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MEMORANDU M

The question of Uniform Holidays and Uniform
Leave Rules for the whole time employees e,qg. {(Officers
and non-teaching empl oyees) of the State-aided Universi-
ties namely (i) Caleutta University, (ii) Jadavpur
University (iii) Purdwan University, (iv) Kalyani Univer-
sity, (v) vidyasagar University, (vi) North Bengal Uniwver-
sity, (vii) Rabindra Bharati University, (viii) Netaji
Subhas Op=n University, (ix) Bengal Engineering College
(Deemed University), (x) Bidhan Chandra Krishi viswavidya-
laya and (xi) wWest Bengal University of Animal & Fishary
Science is Under consideration of the State Goverrment for
sometime past., A mommittee constituted in terms of G,0,
lo.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 Bengal,
The Pay Cammittee constituted for the non-teacing employees
©f the State-aided Universities and certain other bodies has
also made certaih reeommendations in respect of uniform
holiday and uniform leave rules,

2, After careful consideration of the matter, the
Governor has been pleased to _accept the above ment ioned
recanmendations with some modifications an approved

the benefits as incorporated in the annexure in respect
of whole-time employees (in the cateqories of officers
and non-teaching employees) of the State-aided Universi-
ties. The benefits as indicated in the Annexure read with
the provisions of this memorarndum shall be treated as a
domprehensive package for implementation,

3. Seperate memorandum for providing a uniform list
of holidays for the officers and the non-teaching empl oyees
will be issued separately,

4., Gﬂncerned'ﬂﬂiv&rsities will make amendments in
their StatutEEXDrdinanceszules etc, where necessary for
incorporation of the provisions of the Goverrment order
therein.

s This order will b effective from lsi July,

2000 execept fixed otherwise in any particular rule in
this memorandum,
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B. Any difficulty which may arise in implementi
the provisions of this order may be referred to the 5t
Govermment for clarification and/or order, !

e Bidhan Chandre Krishi Viswavidyalaya and Wes
Bengal Universitg of Animal & Fishery Science may imp]
menc the provisions of this order after obtaining thei
comcurrence of the Aocriculture Department and Aninmal

Resourde Development Department of this Govermnment
respectively.

a., This order issues with the conourrence of
the Finance Department vide their U.O0.NO, 546 Group
(Service) dt. 05-05-2000,

I The Accountant General, West Bengal is bein
informed

sd/=
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. Toeszs rules may ha called "Leave Rules" in raspect of
#hoie-time emplovees (in 1 he vategories of Officers &
Hon-teaching Employees) of tha State Aided Universiti-
5 in West Bengal including Bensal Enginezring Colleqge
(Deemed University),

2, These rules are applicable to all whole-time rmployees
other than teacncrs, of the (i) Caleutta University,

(ii) Jadavpur University, (iii) Burdwvan University, (iv)

Kalyani University, (v) Vidyasagar University, (vi)
Rabindra Bharati University, (vii) North Bengal Univer-
sity, (viii) rtaji Subhas Orvan University, (im) Bengal
Engineering College (Deemed University) (x) Bidhan
Chandra Krishi Viswavidyalaya and (%i) wWest Bengal
Jniversity of Animal & Fishery Sciences.
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2 of any description can not bn claimed as a matter
ight. Authorities granting leave shall have the power
cfuse or revoke leave of Any description at any time
ding to the exXigency of University service.
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. Loayoe erdinarily shall begin on the day on which the
transfer mflcharge is effocted and end on the day
proceding that on whieh Juty is resumed. Saturdays,
Sundays and nolidays may be prefired or affired to |
leave, Leave (except casnal and flarantine leave) may
¢ither be affixed or prefixed to holidays but cannot
2S¢ a’fixed and prefixed 1o holidyas when leave is
cambined with a holiday 'by both prefixing and affixing
it to the noliday, the holidays shall be reckoned as
leave in calculating tLhe ameunt of leave on full pay
that may be admissible at a Lime

LN

- An employee on ]leave shall not return to duty before
the eXpiry of leave granted to him without permission
of the authority which sanctioneod the leave, v

€. An employec who has been granted leave on medical
ground shall resume duty after producing a certificate
of fitness from Fogistered Madical Fractioner,

7+ An employec who remains absent after Lhe explry of
leave is entitled to no Ieave salary for thoe poriod of
Bhauthorised absence arnd 1 liat period will be debited
“Q leawe, as though it were leave on full pay provided
l2ave on full DAYy is awvaiiable to such an empl oyeo,
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-2

8, DNo employee shall be aljo.
office without prior

d
s

=

= & -
™ iy =
t\_'E-I Il-.:-

9
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14. Date of retirement in reja lon to ealeulat ion of ]eayne
due to the credit of an Chploy:c shall mean the after.
1ocn of the last day of the month in which the employce
attain the age of Superannuation for retirement under

the temms and conditions governing his/her service,

15, Baeh cmployee, oh arrival at offiee shal} sign the
attendance registoer Putting the time of arrival and at
the time of departure shajj sign the Attendance register
PFutting the time of departure, Hormal office hours should l]
be fixed geherally from 10 a,m. to 5.30 p.m. on a1}l
working days with half an hour 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 employees before 5,15 P.M. Anybody leaving office
before that time will be marked absent anpqg action asper
university rule will be taken in such Cases, For every
three days' jlate attendance in a month one day's casual
leave shall be ded:cted from the credit of an employee,
If there is no casual leave at his credit , ecarned leaye
shall be deducted fram the dccumulated earned leave of
an employec,

16. Subject to the foregoing generai Principles, leaye
shall mean;-

i) Casual Leave v vii) Ouarantine leave v°
ii) Earnea Lcave VY viid) Maternit, Leave
11i) Half-pay Leave" ix) Leave in e@xtraordinary
iv) Conmuted Leave < circumstances
V) Canpensatory Leave~ X) Special disability leave v
vi) Study Leave v i) Leave on Duty ..

17, Casuajl Loave ;

3) Casual Leave for short period, not exceading four
days at a time ang fourtcen days in a €dlender year
may be granted to an cmployec on account of
emergency which | may arine,

)

Casual Leave eap not b:  combined With any other kind
Of leave or Puja holidays ; but can be prefixed and/or
Suffixed to Saturdays, Sundays and holidays, provided
such leave shajl} not exceed ‘seven days at a time inclu-
ding Saturdaysg, Sundays and/or holidays,

s

c) An employce may enjoy casual Jeavo for half of the
day. For enjoying such casual leave For half of a
day prior Sanction of the authority sanctioning
casual leave must be obtained by the employec
concerned, ol

contd, ... .4




d)

e)

£)

i

18, Earred Leave @

An employee on casual leave shall be treated as on
duty.

In no case casual leave and half-day casual leave
taken together shall exceed 14 dyas in a year.

Casual Leave, if not taken within the calender year
will lapse.

a)

b)

‘Earned Leave can be combined with any other kind of

Larnad Leave is the losve which is earned by an employ
by discharge of duties for a certain period as mentiog|
herein below and granted to him at the discrction of t
authority granting such leave. Unless otherwise compal
by exigencies of circumstances, in all cases applicati
for carncg Jeave shall be made at least seven ¥s pri
in'tﬁE'EE?ElEH—EETEH*HE proposes Lo procecd  on leave
for Twenty days or more. Prior sanction should Le obta
red belLore leaving station and, or proceeding on leave

as well as for extension of leave,
Lirned Leave shall be credited to the leave account at
the rate of 24 days for cach completed calender month
service which he is likely to render in a half-year o
th2 calender year in which he is appointed.,

In che event of death, resignation, retiremcont or dismi
ssal from service on any day of a month, that incanple
calender month of serwice shall not be taken into consj
deration for calculation of leave account at the rate
of 2! days per calender month,

Earned Leave shall be credited to thec leave account, in
in advance, in two instalments of 15 days each on the
first day of Jamary and July of every calender year nd
2xceeding maximum limit of 240 days till 30-06-98 and
300 days with effect from 01-07-1998.

While affording credit of Earned Leave, fractions of

a4 day shall be rounded off to the nearest day.

leave except casual and quarantine leave.

CONED . o ¢ vaac




Half-rey Leavyo :

a) An cmployee may be granted leave on half-pay for 20 days
for each completed yedar of service subject to a maximum
period of two years during the whole peried of serwvice
on medical ground on production of certificate fram a
m2dical practiocner.

Provided that the authority granting leave may ask the
employce to submit to an examination by a medical
practioner/Medical Board appointed by the same aut hortty
before granting him leave,

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

h) Half-pay leave may be conbined with any other kind of
leave except casual and quarantine leave,

20, Commuted Leave 3
"_—-H—-——.-.._'_

a) 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 around subject to production
Of 2 certificate from a registered medical practi -
tioner and such comuced full pay leave shall not
exceed six months in the whole period of service,

Provided further that when conmmuted leave is granted
twice the mumber of days of actual leave of absence
on half-pay shall be debited against the leave account,

Provided further that coanmutation shall be allowed
only if the mumber of days of leave of absence of the

concernced employee on medical ground exceed ten days
at "a time,

b) Commuted leave may be combined with any other kind of
leave mz Gxcept casual and quarant ine leave,

ull. Compensatory Leave

a) An employee of the Uriversity may be granted cumpenl
satory leave with full Pay and allowance in liew of
full work done on Séturdays, Sundaya and cther Univer-
sity holidays on th: condition that there will be no
dccumulation of such compensatory leave and it is to
be availed of within 3 (three) months,

cortd . B




b) Such leave shall be qgianted for the equal number of
days the eMployee concerned 1s detained for duty,

€) No overtime Oor holiday allowance shall be admiesible
for the period for which campensatory leave ig granted,

d) Cﬂmpensatamy leave may pe canbined with any other kind
of leave EXcept casual leave, quarantine leave and
leave inp extraordinary circumstances,

22, Study Leavye -

not taught in a regular or semi acddemic course directly
related to his work in the University may be granted

L0 a permanent eémployee by the University Syndicate/
Executive Councii provided the concerned employee has

Put in at least five years of continuous service and

1s not due to retire therefrom within three Years of
his/her return frem such leave, There shall be a gap

of at least three yYears between two Periods of such

The Eyndicate/ExEcutive Counci] may grant any allowance
during study leave 48 per rules framed by the University
from time to time, subject to 4 maximim 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 leas!i three Years oh his returnp from
study leave on Such teims and conditions as the Univer-
sity may decide, failing which he will be requireq to
refund the amount Paid to him as leaye salary for the
periecd of study leave,

Provided that if the concerneq employee in receiving
any pay, allowance, stipend, scholarship, fEllﬂwShip
fram any other Saurce while on study leave, leave salary
shall be reducegd to that extent,

b) The maximum period for which study leavye may be granted
is limited to two years during the whole Course of an
an employee'!s Service. Such leave may be cambined with
20y other kind of lcave as may be due or holidays
EXcept casual ang quirantine leave,

. Quarantine Leaya »

a) Quarantine Leave is leave of absence from duty nece-
Ssiated by order det to attend office due to suffering
fron infectioas diseases ag mentioned below by a member
of the family of the employee concerned, Such ]leavye may
be granted on the basis of a certificate of Public or
Hunicipal Health OEficer for a period not Cxceeding 21
daya, or in ExcCepltional circumstances for 4 period not
exceeding 30 days. Quarantine leave will not be debited
L0 leawve dccount, An Cmpl oyee on quarantine Jeaye will
not be treateqd as absent From duty .

contd,., .7
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b)

d)

e)

oy

or the above prupose small-pox may be considered

s infeetiocus disease, chicken-npox shall not, however,
be considered as infecticus discase uniess the merlical
officer or Public Health Officer considers that because
of deubt as to the true ricure of disease, e.g. ,
small-pox, there is reaszon for the grant of such leave,

The following diseases shall also be treated as infec-
tious for the purpose of grant of quarantine leave :-

i) Scarlet Fever

ii) plague (Bucokmenic or Bubonic)
iii) Thyphus
iv) Cerobro-spinal moningitis

For persons employed-in the preparation and distribution
of focd, the following additional diseases shall also
be treated as infectious :-

ig Dysentry
ii) Enteric Pever (Typhoid fever)
iil) Melta fever

iv) Paratyphoid fever

An employee himself/herself suffering from the infec-
tiocus diseases as mentioned will not be granted such
leave,

Maternity Leave :

a)

b)

e)

d)

Maternity leave may be granted to a whole-time female
employee for a period not exceaeding 120 days including
the period of confinment as per advice of a registered
medical practitioner,

Maternity leave may also be granted in case of misca-
rriage, including abertion for a period not exceeding
six weeks provided the application for le-ve is
supported by a registerced medical practitioner.

Maternity leave will not be debited against leave
decouant,

The concerned employese on maternity leave will be
entitled to normal annual inerement in time-scale of

PaY .

Leave in extraordinary circumstances @
e . e

a)

Extraordinary leave without pay may be granted to a
wholetime permanent employee in special cireumstances
on the following conditiohs :

contd. . .B



i) When no other Iraye is Admissiblc,

ii) when other leave i= admissible, but the employee
applies in writing for the grant of extraordinary
leave,

1ii) not more than @ 3 months extraordinary leave be
granted to an empl oyec,

b) Syndicate/Executive Council in view of exceptional circums-

tances in the.fnllnwing cases may grant exXtraordinary 1

leave in excess of the limit prescribed in clause (a) 2=

i

"'1) six months, wharoe the University empl oyee has
completed one year's continuous service on the
date of expiry of the leave of the kind due ang
admissible ugfider these les, including three
MONths extraordinary leave under clause (a) and
his/her request for such leave is Supported by a
Medical Certificate as required under theke rules,

ii) eighteen months, where the employee is undergoing
treatment for :-

a) pulmenary tuberculosis or Pleurisy of tuber-
cular origin in a reeognised sanaterium,

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

c) leprosy in a *cognised leprcsy institution
by A Medieal I ficer or specialist in leprosy
recognised by the University authority,

d) cancer or mental diseases, in an institution
recognised for the treatment of sueh diseasesg
O a specialist in such diseases recognised
as such by the University authority,

iii}'twenty faur months, where leave is required Eor
the purpose of pProsecuting studies certified to
be in the interest of the Univerzity, provided
the employee hasg completed three years! conting-
QUs service on the date of expiry of leave of
the kinddy 7 due and admizsible under rules
including three mont hs extraordinary leave
clause (a),

n) Where an University employee is granted extraordinary

leave in terms of the provision contained in sub-clause
(iii) of clause (b) he/che shall be required to excoute

4 bond as in the case of leaye undertaking to refund to the
University actnaj amount of expenditure incurred by the
University Quring such leave plus that incurred by any
dagency with interost thereon in the avent of his not
I2turning to duty on the eXpiry of such leave or quitting
the service before a period of threa years after return

to duty.

contd, ...9
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k)

THEe Al Shdll L2 suppcilod by surncties Eran two permanent
wholetime employees having statn- comparable to or highor
than that of the University emplcyce concerned,

Two spalls of extraordinary leave, if intervened by any
othor kind of leave including maternity leave, shall be
Created as on2 continuous spebl of extraordinary leave
£or the purpose of sub-rule (b).

The authority competent to grant le've may commute rotres-
pectively periods of absence without leave into e¥traor-
diniary leave. :

An employee shall not be Allowed to enjoy extraordinary
leave (including other kind of leave) for more than two
Yeare at a stretch,

Such leave shall not count towwards anmal increment in
the time—scale of pay. .

26 53:ciq; Disability Leavo :

a)

b)

c)

d)

An employce who is disabled by injury dcciduntally incu-
Lred in consequence of the due performance of any particu-
lar duty which has the effect Of increasing his liability
to illness or injury beyond the ordinary risk attaching

Lo the post, may be allowed special disability leave on
full 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 occureence to
which it is attributed, and the person disabled acted with
due pramptitude in bringing it to notice, provided that

if University authority is satisfied as to the cause of
the disability, such leave may be granted in cases wvhere
the disability manifested more than three months after

the occurrence of its cause,

The period of leave granted shall be such as is certified
Py a medical board to be necessary.,

Special disability leave may be canbined with any cother
®ind of leave except casual leave and quarantine'leav#.

The concerned employec is entitled to normal annual
increment in time-scale of pay during such leave of
absence,

Such leave shall be counted s duty in calculating

service for pension and shall not be debited against
the leave account,

conmtd, ....1o
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27 « Leave on'Duty 3 PR [ iy .uﬂ

.*An employee may helgrantej loava of absence Gn{dﬁtf!fdr.a_
maximum period of 30 days in a year on the following
grounds, .- * ' . ot

He s
|

a) for participting in International, All India‘or’.!
Regional Games, Sports, or-cultural'aﬂtivitigs“f'”_...,
organised by bodies recognised as Euch;by'thqun;yer-
sity or Stats Government. ' ‘il SR ' i e R

\ 'b): for. attending maetings of réﬂanised:pﬁbliﬁhﬁjqieéﬁas'
an elected representatives of:the pecple. "”.;ﬂ,kr

¢) for participating in confarence/symposium/seminar/

workshop or the.like to be conducted by any  organi-
sation recognised by the University. ' A S Aol

; T b i

' Provided that such leave of absence on duty .

“shall not be cavbined with any other kfnd?uf"le@yeﬁﬁndl' \
duty leave is not debited against leave account. .

Provided further thatsthé date of annﬁal!;qcfement
in the time-scale of pay shall not he disturbed on . .
account of an employee belng on leave of absence on duty.

28, Encaéhmeﬁt of Earnced Leave 2

a) An employee who retirec on'attalning the .age iof super-
annuation, shall be encitled to cash equivalent of leave
salary for earned leave, iflany, at the credit|of the

4 r-employee on.the date of retirement, .subject BE' o A

- “maximum of 'upper limit to!be fixed by the State Govern-

mentitime “to) time O IR IS Gag e g _
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b) An emplcyee who retires from ithe service on attaining the
age of superannuation, while!'under suspension, shall "
become eligible for the benefit' of cash equivalent of
carned’leave that was:at, his/her credit.on the date ot : =
ratirement , ' on concluaion 'of!the preceedings against
him/ner, if the authority cajpetent to reinstate him/ . .

. her in service holds that the suspension was wholly'
unjuﬁtif_iﬂﬂ.. i i . -' Wi

ol c]_ﬁn:éﬁpluyéé.whn retires véihnﬁ&pilf?hgﬁ be 'granted. cash

equivalent- of leave salary/inirespe'ct of earned’leave at
his/hel credit subject to!a maximum of upper;limit,of
accumilation.of earned leave prescribed hylxha*ﬁxqte
Governmernt from time +to time provided this period does'
not exceed the period between the date oii' which he/she
50 retires and the date on.which he would have retired -
- in the normal course after attaining the age of super- |
“anmuation. | ; P AL R R

| L] L,
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1

d) An employee who resigns from service, shall be entitled '
. +o cash equivalent ea.ned leave at his/credition the data
of cessatlion of service to the extent of half .of such .,
Jeave at ,his credit, subject to a maximum of half of Wpapael
ceiling of accumlation of earned leave f£ixed by the

State Govermment from time ‘to time,
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