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“Capy of Punjab Government Circular letter No. 4376-GII 5927671, dated 38th May, 1958, from the Chief
Secretary to Govercment, Puajab, addressed to all Heads of Departments, ctc,, etc.

Subject ;- Revised system of Earned Leave, Holidays Working Hours
[. INTRODUCTION

. L. The Need for revision. The guestion of rationalising the system of holidays and
working hours at present observed by the Punjab Government and also of the léave enjoyed by
Punjab Government séfvants has been examined at some length. The present system is defective
In many ways. The Incidence of holidays in éccenttic and offen distrubs the tontinuity of work.
Passibly becayse of their eceéntric incidence holidays afe in fact notalways allowed to be treated
as_such, and miscellancous Work is cften reguited tc be dome on these days. A system in which
neither wotk nof léisuré is undisturbed obviously needs reform so that both are more effective.
Leave niles aré not realistic in that although cave, both privilege and €asual is admissible to
Governimient servants 4t 4 liberal scale, it is seldom possible lo take it in full in Actyal practice,
Government are, therefore, of the veiw that a reform in the present otganisation of work and
leisure s pecessary €6 that work is done and leisure enjoyed on 4 fmore rational basis. Goverp-
ment_are convinced that with a befter and more efféctive organisation of leisure it will be possible
for Government servants to work longer and harder, particularly in the cooler menths. Harder
work from the Government sefvints is required in the context of the country's present economic
Stl'g\g%lﬂ' and should be well within their capacity if they are given adequate and systematic rest
an €lsure.

2. Aims of Revised Systern. Government hdve, thereforé, decided fo ipcrease wortking
hours during the cooler months so that more work is dome, to re-grganise holidays S0 that ade-
quate rest is given and the continuity of workis not disturbed, and to rationalise leave rules so
that an official without being ectitled to inordinately long peticds of absenicé ¢dn, and in fact
generally does, take the leave due to him, The objéct is to  introducé a system whieh com.-
bines hard work with real leisyre.

1. DATE OF COMMENCEMENT
The revised system will come into force on the 1st July, 1959,
I1l. WORKING HOURS
3. (1) Hours of work will be—

(a) September 1st to April 30th 900 am. to 530 p.m. with half an hour's break
for food.

(b} May 1st to August 3l1st 7.00 am. to 1.30 p.m.
(2) exceplions—

(a) The High Ccurt have decided that subject to the provision for hill stations at
(b) below, District Cowtts and Subordinate Cuurts shall observe these hours also
except that these Courts shall work in the cooler months from 9.30 am. to
400 p.m. Offices attachied to Courts will however, woik from 900 am. to 5.30
p.m. The decision regarding Courts is experimental for opne year to begin with.

{b) In the hill stations of Sfmla, Kas.uli, Kandaghat, Dharamsala, Dathousie, Dagshai,
Kulu Syb-Division and Palampur hours of work will be—

March 1Ist to Octoher 31st .. as at {1) {a) above

L

November 15t fo the end of Febriary .. 930 am. to 400 p.m.

_ Offices attachéd to Courts wil' work ds above and District dnd Subordingte Courts from
9.30 amm. to 4.00 pim. throughout the year.
IVv. HOLIDAYS
&, (1} Gencral Holiday will be a8 follews :
All Sundays.

e A . i ’ & 1.-4]
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Independence Day (August 15th). _
Mahatma Gandhi's Birthday (October 2nd).

A midsummer break of three days Thursday to S atuiday (incluvisive) nearest 1o Jupe
215t {to be fixed each year by Government—fir example for 1960, this will be June 23rd
to 25th inclusive)

(2 ) Optional Holidays —Six in the year.

As Goernment will not now be allowing any holidays on festive and religious occasions,
and as Government is nevertheless anxious that each employee should get the fullest opportunity
of celebrating and observing such occasions as are important to him a Government scrvant will
be able to take at his option, six holidays in a year. He may, if he so chooses, take two half
days off work instcad of an entire day. Mo particular days for this purpose will be prescribed
and he will be able to take off any six days he likes. He should normally not be refused per-
mission to take these days nor guestioned about his ¢hoice unless there are circumstances of
urgency or crisis which require some adiustment. For each Government servant an account of
such holidays similar to his easupal leave account will be maintained. 3

In the hall year. July | to December 31, 1959, four such optiopal helidays will be per-
mitted.

5. Courts.—The High Court has decided that as an experimental measure for an year
to begin with, these holidays will also be observed by Courts and optional ho lidays will likewise
be given to the pfficials working in the Courts and Offices attached to them.

6. Notifying Hoildays—(]) The potification issued by Government declaring the holidays
ta be observed by Government for the second half to 1959, is at Epclosure I. A notitication fo
Courts is being issued by the High Court containing an identical list of holidays.

(2) This list of holidays does no affect the list of holidays which are observed by banking
and commercial institutions and which are notified under the WNepotiable lnstruments Act.

V. EARNED LEAVE

7. (1) Scale. Earned leave will be admissible as follows

To cmployees with ten year service 1/24th of the period spent on duly.
or less

Te cmployees with above ten and up 1/18th of the peiiod spent on duty.
up to twenty years scrvice.

To employees with over twenty years 1j12th of the period spent on duty.
service. :

(2) Assessing length of service- For purposes of deciding the leave due to any employee.
under the above slab system. length of service shall be deteymined as follows

(a) Generally length of service will be counted from the date of appointment of the
employee in continuous service; but

(b) where an employee has been retrenched from a previous job in the Punjab Govern-
ment, and then again appointed continuously his pericd of service in the previous
job shall be considered in deteimining the slab of leave to which he is entitled. for
‘example, X has worked for 3 years as an assistant in the R ehabilitation Department,
been reteepched. and after a gap of two years. been appointed continuously for
secen years in the Excise Depariment. He will be considered to have 10 years
service for purposes of calculating the leave duc to him. ]
fc) In the case of women i an employae resigned a previous Job on grounds of
haying to look after her children, and is then appointed again, any service rendered
before resignation shall be included' in determining her “length of Service ',

--1aTaA
. - ——
(3) Conringent paidand allied Employees.- No leave will be agmissible to . temporary establish-
b eI B e ebimmmmian s Clantinncat hille e h ectahlichment mav  ae hitharta ha allawea
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£ Accomulation. of earned leave will be permitted to any cxient but the leave actually:
given at a time will be subject to the following lmits

{i) India oo 120 daws
(ii) Abroad .. 240 days
(i) Where an official gocs on leave preparatory lo retirement, whether in India .. i80day

ar abroad.

Provided that the limit of refosed leave preparatory lo retirement allewed to
an employee by way of  extention in-service shall be limited to oo 1) -days

{iv) If an official goes on 2 course of studies or rescareh.or work which in the view
of the Government i the Administrative Department in consultation with Finance
Department, increases his competence, knowledge or efficiency or adds to  techmical
knowlcdge.

9. Netifieation.— A copy of' the npotification No. 3691 FR11-59/5176  dated Chandigarh
the 26th May 1959 amendi.g roles 821, §116, 8117 (b) &117(c) 8134 813 8469, 873 is at
Enclosure 2 [These are thc main rules affected. Some minor amendments in spme other ruoles
of comparatively rare: applicability  eg  rules £.92, 297, 8129 etc.) will also be necessery and
will be potified- in due eourse.

W. Other Leave—The existing roles regulating other kinds of leave Jje.—  leave on
hialf average pay [rule 873 Puniab C.SR: Vol. I, Partl, leave on half average pay (rule 8.119)
tewve on medical grounds Special Disability Leave rules 832 and 8.124) Study Leave (rule 883
and 8.026) read with appendix 20 of Purjab CSR [Vol 1. Part 1i] and Maternily and Hospital
leave (rufes 8127 and %128 will stand as they are and no change i them s contemplated.

1. Leave acemulated prior to New Sycrem— As the revised systum will be broyght into
force from the st July 1959 the. leave accumulated  up- to the 30th-Jupre 1959 at the existing
scale’ will pot lapse but will be counted. From the Ist luly 1959 onwards the eamed leave will
bt counted and added at the new scale given above. In adding earned leave accumulated up
to 30th Jupe 1939 fractions will be resglved into. whole pumbers. Hall 2 day or more  will
be counted as a full day and less then hall a day will be ignored.

12. Exception—These leave rules will be  applicable- 1o all  Government servants
leave is- regulated. by the Punjab Government whether they - were appeinted before the issyeof
these instrugtions or are pointed afterwards with the [lollowing exceplions:

(V) Member of the Punjab Public. Sevice Commission.—Holding office  prior to the issue of
these’ instructions and the enclosed amendments will continue to be governed by the
leave  rules applicable to them at the time of their appointment. Mcmbers of the
Commission appointed aftet the issue of these instructions will however be governed
by the new leave rules conptained in this letler

fii] Members of the ex-Secretary of Stare Sarvics ared of,{f - Ined I'H_Sf'r'l‘f'l'ﬂ&'."—]_hﬂ‘ P'I.Ib]j&b Govern-
ment is not competent to amend rtules regulating. their  leave,

(15} Emplovees appointed on - cont act will be governed by the terms of their contraet,
: In future contracts teims of leave should conform to the revised  scales,

(iv) Emplovees in a vaccation Depargment—To whom the cxisting rules 8 .74 and 8117 of
C9.R. Yol. Part | apply will not be cntitled to any earned lcave except at the
scale and in the manner provided for in these rules, These rules have also  heen
amended to provide for leave at the revised seale to thase who are prevented from
availing of the vacution. The notification amending these rules is at Enclosure 2.

¥l CASUAL LEAVE
13, (1) Beale. Casual leave will be admissible as Tollows™

(it To employces -with: 10 years service or less—1 days.

(ii} To ecmployees with more than 10 years service bul Jess than 20 years service—
bS davs.
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. _(2) How calewlared —From the date on which an employee completes his. 10th or 20th
year of service as the case may be he will be piven leave in that year according to the pext
higher scale. Thus il an einployee completes 10 years seryice on the 30th April 1960 he will
entitled to 15 dayvs casuval leaye for the entire year 1970, Lepgth ol service will be assessed as
at  paragraph 7 (2),

(3} Accounting of casyal Leave.— The casual leave account will be maintained annually from
the Ist of January to 3lst of December. Al casual leaye accounts will be closed on the 31st
December and new accounts apened on the Ist of January, following. irrespective of the fact
that an official takes a  spell of casual leave which includes the lest few days of December, an
the first lew days of Janvary. Thus if an official takes leave rom the 26th December, 1930 15
Sthlapuary., 1960, the period 26th December to 315t December will be debited to his leave account
for the year 1959 und the period Ist January to the Sth January, 1960, will be debited to his
leave account for the year 1960, '

) (4} Arrargemnt  for half vear of 1959.—As casual leave is pot accumulatéd and as the
revised scales will come inte farce from the lst July, 1959, ie, ig the middle of the year, leave
admissible to an employee during 1959 will be calculated as follows :

Ten days (ie.. hall of the leave due for the half year from st Junuary to 30th June,
1959), plus half the leave that would be due to him in a year according to the
revised scale. Thus an official with ten vears' service or less will be eptitled to a
maximum  of ten days plus five days, i.e. fifteen days, and an official with above
10 and up to 20 years service to 10 plus T4 ie. 17 14 days leave during the
year 1959, Those who have already availed of some leave will be given the balance
which would be calculated according to the maximum limits arrived at in  this .
anner, . o

_ However, as the pew rples are being introduced in mid vear and without long notice,
and as some employees may already have exhausted their leave as calculated in this manner,
it has been decided as a matter of gracé, to allow during the hall vear beginning Ist July, 1939,
a maximum of 3 days casual leave to those who have exhausted their casual leavel (whether
according to he revised calculations or according to the old seale) and to thesc who according
to the revised vcalculations will have less than 3 days' leave due to them. '

(3} Length of Leave and Combination of leave. In taking casual lsuve, within the limits ad-
missible ‘above, an employee may remain continuously absent” from duty for a maximum of 16
days. In this spell he will bz permitted lo include holidays which will pot be debited to his
casual leave account. The total spell, however. should in no case exceed 16 days. The balance
ol the casual leave can be taken in driblets. [t may be emphasised that it is desirable, but nat
compulsory for Government servants to take such a spelll Where a Government - servant desires
to take such & spell. permission should not ordinarily be refused althoush of course the com petent
authority may adjust the dates on which the spell is taken fur admipistrative convenience.

Casual leave may, al the option of the sanctioning authority, be combined with opticnal
holidays provided that the limit of a continuous azbsence of 16 days' is not exceeded. Casual
teave should not, except in hard circumstanées to be determined by the sancticning authority,
be combined with the midsummer  break. ' o

. (6} Caution.—Heads of Departments and  Heads of Offices should ensure generally that the
issuc of these instructions does not. lead to a general tendency on the part of their employees to
take all the casual leave duc belore the 30th June, 1959, Casual leave up to the 30th June, 1959,
should, therefore, be sancticned with care. o = S

VII—CONCLUSION

(14) (1) Net effect oj'was'Sﬂem_ Th;.fgj]uwing chart shows the comparative position
under the existing and revised systems : '

fetm Exstings Position = = Revised Eyue
o T ' T T - Days
(a) Earned leave SU33daeysT L Up to 10 years” Servicg L1517
' 2 LT . . Tal e ey e . "1'Ir'--4 zﬂ‘:ﬂﬂ,fsl S:una’iﬁh o . F . 2[} %-A‘H:mge
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Trem Existing Position Revised § vsz‘-em
(b) Caspe' eave .. 20 days .. Upto 10 years’ S ervice 107
1' .
1120 years' Seryvice A5y Average
|
~Above 20 years’ Service ..20 ) 15
{17 Sundays .52
(¢} Public Holidays— (1Y 5 undays 527 (2 Suturdays (during & L340
cooler months) |
{2) Last - 12 {3)-MNational days (Republic . .3 & 92
Saturdays Day !ndependence and I
o b Gandhi’s Birthday i
(3} Religious and {4 Midsummer holidays o) 3
Mational Hol:-
dl’l}rﬁ . 3“ i
]
(4} Local holidays 3]
{d) Optional Holidays for religio s, LG
© Mational and Testive occasions
{c) Total Nol of off days - 1 50 L1335
(I} Total No. of working days 215 - - ..230
fe) Waorkine Howrs . B
4 Symmer months from 7. am. . 4 Summer months 7 a.m. to 1.30 p.m. 64 hrs. net
Lo 130 pom.
% cooler months from 10 a.m. to 8 cooler months 9 a.m. to 5.30 p.m. & hrs. net

5.00 p.m. with hall an hour with half an hour lunch interval
lunch interval. e, 6 4 hours ’
net throughout the year

{h Total Mo, of workise howrs o 1,709
per yeaT 1,398 o

Guidance regarding Emphasis—1tis hoped that the new systern will result in better and
mofe work and better and more leisure, Officers at all levels are requested to conduct their activities
in the spirit of the new system and in particular torespectthe sanctity of holidays: The emphasis should
notbe to askorl permit employees to work on holi days otto work outside office hours except in emer-
gency of crises, Exceptions willol course have to be made in the case of specialised types of institutions and
work suchas those whichdeal withemergencies nursing in hospitalsetc. but barring these specialcases the -
success of the new system willdepend substantially on itsstrict observapce. Itis also the intention
of Government that at all levc] sleave)s applie, for,” patticularly carned leave should be considered
favourably, unless there are specialcircumstances which do not permit this,

LR

ENCLOSURE 1
HOME DEPARTMENT -

{(GAZETTE)
Notification -
Heldidays )
The 28th May, 1959 . e et e =
BSI LT WA o N " T L T AN DUy S IR I . B P _aaflanel. L RTL L0 MTT o oo atd o R
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be observed as hoidays in pyblic officer under the State Government during the secord kalf of the year,
1959 i.c. Ist July, 1959 to 315t December, 1959

In add ition, all Government servants f.-i]i be entitled to 4 optional holidays to celebrate festive
of religious occasions according to their choice. A Government servant may at his discretion take two
half hélidays instead of a complete holiday.

Thisnotification daes_not apply to hohd&ys to be observed by the High Court and Civil Courts,
subordinate there to or ta Government  servants in  educational and  industrial  institutions which
are goveined by spécial instructions.

SCHEBULE
List of closed holidays for. the second haH of the year 1959,

—— L P M S ——

T —— o —— —m et s

Names of Holidays Paes Saka Day or Number
an which era, days of
they 1 SR0-%1 of the Holidays
fall week

All Saturdays after Ist September, 1959, L I7

“All Syndays .. .. 26

Independence Day I 5th 24th Saturday 1

August sravan
Mahatma Gandhi's Birthday 2ne I0th Friday 1
' Octoher Asvin

ENCLOSURE—IL
FINANMCE DEPARTMENT
(REGULATION)
Notification
The 26th May, 1959
No. 3691-FRI] 59/5176—In exercise of the powersconferred by the proviso to Article 309of

the Constitution of India and all other powers enahllrg him in this behalf the Government of Pupjab is
p!L,b_.mi to, make the ﬁ}llnwmg amendments in the Punjab Civil Services Rules. Volume Part 1,

namely
AMEN DMENTS
A—Teave beyond the date of compulsory retirement
{1} Roule 8,21 —

(i} insub-role (a)(2), Tor the words ‘six months™ in the Tth line, the words “four months,”
shall be substituted.

(i) in sub-rule (a) (2). the words. -..-‘i:_,lhjl:p.l to g maximum of 120days,” shall be inserted after
the word ‘leave’ in the pepultimate line.

{(iii) in sub-rule (b) the figures and words *1/12th" shall be substituted Tor t/1Ith.

P— Modiilication of the OM Leave Rules— Admissibility. of Legwve on Averspe Pay
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; (3) nelayse (a). Rule 8,73 after the words “‘plusone-eleventh of the period spent o4 daty
subsequent to that date” the words “up to30th June, 1959, and ope-twelfth of the period spent on duty
thereafter. shall be added.

(4) Inclause {(b)(i), Rule 8,73 aftér the words  one-eleventh of the period spenton duty after
thag[idatc” the words “up te 30th June, 1959, and one-twelfth of the period spent on duty thereafter”,
shdll be added.

(5) TInclause (b)(ii)of Rule 8,73, after the words “four months™, the words “‘or six months in
the case of leave preparatoty to retiremien!™ shall be instrted. '

(6) lnclayse {b)(ii)of Rule 8.73, thefollowing shall be added at theend Before the proviso:
up to 30th June, 1959 and 1/12th of the p2riod spent onduty thereafter”

C — Mgdificetion of the Revised Leave Rules-—

(a) Earned leave, its admissibility and accummulat ion,
(b) Grant af extra-study leave.
{7y Taz following shall be substituted for Rule 8.116 of the sald ryles—

‘8.116 (1) Theearned lcave admissible to a Government servint in permanént employ is —
(a) 1/240f the period spent onduty, during the first 10 years of his service,
(b} 1/18 of the perigd spent onduty during the next 10 years of his service, and
(¢} 1/12 of the period spent on duty thereafter.

Note: For the purpose of assessing the length of service under this sub rule break in service
caiised as a result af retrenchment shall not entail forfeiture of previous Further-in this case af women Govern-
ment Tarvanis break in service due to resignation as a result of family circemstances of the Goverumeng
servant concerned shall also be condoned by the re appointing outhority provided the duration of breal; does
not exceed 10 years.

(2)  Accumulation of earned leave shall be permissible to any extent byt the maximym earned
leave that may be granted ata time to a Government servant shall be (a) 120 days if spent
in India (b) 240 days, i’ the entire leave so granted or any portion thereofl is spent outside
India Burma Ceylon Daman. Deu, Nepal and Pakistan, provided that where earped
leave exceeding 120 days is pgranted under this sub-rule the period of such leave
spent In ndia shall not in the aggregate exceed 170 days

Provided further thatexcept as provided in the Study Leave Rules contained in Appendix 20 to
the Punjab Civil Services Rules Voiume 1, Part II, il a Government servant goes on a
coursc of study orresearch or work which inthe Government's view increases his competence

know'edge or efficiency or adas to the technical knowledge he may be granted earned leave
to the extent 1ti:due to him apd notlimited to 120 i¢ 240 dadys,

Note:  The consent of the Finance Department isnot presumed io the grant of surh  study leave

(3 _LBTE preparatory to retirementmay be allowed upto 180 days on full pay proviged it
1s due™

(¢} Earned Leave admissible Vacation Departments.

(%) The following shall be substituted for clause {b) of Rule 8.117of the said rules—

(b) The earned leave admissible to such Government servant in respect of any vear in
which he is prevented from availing himself of the full vacation is such proportion of
the following periods as the number of days of vacation not taken bears to the fyll
vacutlon :

(i) to a Government servant with 10 vear's service or less 15 days

(i1) to a Government servant with more than ten years' service

hnt nat svcssdine Wl warare caroira

http://webl.hry.nic.in/servicerules/part12-leave/earn335-7.qgif 3/16/2009



Page 1 of 1

(iif) To a2 Government servant with over 20 year's service 30 days

If inany year hedoes not avail himsell of the vacation earnedleave will be admissible
in respect of that year in accordance with the provisionsof Rule 8.116".

(9) Incaluse (¢) of Rule 8.117, the wards ‘or under the exception therst the cas
be" shall be deleted. ption o as the case may

D—Eamed Leave, etc. to Government servants mot in permanent employee.

(10) Thefollowing shallbe substituted for Rule 8.133 —

“8.133. The provisions of rules 8.116to 8.119 apply at so to a Government servant notin
permanent employ, provided that—

(2} no half pay leave shall be granted unless the authority Gompetent to sanction leave as
reason to  believe that the officer will return to duty on its expiry; and

(b) no leave not due shall be granted”
(11} Rule 8.134 of the rules shall be deleted.
E -Dgate of effect

These amendments shall come into foice onthe Ist of July, 1959,

1.S. BASUR,
Secretary to_Government, Punjab,
Finance Department.
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