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-an U) Dted 23.6.2000 

The quest ion of Uniform lolidays and Uniform Leave Rules for the whole t ime enpl oyees e.g. (Of ficers and non-teaching enp) cyees) of the State-aided Universi- ties namely i) Calcutta University, (ii) Jadavur Jniversity (iii) Burdan University, (iv) Kalyani Univer ty, (v) Vidyasagar University, (vi) orth Bengal Univer- 
sity, (vii) Rabindra Bharati University, (viii) tet aj i 
Subhas Opn University, (ix) Benga l Engineering College(Deemed University), (x) Bidhan Chandra Krishi Viswavidya- laya and (xi) West Bengal Univers ity of Animal & Fishary Science is Under cons ideration of the State Goverrment fors oNmet ime past. A rommnitt.ee constituted in terns of G.0.1o.646-Edn (U) dated 13-06-94 made certain recanmendations regarding introd iction of uniform
holidays in the 'St ate-aided Universities in West Bengal. 
The Pay Canmittee constituted for the non-teaci.g employees o the State-aided Universities and certain other bodies has

O made certaih recom.mendations in respect of uniformiday and uniform leave rules.

leave nles and uniform 

After careful consideration of the matter, theGovernor has been pleased to accept the above mentioned Teccmimendati ons with sane modifications and approvedthe benef its as incorporated in the annexure i,n respect of hole-time employees (in the categories of officers
2nd non-teaching enplcyees) of the State-aided Universi- 

s. The benefits as indicated in the Annexure read with 

2. 

the pr ovisions of this menorandum shall be treated as a 
Comprehens ive package for implementation. 

Seperate memorandum for providing a uniform list of holidays for the officeis and the non-teaching empl oyeeswi be issued seporately. 
4 Concerned Universities will make amendment s in their Statutes/Or di nances/Rules etC. where necessdry forincorporati on of the provisi ons of the Goverment orde there1h.

This order wi1l e effect ive frm 1st July, 2000 except fixed otherwise any mrticut niethis memorandum 4 L 
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hich may arise in implementin 
r y be referred to the : 

the prowi
Goverment or clarificati on and/or or der.

T Chandrc Krishi Visw2vidyalaya and West
Animal & Fishery Science may imp

ions of this order after obtaining the
the Anriculture Department and Aninal 

opme nt Deparement of this Goerment

7. 
Benga Vnive

Bidn

net he p 

Concurrence 
Resarde Dev
iespectivel; 

This order issues ith the concurrence of 

the Pinance Department vi de their U.0. NO. 546 Group
(Service) dt. 05-05-2000. 

The Accunt ant General, West Bengal is be i ng|informed

sd/

Assistant Secretary 



EED
UIVERSITY) 

es rles may h: cal)ri "Le i1jog" in rostac of 
*hoic-tine enpioyees (in the 1te jo: ius uf Of ficeIs & 
Non-tcaching Employees) of th» St.a1 áidod Universiti- 
es in West Bangal includig lenjal Enginering Colleg

(De emed University). 

2. These rulos are applicablc to all wholc-time enp) oyees 

ohar than tcachcrs, of Lhe (i) calcutta University, 
ii) Jadavpur University, (iii) urd in University, (iv)
Kalyani University, (v) Vidy asagar University, (vi) 
Rabindra Bharati University, (vii) North Be ngalUniver-
sity, (viii) staji Subha 
Bngineering College (Decmed Uniersity) (x) Bidhan

Chandra Krishi visravidyalaya and (xi) West Bengal 
Jniversity of Animal & Fishery Scienccs. 

Cen University, (ix) Bengal

3. Leave of any description can not bo câaimed as a matter
OF right. Authoritics granting leave shall have the paver
toeuse or revoke leave of any description at ary time
according to the exigency of University service,

Leave ordinarily shall begin on the day on which thee 
transfer of lcharge is effer:ted and end on the day
proceding that on which uty is resumed. Saturdays, 
Sundays and holicays may be prefixed or affived to 1 
1eave. Leave (except casnal and piarant i ne leave) may
cither be affixed or prefixed to holidays but cannot
bo aixed and prefixed t.o holidyas when leave
cambined vith a holiday by both prefixing and affixing
it to the noliday, the holidays shall be rackoned as 
loave in calculating the amount of loave on full pay
that may be admissiblc at a t ime.

is 

An employ«o on leave shal 1 not roturn to duty before
the expiry of leave granted to him withait pemicsion 
of the authority which sanctioned the leave.

An empl cyec vwho has bcen granted leave on medical

gcu nd shäll resume dity after pr odicing a certificate
of fit ness fr om Pegist.ered M2dical Pract ioner.

6. 

An empl oyee who remains ahsent after the cxpírY of 
lcave is entitled to no }e've salary for the poriod of 

u nauthorised absence aul 1hat p:rj od will be ddebited

to ea ve, as though it: were leave n full pay provided
ve on ful1] piy is avaiiablr to such in employC. 
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8. io employee shall be a.c
of fice without prior per

absent himself fran 

9. All applicati ons for ear f absence and/or for leavistation shauld he preioisl; rade in writing and sanct i obtained before leave is aailcd of, except in case of 
emergency in which case the report of such absence must be sent if poSsible, on the very day the employee is 
forced to absent himself and, in any case, within threedays o£ such absence unless he is prevented fran doingso due to phys ical incapacity to be certified by a regiftered medical practioner or any other unavoidable cause

10- If any employee is on unaut horised abse nce or on unreported absence or on overstayal of leave for more than 
three months at a stretch withut any report, the leavesanctioni ng authority sha!1 inform the conce rned employå
at his recorded address asking him to rejoin duty withina specified date. If the employee does not join duty by the stipulated date, 1t wold be open tr the disciplina author ity to institu*e di sciplinary act i on against hin 
If during the caurse of disciplinary proceedings the

emplcyee cames for rejoining duty he shall be allowed t 
do so vithut prejudice to the disciplinary proceedings already initiatcd against him (unless he is placed undersuspension) and the disciplinary proceedings concluded 
as quickly as possible. The uestion of reqularisation of the period of unauthor ised absence or unreported absence or overstayal of leave shall be left
considerati on till the finili_ation of disciplinary 
proceedings. 

over for 

-1.Habitual irrcgularities or frcquent absence withut
proper authorisation, will be considered gross negli-
gence of duty and slhall involve disciplin3ry action at 
the discrction of the appropr iate authority of the
University. 

Lvc et he Ciedit of an employce in his leave accnt
sall lapse on the dte the emplcyee ret ires on super-
annuation or retires voluntarily or resigns or is dis.
missed from the service.

.iess Syndic-tc/Exccut. ive Cancil, in view of t he speci
CrCustances CE 1 case, Shall otherwise dutermine, afte 

concinuus unauthorised and uireported 
absence frar duty he concerncdcnplcyce shali CCse to 

=co ti University. 



4. DC Ofr .ir t in re] inn to c 1ultion f 11vC it f ly shill mean the aftet-oc cf he ast day of t he month in hich the enployecattaii the age of uperanniti on for 1ct.ir enent umder Lhe teIms and coniit.ions gwerni ng his//her service.
15. Eaeh employec, oh arrival 

attondance rcgister puttim
the time of departure shall sign the attendance r 2qisteT putting the t ime of departure. Normal of fice haurs shoild be fixed generally from 10 a.m. to 5.30 p.m. on ail working days vith half an hcur recess.With provision forlate marking for arriving late after 10.15 a.m. and formarking absent at 10.45 am. Attendance Register formaking 

the emplcyces before 5.15 p.m. Anybody 1eaving of fice beforc that time uill be marked absent and action asperuniversity rule will be taken in such cases. For everythree 

at of fice shall sign the
he tinc of arrival and at 

time for departure should not be rlaced before

days late attendance in a month one day's casualleave shall be ded :cted fr om the credit of an employee, If there is no casual lcave at his crcdit, carned leaveshall be deducted fran the accumulated carned leave of an employee. 

16. Subject to the foregoing general principles, leave shall mcan- 

vii) Ouarant.ine leave 
viii) Maternit; Leave

ix) Leave in extraordinary 

i) Casual Leave
ii) Earnod Leave

iii) Half-pay Leave
iv) Cmmuted Leave 
v Compensatory leave x) Special disability Leavevi) Study Leave v 

circumstances 
xi) Leave on Duty

17. Casual Leave

a) Casual Leave for short period, not exceding faur days at a time and fourtcen day3 in a calender yearcmay be grantcd to an einployee on accaunt off emergency which may arir:e,

Casual Leave can not b: 
of leave or Puja holidays : but can be prefixed and/orsu ffixed to Saturdays, Sunrlays and holidays, pr ovidedsuch leave shall not exceed 'seven days at a time inc1u-ding Saturdays, Sundays and/or holidays, 

canbined with ary other kind 

c) An employce may enj oy casual leave for half of theday. For enjoying such casual leave for half of a day prior sanction of the authority sanctioning ca sual leave must be obtained by the employecConcer ned. 

cont d, .. .4 



d) An employec on casui duty h1 be treated as on 

C) In no càse casual leave nd hal f-day casul leavetaken together shall exced 14 dyas in a ycaI.
f) Casual Leave, if not taken vith in the calender year will lapsc.

18. arhed Leave

a) larned Leave is the 1 ve which is earned by an emplcyby discharge of duties
herein below and qranted to him at the discrction of authority granting such cave. Unless otheruise compal| by ezigencics of circumstances, inal1 cases pplicatior carnedeave shall be madeat least seven days pri 1Othe datC on which he prooses to prCerd on_loavefor t ney days or more. Prior sanction_shaul e_ obtalred before lcaviiG Station and, or pr ocecding on leayeas well as or 

for a certain period as mentio 

extension of lcave.

b)E r ned Leave shall be credited to the leave accaunt at tlie rate of 2' days for cach completed calender month service which he is 1ikely to render in a hal f-ycar th calender ycar in which he is appointcd. 
o 

In he event of deth, ros ignat i on, ret ircncnt or dismissal fran service on any day of a month, that incnplecalcnder month of sroice shall not be taken into cons deretion for calcul ation of 1eave aaccunt at the rate
of2 days por caleider mont h. 
Earned Leave shall be credited to the lcave accaint, in in advancc, in two instalme nts of 15 days cach on thefirst day of Janiary and July of eyerY Caleneder ycar nd xCCding mi ximum 1 imit of 240 dny; till 30-06-98 and300 days with effect fror 01 -07-1998. 
while affordi ng credit of Earned Leave, fractions of a day shall be rainded off to t he nearest day. 
Earned Lcave can be crbied with ay ot her k ind of avc XCe sual and guarant ine lcivc. 
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pioyee may be grant od cave Dr. half-pay for 20 days
or cach cctmplctcd ye I fServ
peric: Of two yeärs durinc; the wholc p2riod of service 
On meCical ground on pr ocuct i on of certiicate from à 
edicl practioncr.

Subject toamaximum

Provided that the uthor ity qranting 1eave may ask the
employce to submit to an examination by a mediCal
practioner/1edical Board appointed by the same author ttyY 
before grant ing him leave.

Pr Ovided £urther that all employee on half-pay leave
wili be required to produce a certif icite of fitness
for rosumpt i on of duty fran a qualified registered medical practiti oner. 

b)Half-pay leave may be cambined with ary other kind of 
leave except casual and quarant ine leave. 

Comuted Leaye
a) An employee will be cnt itlod to commute the half-paycave that he has earned to full pay leave for half

that pcriod on medical r ound subject to production of certificate fran a registered med cal practi
tioneY diid such Cauted full pay leave shall
xceed six months in the whole period of service.

not 

Provided further that uhen canmuted 1 cave is granted
twice the number of days of actual leave of absence
on ha1f-pay shall be debited against the leave accaunt
Provided further that canmut ati on sha 1l be allowedi
only if the umber of days of leave of ahsence of the 
concered employee on medical graund exce ed ten days
at a time.

b) Cammuted leave may be cambied ith ay other k ind of 
lcave xz except casual and quarant ine leave.

Ccmpensat ory Leave

a) An employee of the Urivrsity may be granted canpen-
sat ory 1eave ith full py and all owance in licw of 

work doae on S urdays, Sundaya and other Univer-
ity holidays on th 

accumlation of such crnpens t ory eve and it is to 
he availcd of within 3 (throm) mont hs. 

Conditi on that there will be no 

contd... 



b)Such loave shall b days the empl oyee concerned is detaied for duty.

nt for the equal number of 

C) o overtime or holiday alloance sha ll be adri-sible for the poriod for which cnpensatory leave is granted. 
d) Canpensat ory leave nay be cantbined with ary other kind Of leave except casual leave, quarantine leave andleave in extraordinary circ unstances. 

22. Study Leave:

a). Stuay leave for advanced study and training which arenot taught in a regular or semi acadenicrelated to his work in the University may be grantedto a permanent empl oyee by the University Sy ndicate/Executive Council provided the concerned enployee hasput in at least five years of contimu ous service andis not due to retire therefrcn within three yearahis/her return fram such leave. There shall be a gap Of at ieast three years between two periods of such leave.

course directly

of 

The Syndicate/Executive Council may grant any allowance during study leave as per rules framed by the University fran t ime to time, subject to a maximim of pay an emplcyeehas been drawing just before proceeding on study leave on his furnishing an undertakina that he will serve theUniversity for at least three years oh his return fran study leave on such ti.ms and conditi ons as the Univer-sity may decide, failing hich he will be required to refund the amunt paid to him as leave salary for theperiod of study leave. 

Provided that if the concerned enpl oyee in receiving any pay, allO:ance, stipend, scholarship, fell owshipfram ay other source while on study leave, leave salaryshall be reduced to t.hat extentt.

he maximum period for which study leave may be grantedis limited to two ye:ars �uring the vhole course of an an empl oyce' s scrvic?. Such lcave may be cambined with ay other kind of ieave as may be due or holidaysexcept casual and quarantine leave.

b) 

23. uarantine Leave
aQuarantine Leave is 1eave of absence fran duty nece-Ssiated by order a:t to attend of fice cue to sufferi ng rcCn i nfecticus discases as ment ioned below by a memberof the family of the empl oyee concerned. Such leave maybe granted on the basis of a certificate of nabl ic or anicipal H calth Officor for a peri od not cxcceding 21 

Onal ci rcumtances for a period not
ir2ntine a :wil1 not be debitcd 

xCeedina



anove prinn3 Sn 1-0X

snfcticus disease, chickoi-0 
i de red

not, ho er,
b2 considered 1s infeci(is disease 2nirss the Tie:1ical 

oF ficr or iublic Hoalt ', Orficr conaiers that hacaise 

of daubt as to the tru 1 of disease, .g.
Stmal-p0%, there is rea.3G)for the Tant of sich 1eav° 

C) The folloeing disoasos shall also be trontcd as infcc -
tioas for the parpose of rant of quarant. i ne lcave -

i) Scarlet Fever

ii) Plague (Bucokmenic or Bubonic)

iii) Thyphus
iv) Cer obro-spinal moni ngit is 

or persons emplcyed in the preparati on and distriuti on 

of focd, the £ollowing additional diseases shall also 

be treatedas infecticus 

Dy sentry
ii Enteric Pever (Typhoid fever)

i11) Melta fever
iv) Paratyphoid fever

e) An empl oycc himse1 f/horself suffering frm the infec -
tius diseases as ment i oned wil1 not be granted such 

leave.

24. Maternity Leave
a) Maternity l0ave may be aranted to a whole-time fenale 

emplcyee for a 
the peri od of confi nnent as per advico of a registered 

medical practitioner. 

period not exceed i ng 120 days incldi ng 

b)Maternity leave may also be granted in case of misca 
riage, including aberti on for a period not exceeding 

six weeks provided the applicati on for 1e ve is 
supported by a r 2g istered medici1 practitioner.

e) Maternity leave will not be debited against leave
aecount.

d) The concarned emplyee on maternity leave will be 
entitled to normal annuil increment in timo -sçalç of 

pay

in extraoridimry ciCumatineeg:
Dxtracrdinary leavc without pay may be granted toa
wholetie permanent ctnployce in 3pecial cireumstaees 
on the following cond it i ons 

contd.. .8 



i) When no otr
ii when othcr ] 

issib)c.
ible, but the emplcyee

appiics in writine rthc grant of extraordinary 
lcave.

111) not more than 3months cxtraordinary eavc be 
grantod to an cmple7.

bSyndicitc/Execut ive Cou ncil in vi of excepti ona l circums-
ances in the follov ing ciss my arant cxtra or dinary
cave in czcss of he 1imit pres cribed in clause (a) -

)six months, wler the University empl cyee has 
Complcted one year's continuous service on the 
date of cxpiry of tie lcave of the kind duc and
a dnissible uMder these ules, including three
months extraordinary 1eave under clause (a) and

his/her request for such 1eave is supported by a 

Medical Certificate as reru ired under these ules.

ii) eighteen m onths, where the empl oyee is undergoi ng 

treatment for : 

a) pulmc nary tubercul osis or pleurisy of tuber 
cular origin in a rocaynised sanaterium, 

b) tubercul osis of any other part of the body by 
a qualified tuberculos is specialist. 

c) lepr osy in a cognised lepr y institution 
by nMedical t ficer or specialist in leprosy
recogniscd by the UniversitY author ity. 

d) cancer or me ntal di seases, in an i nstitution 
recognised for the treatment of such diseases
or a specialist in such diseases recognised 
as such by the University aithority. 

iii twenty f ur mont hs, whe re leave is required for
the purpose of prosccuting studies certificd to 

be in the interest ef the Univer :ity, proi ded 
the empl oyec his comppleted three years" cont i nu-
ous service on the date of expiry of 1cave of 
the kindf 7 due and acinissible under rules
including three mont hs eztra or dinery leave
clause (a). 

)Where an Univers ity erpicyoe is grant ed xtraordiniry 
lcave in tems of the rovision contained in sub-claure 
(iiicf clause (b) he/she shall be roguircd to x2cute

a bond as in the case of 1ave ndertaking to rfun? to the 
University ac2n1 aount of extiit iire iticurro: by the 

University during such leave plis that incurred 1y ary 
aqncwith interost t herecn in the vent of his nt 

of s1ch 1caye or ritirning to ut O 



ime Cmplyecs hi"i neg st t hat of the Univ'rsity 
IIA1ent 

b 1 or higher
C2CTnd.

S 5 0f c xtraordiniry other Kind of leavc inclid ing trni 
n2d by TY 
Sha11 bo - S or.e continuous spe hl of cxtrorinary Je1veOr the purpOse of sub-rule (b). 

E)The authori.ty ccampet ent to grant 1e ve may conmute rut res-pectively periods of abscnce without 1eave int o extraor-diniry 1eive.

C employ ee sha1l not be aliowed to enj cy extraordinary eave including other lind of leave) for more than twooyears at a stretch.

ch lcave shall not count t wards annual increment in he ime-scale of pay.

ci Disability Leave

incu-
) empl oyce who is disablcd by injury acciduntal ly ed in conscquence of tie due perfortmance of ary particu-1ar duty which has the ef (ect of increasing his liability toillne ss or injury beyorid the ordinary risk attaching the post, may bc alloedspcial disability leave on 
ui pay and allowances for the period of four mont hs during the whole cOurse o serv ice. 

bSuch leave shall not be granted unless the disability manifested itself within 3 months of the occurrence to which it is attributed, and the person disabled acted with Gue pr nptitude in bringing it to notice, provided that if University authority is sat isfied as to the cause of the disability, such 1eave may be granted in cases vherethe disability mani fested more than three months after the ccurrence of its cause.

cThe period of lcave granted hall be such as is certified oy a redical board to be necessary. 

d) Special disabil ity leave may be canbined with ary other kind of leave excapt casual leave and quarant ine leave.
)Theconcerned cfmplcyee is ent. iiled to normal annual 

inerement in time-scale Of 1y during such ledve of 
absence.

Such leave shall be count ed as duty in calculating scrvice or pens i on and shal 1 not be debited against account.
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Lear on ity
An ompl cyee nay be gante nya of absence on duty for a n3ximm period of 30 days n 1 yo1r on th follginggrOunds 0 

a) for particip ting in Intornat!onal, Al1 India or Regiona) Game5, Sports, or cultural activitios orgenised by bodies rcc ognited as such by the niver- 
Sity or State Goverrnent. 

b)for attending metings of racognised public bodies as 
an electod represantat ives of:the pecple.

c) for participat ing in confarace/sympos ium/seminar/ 
workshop or the. 1ike to be conducted by any organi 
sation recognised by the University . 

Provided that such 1eave of absence on duty 
shell not be ccmbined ith any other kind of leave and 
duty leave is not debited against leave accourt.

Provided further thet the date of annual increment 
in the time-scale of pay shall not be disturbed on 
account of an cplcyce being on leave of absence on duty. 

28. Enceshment Of Earned Leave
a) An empl cyee who rctirer on attaining the age of super-

annuation, shal1 be en:itled to cash uquivalent of leave
salary Eor carned lezve, if any,at the credit of the 
employee on the date of retirement, subject ax to,a
maximun of upper limit to be £ixad by the State Govern-
nent t ime to tima. 

i.i

b) An empl cyee who ratires fram the service on attaining the 
age of superannuati on, hile under suspens ion, shall
become eligible for the benafit' of cash equivalent of 
carned leave that was at, his/her credit on the date of 
retirement, on concluaion of the preceedings against
him/ner, if tha authority cajpetent to reinstate hin 
her in service holds that the suspension was wholly 

unjust ified.

c)Anemployee wiho retires voluntarily tnay be granted cash 
equivalent of lcuve salary in respect of earned leave at 

his/her credit subj ect to a maximum of upper 1imit.of
accum lation of earned leave prescribed by the'State 
Governrment fram tine to tine provided this pericd does 

not exceed the period bet.ween the date oi which he/she 
O retires and the date on which he would have retired

in the normal cour se after attaining the age of super- 
anuation. 

d) An employce who resigns fran service, shall be entitled 
t.o cash equivalent ea.ned leave at his credit on the dalo
Of cessa tion of service, to the extent of half o£ such 

Jcave 'at his credit, subject to a maximum of half of upe) 
ceiling of accumglation of earned leave fixod bY the
tato Gover rment fran t ine to t ine. 
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