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The question of Uniform Holidays and Uniform '
Leave Rules for the whole time employees c,q. (Officers
and non-teaching empleoyens) of the State-aided Universi-
ties namely (i) Caleutta University, (1i) Jadavpur
University (iii) Burdwan University, (iv) Kalyani Univer-
ty, (v) Vidyasagar University, (vi) North Bengal Univer-
ty, (vii) Rabindra bharati University, (viii) letaji
bhas Op-n University, (ix) Bengal Engineering College
Deemed University), (x) Bidhan Chandra Krishi Viswavidya-
13ya and (xi) wWest Bengal University of Animil & Fishary
Science is Under consideration of the State Goverrment for
sometime past, A mommittee constituted in terms of G,O,
0.646-Edn (U) dated 13-06-94 made certain recanmendations
regarding introdiction of uniform leave rules and uniform
holidays in the’State-aided Universities in West Benqal.
“h=2 Pay Cammittee constituted for the non-teaciig employees
State-aided Universities and certain other bodies has
de certiih reeommendations in respect of uniform
nC.icdsy and uniform leave rules.

After careful consideration of the matter, the
vernor has been pleased to accept the above mentlioned :
comTendations with some modificstions and approved
e benefits as incorporated in the annexure in respeet l

vhole-time employees (in the cateqories of officers

¢ non-teaching employees) of the State-aided Universi- )
tics. The benefits as indicated in the Annexure read with {
the provisions of this memorandum shall be treated as a '
darprehensive package for {mplementation,
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Sa Seperate memorandum for providing a uniform list |
of holidays for the officers and the non-teaching employees
will be issued seperately,

Concerned Universities will make amendments in i
Statutes/Ordinances/Rules etc, where necessdry for !
; ’

poratlion of the proviszions of the Government order

5. This order will Le effect ive [rom 150 July,

2000 except fixed otherwisoo in any particu ay rule in &xf}*Jl“b
this memordndumw: A%‘/’,‘A/ \,X,\,GQL WO 'Q’w
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3 1ty *h may arise in implementin

t provisi - Lo order may be referred to the St
Government © ciarification and/or order.

in Chand frishi Viswavidyalaya and West

Bengal Universitg of Animal & Fishery Science may impl
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order after obtaining the
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concurrence of the Anriec
Resaurde Development Dep
Lespectively,
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9 This order is-ucs vith the coneurrence of

the Finance Departrent vide their U.0.NO, 546 Group '§
(Service) dt. 05-05-2000.

e The Accountant General, West Bengal is being
informed

sd/-

Assistant Secretary,
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Thas2 ruelas may he callad "Leawve bo,02" inores 0 of
“hole-time employees (in the cate o) Los o dfilcu1s be

Non-tecaching Employees) of ths State Aided Universiti-
es in West Bongal including Densal Enginesring Colleqge

(Deemed University).

Thpse rules are applicable to all whole-tire emp)oyees
othar than teachers, of Lhe (i) Calcutta University,
511) Jadavpur University, (iii) durd an University, (iv)
Xalyani University, (v) Vidyisaaar University, (vi)
Rabindra Bharati University, (vii) North Bengal Univer-
sity, {viii) i:taji Subhas Qpen University, (ixz) Bengal
z;q;qeerinq College (Deemed University) (x) Bidhan
Chandra Krishi Visvavidyalaya and (xi) West Bengal
Jrniversity of Animal & Fishery Sciences.

eave of any description can not be cdaimed as a matter
£ right. Authorities granting leave shall have the power
0 refuse or revoke leave of any description at any time
ccording to the exigency of University service.

Leave ordinarily shall begin on the day on which the
transfer of lcharge is effocted and end on the day
proceding that on which Jduty is resumed, Saturdays,
Sundays and holicdays may be prefixed or affired to 1
leave, Leave (except casnal and ¢uarantine leave) may
cither be affixed or prefixed to holidays but cannot

bo 27fixed and prefixed Lo holidyas when leave is
combined with a holiday ‘by both prefixing and affixing
it to the noliday, the holidays shall be reckoned as
lcave in calculating the amount of leave on full pay

that may ke admissible at a time,

An employee on leave shall net return to duty before
tne expiry of leave granted to him withoit permission .
of the authority which sanctioned the leave, r

An employee who has boen granted leave on medical
ground shall resume daty after prodiucing a certificate
of fitness from Pegistered Medical Practlioner.

An employec vho remains shsent after Lhe oxpiry of
leave is entitled to no jerve salary for the period of
unauthorised abzence ar thit period will be debited

Lo leave, as thoagh it were leave on full pay provided

Jeive on full pay is avaiiable to such an employee.

contd.,.2
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Ho employee shall be al.oed wo absent himself fram
office without prior reriz=cien

: - 3 - vy

All applications for
station should be pr:

-=3v> ~7 absence and/or for leaviry

evicisly rade in writing and sanct iy
obtsined before Jeave iz +-2iled of, except in case of

SMergency in which case thz report of such absence must|
be sent if possible, on tho very day the employee is |
forced to absent himselr ind, in any case, within thres
days of such absence unless h2 is prevented fram doing

SO due to physical incapacity to be certified by a reqgi

tered medical practioner or any other unavoidable cause
1f any employee is on unau‘horised absence or on unre-
ported absence or on overstayal of leave for more than
three months at a stretch without any report, the leave
sanctioning authoritv shill inform the concerned employJ
at nis recorded address asking him to rejoin duty within
a specificd date. If the employee does not join duty by
the stipulated date, 1t woild be open to the disciplinaf
X authority to institu*c disciplinary action against hin
If during the course of disciplinary procesdings the
employee comes for rejoining duty he shall be allowed tg
de so vithout prejudice to the disciplinary proceedings
already initiated against him (unless he is placed under
suspension) and the disciplinary proceedings concluded
as quickly as possible, The nucstion of reqularisation
of the period of unauthorised absence or unreported
absence or overstayal of leave shall be left over for
consideration till the finulisation of disciplinary
proceedings.,

- -,y

-2bltusl irregularities or frequent absence without
proper authorisation, will be considersd Gross neqgli-
gance of duty and shall involve discipliniry action at
the discretion of the appropriate authority of the

vt irAarad s
Jhlver ALY .

dit of an enployce in his leave aceo:nt
he date the employee retires on super-

res voluntarily or resigns or is dis-

crvice,

Shall Aé
annuati

missed
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no >f the last day of the month in vhich the employce
attaln the age OF superannigat M for 1eotirement under
the terms ang conditions governing his/hor service,
Each cmployee, oh arriva] It office shajl sign the

attindance registor Putting the time of arrival and at

the time of departure shal) Sign the attendance register
putting the time of d2parture, Normai of fice hours should ”
be fixed generally from 10 a.m, to 5.30 p.m, on ajl

working days with half an houy recess.With provision for

late marking for arriving late after 10,15 a.,m, and for
marking absent at 10.45 am, Attendance Register for =
making time for departure should not be placed before

the employces before 5.15 p.m, Anybody leaving office
before that time will be marked absent and action aspcer
university rujle will be taken in such cases, For every
three days' jate attendance in a month one day's casual
leave shall be degq ‘cted from the credit of an employce,

1

Subject to the foregoing gencral pPrinciples, leave
shall mcan;-

A) Casual Leave v vii) OQuarantine leave v~
ii) Earned Lcave ¥V viil) Maternit, Leave
iii) Half-pay Leave” ix) Leave in extraordinary
iv) Cammuted Leave 7 circumstances
v) Compensatory Leave” X) Special disability lLeave v
vi) Study Leave'wv x1i) Leave on Duty

Casual Leave 3

3)

®

c)

ding Saturdays, Sundays and/or holidays,

Casual Leave for short period, not exce2ding four
days at a time and fourtcen days in a calender year
may be granted to an cimployee on account of
emergency which . may arire,

‘

Casual Leave can not bL: canbined with any other kind
of leave or Puja holidays ; but can be prefixed and/or
suffixed to Saturdays, Sundays and holidays, provided
such leave shall not cxceed seven days at a time inclu-

z~

An cmployece may enjoy casual leave for half of t
day, For en)oying such C¢asual Jeave for half of a
day prior sanction of the authority sanctioning

casual lcave must be obtained by the employec

concerned.

C Ont \l. es.4
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An employee on caru . .- ho11 be

treatod as on
duty.

In no case casual leouy hal f=day casuzl leave
taken together shall cxe.. 14 dyas in a year.

Casual Leave, if not taven vithin the calender year
will lapse.

.
carned Leave @

a) EBarn2d Leave ig the 1+ ve
c

L)

“

which is earned by an empl oy
by discharge of duties Or a certain period as menti
herein below and granted to him at the discrction of *
authority granting such leave. Unless otherwise compa |
by exigencics of circumstances, in_all cases u“liCJLJ
<Or carncd lgave shall be mide at least seven days priy|
10 T datc on which Wo proposes to proceed on leave
for TueTney cdays or more. Prior sanctiof should LT—.‘(.‘bt Y |
red Lolore Toaving Station and,’or procecding on leave
a3 well as for extonsion of leave, - -

P |

Eirned Leave shall be credited to the leave accaunt at
the rate of 2% days for cach completed calender month
service vhich he is likely to render in a hal f-yecar of
the> calender year in which ho is appointed,

In .he cvent of dcath, r signat ion, retirement or dism§

ssal fram serviece on iy day of a month, that incampley

calender moath of screice shall not be taken into consj

derztion for calculation of leave account at the ratc
: .

-
i
“
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Gays per calender month,
Earned Leave shall be credited to the leave account, |

in advance, in two instalments of 15 days cach on the |
first day of Jomiary and July of every calender Year nq

v .
. - sk Red
PNCQQA1INg maximun

1

limit of 240 Ay till 10-06-98 ane
300 days with effect fror 01-07=1998,

~ AL

while affording eredit of Zarned Loawve, fractic

a day shall be roinded off to the nearest day,
Larned Leave can be carbined with 3Ty other kind of
N XCCPL CLsual and quarantine leqsy .



4/ AN . ;,; Ty ee may bo grantod leass. o ,‘_i_;f-l.“. for 20 LEJ}"S
for cach camplcetced yoor f servic subject Lo a maximum
perict of two years durine the whole period of service
Oon medical ground on production of certificate fram a

-Gic<l practioner.

Provided that the authority qranting leave may ask the
employce to submit to an cxamination by a medical
practioner/Medical Board appointed by the same authortty
before granting him leave.

Provided further that all employee on half-pay leave
will be required to produce a certificdte of fitness
for resumption of duty from a qualified registered
medical practitioner.

I
N~
i

Aalf-pay leave may be cambined with any other kind of
leave except casual and quarantine leave,

0 : - Skolc ‘: L':"’J’J'J 3

1) An employee will be entitled to commute the half-pay
leave that he has earned to full pay leave for half
that period on medical eraund subject to production
of . certificate fraom 4 registered medical practi ~-
Li0ner diad such camuced full pay leave shall not
exceed six months in the whole period of service,

Provided further that vhen commted loave is granted
twice the number of days of actual leave of absence
on half-pay shall be debited against the leave account,

Provided further that commutition shall be allowed
only if the mumber of days of leave of absence of the
concerned employce on medict]l ground exceed ten days
at‘a time,

b) Commuted leave may be cambined with any other kind of
lcave ¥z except casual and quarantine leave,

-~ - » » -
canponsatory Leave

4
7 be granted campen-

a) An employee of the Uriversity may
1tory leave wvith full pay and allowance in licw of
full work done on S7:urdays, Sundaya and other Univer-
ity holidays on th ' condition that there will be no
“cumulation of suc ~ompensatory Jeave and it is to
»availed £ with:in 3 throe) mont 1S o
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Such 1o
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days the

¢ shall i r the equal number of
employee conco; ‘s detained for duty.

C) o overtime or holiday a]]cr shall be admicsible
£or the period foq which carpensatory leave is granted,

d) Compcnsatory leave may be carbined with any other kind
0f leave except casual leave, quarantine leave and
leave in extraordinary circumstances,

Stu‘(i\x' L AQAye ¢

a)

4
Study leave for advanced study and training which are
net taught in a regular or semi academic course directly
related to his work in the University may be granted
Lo a permanent employee by the University Syndicate/
Executive Cauncii provided the concerned employee has
Put in at least five years of continuous service and
is not due to retire therefrom within three yeard of
his/her return fram such leave, There shall be a gap
°f at least three years between two periods of such
lecave,

'

The Syndicate/Execut ive Council may grant any allowance
during study leave as per rules framed by the University
fran time to time, subject to a maximum of pay an employee
has been drawing just before proceeding on study leave

on his furnishing an undertaking that he will serve the
University for at least three years oh his return from
3tudy leave on such t_..ms and conditions an= the Univer-
sity may decide, failing which he will be required to
refund the amount paid to him as leave salary for the
pericd of study leave.

Provided that if the concerned employee in receiving

any pay, allowance, stipend,'scholarship, fellowship
fran any other source while on study leave, leave salary
shall be reduced to that extent.

he maximum period for which study leave may be granted
ls limited to two years during the whole course of an
n employce's service. Such leave may be cambined with
ther kind of lcave as may be due or helidays
CxCcpt casual and quarantine leave,

C
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2rantine Leave g

Quarantine Leave i: leave of absence fram duty nece-

ssiated by order act to attend office due to suffering
Iron infectious discases as ment {oned below by a member
of the family of the employee concerned, Such leave may
be cranted on the bas=is of a certificate of public or
Municipal Health ficer for a period not exceeding 21

. - N lrcumetrarn—emae €y

S for a period not

LI CuUl SO RO



5 infocticus disease, chickon- B e,
consideread as infect iomis is ical
o“ficor or public Hoalt), Off : that because
of doubt as to the tru ! ¢ FeGe
small-pox, there is reason for AU ) BAVEp
c) The following diseasss shall also bo ¢t ANEae
tious for the parpose of grant of quarantin® leave -

i) Scarlet Fever

ii) plague (Bucokmenic or Bubonic)
iii) Thyphus

iv) Cerobro-spinal moningitis

a) For persons employed in the preparation and Jdistyribution
of focd, the £ollowing additional diseases shall also
be treated as infectious :-

i; Dysentry
ii) Enteric Fever (Typhoid fever)
{ii1) Melta fever

iv) Paratyphoid fever

2) An employec himself/herself suffering from the infec-
tious diseases as mentioncd will not be granted such
leave,

Maternity Leave

a) Maternity leave may be granted to a whole-time female
employee for a period not exceeding 120 days including
the period of confimment as per advico of a reaistered
medical practitioner.,

b) Maternity leave may also be granted in case of misca-
rriage, including abertion for a period not excecding
six weeks provided the application for le-ve is
supported by a reogisterod medic:l practitioner.

Maternity leave will not be debited against leave

d) The econcerned employec on miaternity leave will be
entitled to normal annuil increoment in time-scalg of
PaY .

ave in oextraordinary circumstances o
vy \ may be granted to a

98 N
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—~he A a Naacad Ty 404QVC wlign ‘1{ ;
d

PN L .
wholetime permanent ,.T-I.] Yoo ~ireumstances

on the following conditions



i) wihen no ot i 55ib)e
ii) L5 A1, .
i1) ‘..;hun‘u‘;.h. r . . ~ible, but the employee
dppllcs 1n writ ' irant of UXL’IIH’J(diHI(‘I'
] cavae,
1) not wore than e o th »traordinary Jleavc be
.,]ran,.(] to an ey . .
b) Syndicate/Exccutive Council i R P
tances in the folloving cis 5 moy grant extraordiniry
leave in excess of the limit prescribed in clause (a) s=

‘4

1) six months, whoere the University employee has
completed one yoar's continuous service on the
date of expiry of the leave of the kind due and
admissible upder these rules, including three
months extraordinary leave under clause (a) and
his/her request for such leave is supported by a
Medical Certificate as rerquired under these rules,

ii) eighteen months, where the employee is undergoing
treatment for 2=~ |,

a) pulmenary tuberculosis or pleurisy of tuber-
cular origin in a recoynised sanaterium,

b) tuberculosis of any other part of the body by
a qualified tuberculosis specialist,

c) leprosy in a —cognised leprc:y institution
v 7 Medical Officer or specialist in leprosy
ccognised by the University authority,

-

o)
'
L

) cancer or mental diseases, in an institution
recognised for the treatment of such discases
or a specialist in such disecases recognised
as such by the University aathority.

iii) twenty faur months, where leave is required for
the purpose of proscecuting studies certifiod to
be in the interost of the University, provided
the employee his completed three years' continu-
ous service on the date of expiry of leave of
the kinddf 7 due and adnissible under rules
including three months extracrdinary leave

Ao ataa gy

clausc (a).

~) Where an University employee is groanted oxtraordinary
i
{

Y
{ vo- 3 1 - ~el 3 ey, 1y O |
leave 1n termms < the provision contained in sub-claurce |
(114 £ clause (b) he/che shall be reoquired to oxocute
1 bond as in the case of leave undertaking to refund to the
* ;. - ‘:‘_'.' o s “0 ! '\!i"!_’ 1ncury 1 by [R3Y
Jalversity aur 7 suct ive plus that incur: y oy
Y
;" 1 int b ) I ' p ' € hin not
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“hei-d o RARA ot leave Inchading mo ¢ / 11 be
- Ohe continuous speldl of oxtg Y Ve

~OL Lhe purposc of suberyle (h) .

The authorijty campetent to grant le ve may coarmite retres-

4

Q?CtIVCLY periods of abscncce without leave into evtraor—
10Ty loaye,

|

i

‘ employee shall not be al]owed to enjoy extraordinary
‘eave (including other hind of leave) for more than two
¥Y2ars at a stretch,

QUCh

-wave shall not count +owards anmual inerement in
the time-scale of pay.

- -cicl Disability Leave

An cmployee who is disabled by injury acciduntally incu-
fr-o2 in consequence of Lhe due performance of any particu-
12r Juty which has the cffect of increasing his liability
o 1llness or injury beyond the ordinary risk attaching

o the post, may be allowed special disability leave on
tull pay and allowances for the period of four months
during the whole course o service,

Such leave shall not be granted unless the disability
manifested itself within 3 months of the occurreence to
which it is attributed, and the person disabled acted with
due pramptitude in brinaing it to notice, provided that

1f University authority is satisfiecd as to the causc of
the disability, such leave may be granted in cases vhere
the disebility manifested more than three months after

tnhe Occurreonce of its causec,

The period of lecave granted shall be such as 1is certified
Dy a moedical beoard to be necessary,

Special disability leave miy be carbined with any other
wind of lcave except casuil leave and quarantine lecave,
’

iU -oncerned comployeco is entilled to normal annual

~nerement in time-scale  of Py during such leave of

ibsence.

such lcave shall be countod as luty in calculating

>-Tvice for pension and shall not be debited against
3 -— afala bRal :

- ~ -y \.—\\Aa‘\,ﬂ
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b)

c)
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. ! . absence on duty for

R me Th ‘ i< n duty for a
of . 13y ¢ S

‘23r on the following

for particip ting In Into;
Regional Games, Sports, o
organised by bodies

sity or State

7al, Al) India or
activitios
recopnited as such by the Univer-
Governnent ' ’

14 ' nl
-44lUral

for attending meetings of ¢
an elected representatives

acqgnlised public bodies as
of-tha pecple ,
for participating in confarence/symposium/seminar/
workshop or the. like to ba conducted by any organi-
sation recognised by the University.

an
co

Provided that such leave of absence on duty

'shall not be ccwvbined with any other kind 'of leave and

duty leave is not cdebited against leave account,

Provided further that the date of anmial increment
in the time-scale of pay shall not be disturbed on

account of an cmployce being on leave of absence on duty.

cashment. of BEarned Leave 2

1 1 a }

ir

c)

An employee who retirec on attaining the age of super-
annuation, shall be en:itled to cash cquivalent of leave
salary f[or carned leave, 1if any,'at the credit of the
employee on the date of retir;ment, subject =mXx to a,
maximum of upper limit to be fixed by the State Govern-
ment time to time, B {'flf.:¥
An emplcyee who retires from tha service on attaining the
age of superannuation, while uncer suspension, shall
become eligible for the benefit’ of cash equivalent of
carned leave that was at his/her credit -on the date of
retirement , on concluaion of the preceedings against
him/nexr, if the authority cajpetent to reinstate him/
her in service holds that the suspension vias wholly
unjustified,

Anemployee who retires volunLurily inay be granted cash
cquivalent of leave salary in respe'ct of earned leave at
his/her credit subject to a maximum of upper limit. of
accumilation of earned leave prescribed by the'State
Government from time to time provided this pericd does
not excecd the pericd between the date on which he/she
5o retires and the date on which he would have retired
in the normal course after attaining the age of super-
annuation,

An employce who resigns fram service, shall be entitled
to cash oquivalcnt ea.ned leave at his credit on the dalo
of ceassation of service to the extent of half of such
Jeave “at his credit, subject to a maximum of half of uppe:
ceiling of accumlation of earned leave fixod by the
Gtate Goverment fram time to time,

”~
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