
CHAPTER - V
Leaves, Holidays and Joining Time
General:

115. The following kinds of leave may be granted to an employees:

(a) Privilege Leave

(b) Extraordinary Leave.

(c) Casual Leave.

116. Applications for leave shall be addressed to the Competent Authority for Sanction as laid down in Appendix-I and shall be submitted through proper channel.

117. Leave cannot be claimed as a matter of right. When the exigencies of services so require, the leave sanctioning authority shall have the discretion to refuse or revoke leave or to recall an employee before the expiry of his leave.

118. An employee on leave shall not accept any employment or office of profit without obtaining the prior permission of the Director General or an authority specified by him.

119. In the event of an employee on leave being recalled before the expiry of his leave he will be entitled:

(a) To receive a free passage from the place of recall to the place of duty.

(b) To count the time spent on the journey as duty.


Provided that the leave is curtailed by 15 days or more as the employee is required to resume duty in the interest of Centre.

120. The recall of an employee from leave shall require the prior approval of the Director General.

121. All leave standing to the credit of an employee shall lapse on the date on which he retires or resigns or his services are otherwise terminated provided that if in sufficient time before that date the employee had applied for leave before retirement, resignation or termination of service and the leave had been refused to him in writing by the Competent Authority owing to exigencies of service, such leave as may have been refused to may be granted at the discretion of the Competent Authority w.e.f the date of retirement, resignation or termination of services. If the leave is granted, the employee shall be eligible to draw pay in accordance with Bye-law 124.

Privilege Leave:

122. An employee shall be eligible for Privilege Leave at the following rates:

a) 
Service upto 3 years
9 days per year 

Pro-rata leave may be allowed at 
the rate of ¾ day for every month of service.

b) 
Service between 
3 to 6 years15 days per year
Pro-rata leave may be allowed at the rate 
of 1½ days for every month.

c) 
Service over 6 years
21 days per year 

Pro-rata leave may be allowed at the rate 
of 1¾ days for every month of service.
The leave shall be cumulative and be granted by the Competent Authority.

Privilege leave standing at the credit of an employee who is in service of the Centre at the time of commencement of these Bye-laws shall be credited to the account of the employee subject to a maximum of 90 days.

123. Privilege leave for a period upto 30 days shall be sanctioned on full pay and beyond 30 days on average pay.

Extraordinary Leave:

124. Extraordinary Leave may be granted to an employee at the discretion of the Competent Authority when no leave on full pay is due to him. Save in exceptional circumstances, the duration of such leave shall not exceed one month on any one occasion and six months during the entire period of an employee’s services:

Provided that the Competent Authority will have the power to treat the period of absence without leave as extraordinary leave.

125. No pay and allowances are admissible during the period of extraordinary leave and the period spent on such leave shall not count for increments:

Provided that the cases where the Competent Authority is satisfied that the leave was taken for any cause beyond the control of the employee, it may direct that the period of such leave may count for increments.

Causal Leave:

126. The total number of Causal Leave admissible in a calendar year shall be 20 days and be sanctioned by the Competent Authority.

Holidays:

127. The Centre shall observe the same number of closed and optional holidays as are allowed by the Federal Government to its employees. No other holiday shall be observed except with the orders of the Director General.

Combination of Holidays with Leave:

128. When the day immediately preceding the day on which an employee’s leave begins or immediately following the day on which his leave expires in a holiday or a series of holidays, the employee may leave his station at the close of day before or return on the day following such holiday or series of holidays provided that prior sanction of the Competent Authority for the same is obtained.

Joining Time:

129. An employee on transfer from one station to another is eligible for joining time as indicated below:

a) Six days for preparation but where a journey is performed by rail or road, in addition to the aforesaid six days, one day for each 250 miles or fraction thereof.

NOTE:

(i) The time spent on journey by Air does not count as a day for purposes of calculating the 
time in preparation.

(ii) A holiday counts as a day for the purposes of the above Bye-law.

(iii) An employee on joining time shall be regarded on duty. 

