GOVERNMENT OF WEST BENGAL
DEPARTMENT OF HIGHER EDUCATION, SCIENCE &
TECHNOLOGY AND BIOTECHNOLOGY
(C. 8. BRANCH)

BIKASH BHABAN, SALT LAKE CITY,
KOLKATA-700091

No. 171 =Edn (CS) 203771017 Drate: 15.02.2018
ORDER

The West Bengal Universities and Colleges (Adminisiration and Regulation) Act, 2017 has come
into effect from 1% April, 2017, The provisions of sub-section (4} of scction 10 of the said Act empower the
State Government to prescribe the terms and conditions of service of all employees of Government-aided
Colleges of West Bengal. Further the provisions of section 22 of the Act have saved all Orders/ Notification/
Rules issucd by the State Government which were issued before the enactment of the Act. The provisions of
section 21 of the said Act also override any earlier Act which deals with the similar subject matter,

It is now clarified, that the Uniform Leave Rules issued by this Department vide No. 762-Edn (C5)
dated 03.12.200% regulating the leave and related matters of the teachers and other academic staff of
Government-aided Colleges are very much effective and there is no need of mcorporating the same in the
Stamtes of the Affiliating Universities, since, the subject matter presenbing terms and conditions of service
of the employees of Government-aided Colleges is no longer the subject of the Statutes of the afhhating
Universitics and the Uniform Leave Rules issued by this Department are in no way inconsisten: or
contradictory 1o the provisions of the above mentioned Act.

Hence, in this regard, | am directed to say that all concerned should follow the Uniform Leave Rules
prescribed under this Department’s Netification No. 762-Edn (C3) dated 03.12.2009 without insisting on the
incorporation of the same in the Statutes’ Ordinances’ Repulations of the affiliating Universaties,

In this connection, | am also directed to say that all State-aided Universities having provisions for
making Statutes/ Ordinances’ Regulations, for prescribing Leave Rules for employees of affiliated colleges,

shall remove the provisions from their Statutes’ Ordinances/ Regulations, as the case may be, by way of

amending the same, i.e. Statutes/ Ordinances’ Regulations, as the case may be.

By order of the Governor,

Government of West Bengal



Government of West Bangal
Higher Education Departmeant
C.5 Branch
Bikash Bhawan, Salt Lake. Kolkata-700 o

Bla. - TE2-Edn(CS) Dated, Kolkata, the 3th Decamber, 2000
2L-10/08

MEMORANDUM

The question of unitorm leave rules for the whole time 1sachers of Goui, aided inzluding eretwhils
spansarad cofleges in the State has been under considasation of the Government for some time
past. The West Bangal State Cournicil of Higher Education has made certain recommendations in
respect of uniform leave rules for the whals fime leachers of the Govl. sponsored colleges w the

2. After careful consideration of the malter the Governor has been plaased (o accep the
recommendations with same modifications and approve the benefils as incarporated in the
Annexure in respect of whole time 1eachers of Govi sponsored colleges in the Stats.

3. Concemod Universdies will maka amentdments in ther Statutes whare necessary for incarporation
ol the provisions of thig Memomndum,

4. Any ditficulty, which may arise in implementing the provisions of this order, may be referred 1o
this Depariment for elarification andfor order.

5. This order issues wih he cancurrence of Finance Deptt. vide thair U.0.No. 4055 Group-P
(Service), dated 02.12.09,

&. Al concemed are being informed accordingly,

Sdr M.Chakiavarty
Joint Socratary

Wo. : TE2(15)-Edn{C5), Dated, Kolkata, the 3:d December, 2008
Copy forwarded for infarmation and necezeary action i the -

Actountant Ganeral (ARE), Waat Bengal.

Finance Depll. of this Govemment.

Direcior of Pubic Instruction, West Bengal
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Registrar, Kakyan University, Kalyan|, Madia, Pin-741 2as,
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Kodkata- 700 029,

18 Compuler Cel of ihiz Depariment.

13. P.5 io thet M-I-C, H.E.Dapdl,

14. P.A. 1o the Principal Secretary, H.E_.Depit

15. Guand file: ]\,,. %
i g LAL wl lﬂ ‘ﬂ_l:l.,
Joint Secretary

ANNEXURE
Leave Rules tor Teachers of Govl. sponsored Colleges In the State.

1, These leave rules are apphcable to all teachess of govl, akded Including ersiwhile sponsorad
colleges In the Stale,

2. Leave of absence from duty can not be clalmed as a matter of right and may, on application
by a teacher of a college/Principal, be granied only when salisfactory grounds have been shown,
When the exigencies of senice 50 require, the aulhority competen! fo grant l2ave of any
descriplion or any such leave is granted, revoke such leave or part thereod,

il o

Mo teacher who 8 under suspension shall be granted any leave.
Absence withou! leave ghall rander & teacher/Principal subject to such dizciplinary action as
pravided In the Statule/ActRegulations of the concemed Universities under which a college is
affiliatod.

5. Al applications of leave or for extenslon of leave shall be made in writing and addressad (o

Principal/President of the Goveming Body in case of Principal and sanction for the leave or
exiension of leave as the case may be, applied for shall e obdained belora it is availed of;
Provided thal il tha authorily compaient to grani leave, (s salisfied thal it was nol possible to
appiy for or eblan the sanction for leaye of absence beforehand lzave may be granted with
refrozpective elfect | bul all appkcalions of leave with refrospactive ellecl shalf be Tilad al 1he
earliest possible opportunity.

6. Leave ordinarly shall commence on the date with effect from which it 5 actually avalled af and
tarminale on the dale preceding the dale of resumplion of duly provided thal Sundays aro
holidays may be prefixed or sufficed to leave, 5o howewer for the purpose of prefiking or sufiixing
it leave holidays exceading thres doys | previous sanction of the authorty compatant to grant
the leave shall ba obtained.

7. Mo teachor on leave shall return o duty before tho expiry of leave granied 1o himyher, without
permission of the leave sapctioning aulbosity,

B. Il a teachar of a college ks absent from duty on all the days of a week on which ha'she has been
pesigned dulties, whather such days ame consacutive or nol, hafshe shall be deamed fo bo
absent from duty for theé whole of the week,

8. Mo loave shall be credited in the lesve account of a teacher after he'she retires on superannioation
or redires voluntarnly or resigns.

10, The PrincipalThe Presiden! of ihe Govemnlng Body may recall the 12acherihe Principal al any
fime 25 the case may bo who may be on leave except on medical ground and when the
teachetithe Principal is so recalled 1o duty hefshe shall be granted such travelling allcwances
as the Pringipalthe President may. consider reasonable,

1. 1 tho teacher of & college has bean granted leave 1o which holidays heve been suffixed of



preficed and such the Principaliteachar absents himsefharsed! from duty bayand the expiration of

12,
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such holidays shall bi Ireated s absent from duty withou! leave and ha/she ahall not be entitied

to hisfhar satary or allowances for such period unless and until the Govemning Body athenwise
diracts,

Subject to tha toregoing genoral principias "leave” shall mean (i) Casual Leave, (i) Earmned
Leawve, (i} On Duly Absence, (W) Study Leave, (v} Special Study Leave, (vi) Maternity Leave

(vii} Quaraning Lsrve, (vil) Medical LeaverHall Pay Leave.’ () Commuted Leave, (x) Extracrdinary
Leave, (xi) Compensatory Leave (xii) Leave Not Due (xiil) Special Disability Loave.

CASUAL LEAYE :

Casual Leave on full pay may be allowed to PrincipalTeacher of a college upld a maximum
of 14 days In ony one calendar year but not more than 4 days at a fime.

Casual Leave can not be combined with any other kind of leave or Puja holidays, but can be
prefived and or suffixed to Sundays and other holidays, provided such leave shall not excesd
7 days al a lime ncluding Sundays and Holidays.

All casual leave 1o which any leacher ol a college may be entilled during any calendar year
shall cease 1o be due to him at the end of such calendar year and can nol bo accumulated or
taken over or brought forward o any othar calendar year,

A teacher on casual leave shall not be treated as absent fram duty,

EARMNED LEAVE :

Eamed Leave is the leave which s earned by a leacher by discharge of duties for a certain
pariod as mentioned herein below and granted 1o him'her at the discretion of the autharily
granting such leave. Unlese othorwise compaelipd by exsgencias of cicumsiancas, in all Gase
applications for earned leave shall ba made al least seven days prior 1o the date on which he
concemad leached proposas 10 procead on leave for twenty days or mare, Prioe sanction should
bee oblained before leaving station and'or proceading on léave as well as for extension of l=ave
wvan i the paricd of lzeve appied for is less than wenty days,

Earned leave admissible 10 a teacher shall be 1/34 of the period, if any, during which halshe
s required to perform duty duning vacation by the college authority or equal to one elevanth of
the perod spent on actual service in a non-vacation depariment subject to a maximurm ol thirty
days in a calendar year provided that the upper limil of accumulation of eamed leave shall be
300 (threa hundrad) dave and the maximum perod of earnad bave that may be granied at a
time shall nol normally excesd sixty days. Eamed leave excoeding sixty days but not more than
180 days al a time may be sanctioned in casa of higher studyfiraining /Jeave with medical
cenlllcata.

Enrned loave can be combinad with any othar kind of leave excepl casual and guaraniing eave
Enmed Leave is admissibie with full pay and allowances,

Whan a leacher moves from one collage o ancthiet on llen or athenwisa, hisfher aocumulatan
ol eamed leavehal-pay leave i the new collago will be as per previous accumulation of lsave
.2 In other words his/her leave account will be a confinuous procedure

ON DUTY ABSENCE :

Absence {rom duty of a teachas with the parmigsion of the Principal of the college and in Case
of the Principal, the permission of the Governing Bogy, on account of dufies sesignad Ly he
Government o any constitulional authority of the coliege or the Public Service Commission or



the College Service Commigsion of (ha School Senvice Commissian ete. oren acoaunt ol obligations
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" regand lo the NEC ar the Social Service Camps and similar othar obégations shal be deemed
10 be on duly absence and shall not be counted towards casval or sarned loave.
On duly absence is admissihle with full pay and allowsnce.

STUDY LEAVE .

Siudy leave lor advanced study and research dicectly refated to hisher work in the Coliage may
be granied to a feacher by the Governing Body ol the college subject 1o approval of the Highar
Education Departmeni provided the concemed leacher has put i at least three years confinuous
sarvice and is not due to ratire there from within five years of harfher return from such feava
There shall be & gap of at least three ¥YBars batween iwo periods of such leave, The amount
of schedarship, lellowship or olher financizl assistance that the concemed teacher, grantad study
‘eave, has been awarded will not preclude hisher being granted sludy leave with pay and
allowances provided ihe scholarship elc. so received shall ba taken Into aceount in delarmining
the pay and allowances on which tha sludy leave may x be granted as per norms of the Liniversiy
Slatules/Regulations/Guidelings of tha LGE.C

An application of siudy leave with particutars of intemational assigrments, Seholarship'Fellowship
of financial assistance including ravel grant, if any stalement of nature of works enclosed with

lo avail of such leave.
Study lzave on full pay (without allowances in India and with Deamess Allowances autside
Indigl) may be granted for a masimum period of twelve months at any one time and twanty four

Syndicate/Executive CouncillGoverming Body in case the numbar of teachers sanctioned Study
|Eave in any department in any given perod is likely to affect the academic programme ol the
concamed department,

A teacher granted study leave shall on hiz'her return and re-jsining the service of tho callage
may of efigibie 1o the benafit of the annual increment{s) which he/she would hava earmod in
Geurse of time if he/she hag not procesded on sludy leave. No teacher shall hewaver. ba eligible
o recesve arrears of Incremnmts.

Study leave shall count as servica for Pension'Conributony Provided Fune, provided the teacher
oins the caliege on the expiry of histhar study loave,

Sludy leave granted fo-a teacher shall be deemed to be cancelled incase it is not availed of
within 12 manths of its sanction. Provided that whove study leave granted has been 50 cancellod,
tha teacher may apply egain for such leave.

A teachor avalling himselfiherzedl of study leave shall submit a written underiaking that he/she
shall serve the college for & continuous petiod of al least three years fo be calculated Iram the
date of hisher resuming duty aftor expiry of the study leave falling which they shall have 1o
relund the emoluments received from the GovemmeantieoliegaJGC during the period of sludy
heave.

Aller the leave has been sanctioned, tha teacher shall before avalling himealihorsalf of the
irave execule a bond in favour of the college binding himsatlhersel for the dua fulfilbment of
the conditions faid down in sub clause above.

SPECIAL STUDY LEAVE ;
A whole time teacher of a college may be granted lsave with full pay and Deamess allowances



lor purswing sludy or research in an instilution covisidered by the Governing Body of the college as
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Sulzabla tor the purpose subiject 1o Approval of the Higher Education Depanmaent, for such pariad
ordinanly not exceeding 12 months during the whale pericd of hisfher service, provided that the
concemed Teacher has put in at least 2 years of conlinuous service and nat 1o retirs theralfrom
within 3 years of hisshar return from such EEATH

The Teachor of & college shall fusnish an undoraking that he/she shall serve tha college far
at lenst 3 years on Methar return from sfudy leave on such terms and conditions as 1he collaga
may decide failing which hefehe shall be required to refund the amount paid 1o himmer as legve
salary for the period of Study Leave :

Provided that if the concerned amployes is recoiving any pay, allowance, stipand, scholarship,
fellowship from any source other than the collage while on study leave, loave salary shall be
reduced to the extent as Iollowed in casa of Universidy teachers.

MATERNITY LEAVE

Matemity leave with full pay and allowances may be gramied 1o a whola time lady teacher on
tull pay for a perod not exceading 135 days Including the period of confinement as P advice
of a registered medical pracifones,

Matemity leave, combined with any other kind of leave may be granted only if the application
2 suppoded by a medical cerificate signed by registered medical practitionaor,

Malemity leave may also be granted 1o a lady leacher of g coflege on full pay in cases of
miscarriage including abortian subject to the conditien thal such loave shall not excesd & weeks
and the application for leave shall ba supponted by a medical centificale signed by a registersd
medical praciltioner,

Maternity leave shall not be debiied 1 lgave acooum
In case of logal adoption of & child as per prescribed norms of the Government from lime o
time chitd adoption leave may be allowed to a female teacher a5 per existing. govt, rulos,

QUARANTINE LEAVE ;

Leave of absence trom duty may ba grantad to a teacher of a college on full pay when he/sho
iz ordered by the Frincipal of the collegs, in case of the Principal by the President of the
Goverming Bady, not to atlend hisher duties an account of the presence of any infections
disansa in family or household. Such leavo may be granded with fuli pay and allowances, ona
cerlificale signed by a registered medical practtioner lor & pariod pat excooding 21 days of in
case of exceplional circumstances 30 days. Such loave shall be called quaraniine leave and

medical practitioner or on private aiffairs.
Hall Pay Leave may be cornbine ih any ather kind of leave expept casual and quarantine
leavie,
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Maximum paried ol accumulation of such leave will ba 720 days

COMMUTED LEAVE :

A Teacher shall be enfifled 1o commuta the half pay leave that he'she has eamed to full pay
leave on medical ground subject lo production of a certificate from 4 re gisterad madical
practtioner,

Frovided that when commuted leava is grantad, twice the such number of half pay =hall be
dehited against the leave account, provided akso that lotal commulad leave may be granted not
exceading 180 days during the whole service period of the employee.

Hall Pay Leave upta a maximum of 180 days may be aliowed 1o be sormmuted during the entirs
sarvice (withoul produclion of madical cenificate) whera such leave is utilized for an approved
course certified to be in the interest of the college by the Govarnin g Body,
Commuted lzave may be combined with any ather kind of leave excep! casual and quaranting
leave.

EXTRAORDINARY LEAVE

Extracrdinary leave without pay and allowances may be grantad to a Teacher in special
CirouUmEtances.

When no oifer leave 1 admissible to himher, or

When the other leave is admissible, but still he'she applies in writing for the gran! of extracrdinary
laave,

Excepl in case of a parmanant teacher, the duration of exlracrdinany leave shall not exceoed 3
manths on any ona occaslon.

Provided that

Whan such & teacher is undergoing troatment for Wbercwlosis in & rocogaized hospital of at an
approved sanatorium or al hiz'her residence under a spocialist recognized as such by the
Goverming Bedy OR for leprosy in a recagnizod leprosy instiution by a Madical Officer of Health
Depit. or a specialist in Leprosy recognized as such by the Governing Body | he'sho may,
subject 1o such conditions as may be presaribed, be granted extraordinary leave for a perod
not exceeding 12 months,

NOTE (1} : The concession of extraordinary leave upto 12 manths under the proviso above wolld

be admissible to a teacher il helshe produces a certificale signed by the Superintendent of tha
hospital or the specialist, as the case may be, 1o the offoct that hefshe has reasonable prospect
of recovary on the expiry of the leave recommendad.

NOTE (2) : The concession of Exiraordinary leave undar the proviso above will be admissible only

K}
]

i

to those leachers who have been in conlinuous service for a pericd excending one year
The suthority empowered to grant leave may commule refrospeciively period of
absence from duty withoul leave into extracrdinary laave.

COMPENSATORY LEAVE :

Any teachar ol a collsge who may ba required, In the Interest of the collega, 1o
work during holidays shall be entitied to compensatory leave or an equal number ol
days for which halshe ks required to work during the holldeys.

There will ba no accumulation of such compansatory leava and It Is 1o be
avalled within 3 montha from the date af accrual,
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LEAVE NOT DUE :

Leave not dus’ with half pay may be granted by the Govaming Body to a TeachorPrincips! for
4 penad ol exceading 360 days during the entive period of service, oul of which nol maore than
90 days af a ime and 180 days in all may be otherwise thereon medical ground. Such leave
shall be debiled agains! the hall pay leave earned by him/her subsequenily. Leave nol dus’
ganeralty shall be granted in exceptional cases of liness,

‘Leave not due’ shall not be granied uniess the Governing Body is =atisfied that as far as can
reasonably be loreseen, the teacher will retumn to duty on tha expiry of the leave and sarm the
leave granted.

A teacher o whom ‘Leave nol due' is granted shall not be permitted 1o tender hisfer resignation
froim saervice 5o long as the debit balance in his‘her leave account is not wiped off by active
service of hafshe refunds the amount paid to himMhaer as pay and allowances for the period nol
50 earned. In & case where relirement is unavoidable on account of reason of ill heaith,
incapacifating the leacher for further service, refund of leave salary for the period of leave st
to be earmed may be waived by the Gaverning Body.

Frovidad further that the Governing Bady may in any oiher exceplional case waive, for reason
I ba recorded, the refund of leave salary for the pariod of leave il 1o ba samed,

SPECIAL DISABILITY LEAVE :

A teacher wha is disablad by injury accidentally occurred in consequence of due performance
ol hisfer official dutles or by iiness incurred on the perarmance of any particular duty which
has the affect of increasing his/haer Rability 1o liness or injury beyond the ordinary rigk atiaching
to the post may be allowed speclal disability leave on full pay and allowances for a maximum
pariod of 24 months during the whole course of sarvice.

Special Disability Leave may ba combined with any other kind ol leave excepl casual leave.
The concemned leacher is entitied to nomal annual increment 6 lime scale pay during such
leave of absence.

Spacial disability leave shall nol be granted uniess the disabiity manitestad dself within 3 months
of occurrence to which it Is atiribuled and leacher disabled acted with due promptitude n banging
notice of the appropriate authority,

Sueh leave shall be granted only on the recommendation of 8 Medical Board and such leave
In no case should excesd 24 months.

Sueh leave may be granted more than once if the disability i aggravaled or reproduced in
similar dreumatances at a later date bul not mosa than 24 monls,

Since Spacial Disability Leave Is granted owing 1o an injury caused during due discharge of
official duty of a teacher concerned the appropriate leave sanctining authority should be satished
first &5 1o the cause of accident which sustained himfher the injury for the enfilement of such
leave

viil) Leave salary during such leave shall be with full pay and allowances for the first 120 days and

13

hall pay for the remaining period.

At the request of a Teachier of a college the Govemning Body of the college may, by order,
somvert any kind of leave already granted into fleave of a different kind, which may be admissible,
with effiact from such date' as may be specified in the arder, but a leacher shall nat be entitied
to clalm suet: consersion of leave as a matter of right. It one kind of keave I# o eartad into
andher, w smount of leave salary admissible shall be recaloutates and 1he &rrears of leave
salary shall be paid to, or, 2 the case may be amounts overdrawn shall be recovered from the



omployes concamsg,

14. Except as otherwise providad in this arder any kind of leave may be granted in combinatian
with or in continuation of any other king of leaus

15. Every Teacher shall be entitiod 1o lagyn salary ol the eamad lave acoumuiated ai hisher credit

alter cessalion of hishar service by way of retiving on superannuation, voluntary retirement ar
death In hamess provided the maximum number of actumulated leave and maximum af lave
encashable shall be 300 days.
The leave salary shall be caleulated on the rale of pay drawn by a teacher of a college on the
day preceeding that on which the leave commences unless oltherwise delermingd by the
Governing Body, Leave salary on refirement, voluntary réiromant or death in hamess shall be
calzutaled on the basis of the pay drawn an the day precseding the date of relirement or daaih
a3 the case may be.

16. A lsave account shall be maintained by fhe Principal of the college for evary leacher and Principal

therect but any leave granted under provislons 12(C) to 12 {F) of this Memarandum shall nat
be debited o such account.
The leave accounl of every leacher shall be credited with aamed leave. in advance, in a single
installment & 15 days on the first day of July for tha first seven years of service and two
Installments of 15 days sach on the first day of July and January of every academic yorar from
the eighth year of senvice anwards, And as such the eamad leave may be credited 21 the rate
of two and a hall days for sach completisd calendar month lor those who have complatad seven
years of sarvice and af the rate of one and one-lourth day for those who are in the fiest seven
years of service. Ultimate fraction of a day shall be rounded off to 2 nearest integer.
The period ol any leave withou! pay shall ba excluded from ther calculation of eampd leave.

VZ.i) A PrincipaliTeacher of a collage appointed on substantive basis io any parmanent post ghall
acquire a lien on that post. If the teacher is appointed substantively and confirmed 1o anothar
parmanant post elther in the college or outsida and In case of the Principal lo another post
outeids, histel llen on the permanent past held sarlisr in the college shall be fermirated, unloss
ha'she indicates in wiiting hiz/her refusal 1o accept the appoiniment s0 made substantively in
anather parmanent post ; in such avent the cancemed laacher/Principal shall mmadiately repar
back fo duty in the post on which hefshe held lizn.

ii} A PrincipaliTeacher holding substantive appomtment in & colizge may be granted fien on hisfher
pefmanent post ¥ hesshe applies for the grant of lien consequant upon hisfher obtaining an
Bppowniment aller either in another college or in any other establishrmeni

(i) The pariod of lken shall inffially be for a pariod of ane year which may be ronewed or exlended
i tho teacher concemed is not canfirmad in hisfhar sarvices in the new astabishment within
that pariod
Provided that the total ferdod of leh 5o granted shall pot excead 2 years.

18. Every teachor of & coiege shall Inllow o six tiay woek and shall abide by the patiem of holidays,
vacation elc. as may be determined by the Univorsity,

8. A parl-fime leachar of a college shall be entitled o the Tellowing loave -

[} Casual loave upon a maximem of 10 days in an academic year. ;

i) Extraordinary lzave without remuneration for such period as may daetermined by the Govemning
Body considering the spacial circymetancas ol ary particwlar caze, }u-l .
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| Joint Sacratary



