefits under the scheme are given as 
Annexure 2.

 It is also permissible to start or retain own Provident Fund 
Scheme with separate rules with due permission from competent 
authorities.

5.15.2.  Employee State Insurance (ESI)

 If the organization has 10 or more employees then ESI will 
be applicable in that organization. Employee earning more 
than Rs.15,000/- is not eligible but can join on request of both 
employee and employer. 4.75% of the minimum wage of the 
employee is the share of the employer to the ESI and 1.75% of the 
minimum wage is the share of the employee. The organizations 
having their own insurance scheme par with that of the ESI can 
seek exemption from Government vide separate G.O. and need to 
be renewed from year to year. The benefits under the scheme are 
very attractive. A note about the benefits is given as Annexure 3. 

5.15.3.  State Welfare Fund

 If employees in an organization are not entitled for EPF, they are 
entitled for getting registered in the specific Welfare Fund of the 
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Government. Staff of DSSS will come under the category of Shops 
and other Establishments and eligible for the Welfare fund of the 
same. The employer and employee have to remit Rs. 240/- year 
in the shops and other establishment welfare fund board of the 
Government. Employees are eligible for  quite a lot of benefits 
under the Scheme.

5.15.4.  Swalamban

 Swavalamban Yojana is a scheme of Govt of India for all citizens 
in the unorganized sector. It is basically a contributory pension 
scheme. Kerala labour Movement is a recognized agent for the 
scheme  and  has re-christened the scheme as Suraksha. KCBC 
has recommended the scheme for employees of the Church 
institutions who are not covered by any other scheme of social 
security. As per the scheme the employer shall remit Rs.300/- 
monthly (Rs.150/- will be the employer contribution and Rs.150/- 
will be employee contribution). Yearly contribution of Rs.1000/- 
can be availed in this scheme from Government. This scheme 
may be made available for such staff who may not be covered by 
any social security scheme. A write about the scheme is given as 
Annexure 4.

5.15.5. This Committee recommends that all DSSSs opt for  EPF. This 
Committee also recommends that ESI coverage is provided 
for all staff of DSSSs including field staff who draw less than 
a consolidated pay of less than Rs.15000/. Such staff who do 
not qualify for the above two schemes are to  be brought under 
either the concerned State Welfare Fund or Swalamban. 

5.16.  Employees of Contractors- Wherein the DSSS has engaged a company for 
such service as security or cleaning, the liability for minimum wage and 
service conditions fall under the DSSS as principal employer and hence care 
must be taken to insist on just practices (just wages and basic amenities)
while awarding contracts. While awarding construction contracts in our 
premises we should insist that the contractors meet the demands of law 
including Contract labour Act, 1970, Cfr. Sample Labour Clause to be 
accepted by Contractor in HR Manual. 

5.17. Audit and Revisit- KSSF must conduct an authorized HR auditing one year 
hence for assessing the implementation of this report . An expert committee 
must revisit this report after one year for accepting feedback from stake 
holders and for revising recommendations. 

6. Voluntarism 
Voluntary sector  all over the world functions with volunteers. Care Homes managed 
by Associations of Laity in Kerala as well as Palliative Care providers across the State  
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is a valiant story of volunteerism. There are so many persons-experts in agriculture, 
fisheries, banking, rural development, social research, especially retired persons 
who would be willing to offer their expertise to the voluntary sector  . DSSSs may 
explore the possibility of  encouraging voluntarism as an effective means to meet the 
growing demands for project planning and implementation.

7. Conclusion
This is indeed a historic moment as  we submit this report with suggestions for 
adoption at the diocesan level for standardizing wages and service conditions for the 
men and women who toil in our DSSSs .This is a sincere attempt to impart justice to 
our fellow workers and to provide solace to their lives. This is one step ahead towards 
justice. We must live up to the values we profess. We do hope that our Diocesan 
Social Service Societies emerge as genuine centres of justice. May the Lord of Justice 
stay with us.

 27-11-2012

FR. ROMANCE ANTONY 

Secretary Justice Peace and Development Commission 
& 

Executiv Director, KSSF                                                                          
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Annexure. 1. A glimpse into the Teachings of the Church 
“Remuneration for work should guarantee the opportunity to provide a dignified livelihood 
for himself and his family on the material, social, cultural and spiritual level taking into 
account the role and the productivity of each, the state of the business and the common good.” 
{Gaudium et Spes}
Just remuneration of an adult who is responsible for a family means remuneration which will 
suffice for establishing and properly maintaining a family and for providing security for its 
future> John Paul 11 , Laborem  Exercens . 
Anyone who ventures t o speak to people about justice must first be just in their eyes Synod, 
1991- Justice in the World 
According to the Catechism of the Catholic Church, refusing to pay just wages, even if allowed 
by law, is a violation of the seventh commandment.
 “We need to care more for the staff working in Christian institutions especially the less skilled 
as it reflects the morale of our institutions. Obviously a Christian Institution should witness 
the Jesus Christ’s Management Spirit, which is rooted in the value of the Gospel teachings. The 
method of providing justice to workers as we all must be aware of the concern of the Church 
for the working class people. An institution which has clear objectives and standards, fair and 
reasonable personnel policies, just, open, frank, trust and respect for its employees generates 
the best form of discipline. Become a model for another institution- being a Christian 
institution and protecting all social values and following Christian ideology we must be the 
role model for excellence in our outcome, not only for education but also in management. 
“- Most. Rev. Joshua Mar Ignathios , Foreword of Personnel Management ,published by CBCI 
Labour commission
Annexure. 2.EPF
Annexure 3.ESI
Annexure 4.Swalamban {Suraksha}
Annexure 5.  Members of the  Committee for preparation of Recommendations for Jusst 
Practices in HR related issues.

•	 Fr.	Romance	Antony	-	Ex	Director,	KSSF
•	 Fr.	Jaison	Vadasserry	-	ESSS
•	 Fr.	Jacob	Kattady	-	CHASS
•	 Fr	Michael	Vettikkatt	-	KSSS
•	 Fr.	George	Vettikkattil	-	Shreyas	
•	 Adv.	P.	Jerome	-	PSSS
•	 Mr.	Jittu	-	CHIDS
•	 Dr.	K.U.	Philomina	-	TSSS
•	 Fr.	Romance	Antony	-	KSSF	
•	 Mr.	E.	J.Jose	-	KSSF	(Convener)	

CONSTITUTION OF INDIA 
“The State shall Endeavour to secure by suitable legislation or economic organization or 
in any other way to all workers, agricultural, industrial or otherwise, work, a living wage, 
conditions of work ensuring a decent standard of life and full enjoyment of leisure and social 
and cultural opportunities” Article 43, Constitution.
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