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TERMINOLOGIES:
• TIME KEEPING- TIME KEEPING MEANS KEEPING A RECORD OF THE ATTENDANCE OF THE 

WORKERS AND THE TIME SPENT BY THEM IN ACTUAL WORK, IDLE TIME, OVERTIME, ETC. 

TIME KEEPING REFERS TO TOTAL TIME SPENT BY WORKERS IN THE FACTORY.

• TIME BOOKING- TIME BOOKING MEANS THE RECORDING OF THE TIME SPENT BY A 

WORKER ON DIFFERENT JOBS DURING HIS ATTENDANCE AT THE FACTORY. 

• PAYROLL

• OVERTIME- OVERTIME MEANS THE WORK DONE BY A WORKER BEYOND HIS NORMAL 

WORKING HOURS.

• OVERTIME PREMIUM- THE EXCESS RATE OVER NORMAL WAGE.

• IDLE TIME

• LABOUR TURNOVER- LABOUR TURNOVER IS THE RATE OF CHANGE IN THE COMPOSITION 

OF LABOUR FORCE DURING A SPECIFIED PERIOD MENTIONED AGAINST A SUITABLE INDEX



I] MANUAL TIME KEEPING RECORDS: 

A) Attendance Register (Muster)



B) Token, Disc or Check Method



II] Mechanical Method (Time Clock Method)



III] Punch Card Attendance System



IV] Bio Metric Attendance System



Time Booking Methods





TERMINOLOGIES:
• UTILISATION OF LABOUR- UTILISATION OF LABOUR INCLUDES THE ACTUAL TIME PAID FOR, THE 

STANDARD TIME ALLOWED FOR PRODUCTION AND THE ABNORMAL IDLE TIME ANALYSED FOR 

CAUSES THEREOF FOR EACH DEPT. 

• EFFICIENCY RATING PROCEDURES- THIS HELPS IN MEASURING THE PERFORMANCE OF AN 

INDIVIDUAL WORKER BY COMPARING THE TIME TAKEN WITH THE STANDARD TIME ALLOTTED TO 

PERFORM THE GIVEN JOB/ TASK.

• REMUNERATION SYSTEMS

TIME RATE SYSTEM        PIECE RATE SYSTEM

TIME RATE SYSTEM: WAGES= LABOUR HOURS X LABOUR RATE PER HOUR

PIECE RATE SYSTEM: WAGES= PIECES COMPLETED X RATE PER PIECE

• INCENTIVE SCHEMES



OVERTIME



IDLE TIME



LABOUR TURNOVER



INCENTIVE SCHEMES



FORMAT OF STATEMENT SHOWING LABOUR
COST PER HOUR AND PER UNIT


