ASSAM INDUSTRIAL DEVELOBPMENT CORPORATION LE®D, LEAVE
RULES, 1991, : |

1. Short txules These rules may be called "ASSQm Industrial
DeveIOpment Corporaw*on lelted Leave Rulcs 3091“

2. Application; These rules shall be deemed to have come into
' force onl Bl..<@&4‘.1991 and shall apply to all
employees of the Corporation as. defined hereunder,

3. Def lnlLlOHS' In these rules unlegs there is anythlng repvgnant
o 5;n the SuijCt or ;ontcxt..: .
i(a) "Leave incluces Farned Leave, Hal€ pay leave on
private affairs ANG ov Meﬂkcal certifigate, cOmmut
;ledve, Lcave not aue-'Maternlty leave, study leave
Special Icave Special dlsabillty leave, apd
Extraordinary leave",

{b) ”Employees" mean al? monthly rated employees
appointed in a time scale af pay ‘including re-amnpl
personnel either on time scale. of pay or fiy&d pay.

(c) " Earned leave" means leave edarned 1n Lpbuecc
the period spent on duty,

(@) "Half pay qeave“ means leave eamed in ro,gect
'complcted year of sexrvice, '

(e) “Commuted Leave" peans. half the amount o* half
pay leave taken on m@dical ground.

(£) “Leave Hot due means leave.-grantaed against ha,
pay leave to he earnad

o f R L, : :
{qg) ”ExtraoralraLv leave" means Leave sanctioned
‘without leave aalary. | ‘

(h) "Pay" means basic pay pluS“snecial may,'pnfa ongl
pay, deputaticn pay, BP.A, and any otnmf Cmolhmﬂ“ e
that may be CquSl*l\ﬁ as ay by the Corpn,

’ R (i) "Completeq T vesar of Service"and one year
N S S e

continuous service" means continuous service of
speclficd duraii a

n in the Corporstion
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7o LEAVE ADMISSIBLE TO THE
! EMPLOYEES QOF THE CORPN.

2.1 Earneq Leave:

~ (1) Earned leave shall accrue to an employee st the‘rate
of 30 days in a Calendar year, o
v o(11) Earneqﬁleave shall accumulate upto theltotal period
of 246°8ays. | o o
+ (111) The leave account of every €mployee shall be credited
“e with earned legve in zdvance in wo instalments of
15 days each on the first January and July every year,
(iv) The leave At the credit of the employee shall be
carried forward to the next half year, subject to the
condition that the leave so carried forward plus the s
Credit for the half year do not exceed the maximum
limit ofd24oﬂggys. |

(V) The maximum earned leave'fhat may be granted to an
cmployee shall not éxg@edﬁiggrdays at a time..

(Vi) Parned legva can be combined Qithkénywotﬁer kind of
leave except casuyal leave, A ”

(vii) Barneqd leave which accrues to an employee and stands
Lo his credit would be paid for in cash on superannu-,
_ e P E LR

.

ation due to any reasop otherwise on éisciplinary

measure,

$.2 Calculation of Earned Leave; : T e

v (a) On first Ippointment in the Corporation, Earned leave
T TTUSAYIY pe credited- to the lehve account of an employee
2t the rite of 23 éays for.each complated Calendar
month of serviecg. which he is likely to render in -
2 half vear of the Calendar Year.in which he is
ippointed, '

+ {b) The credit for the hals Year in which-anvemployee"‘
is due to rétire Or resigng from the-service shall
be affordeq only atqthe rate of 2%‘d§YS per
completed ealendar month upto the date of
retirement op resignation,

(Contdn Py -3/"')



— {(c) “hcen n o cployee 15 fcenpoved Oor alsmlissSed Iom
- service or dies while in service, credit of earned
. leave shall be allowed at the rate of 2% days per

L 3
P
o

x
leted cilendar month upto the end of calendar

) W
:

‘month preceding the calendar month in which he is

-

removed or dismissed from service or dies while in:

v

service,

(d) 1If an employec has taken pxtra—ordinary leave in

o hdlf ycﬂr,‘tqg crcdit to be qffordud to his leave

hecount at thoe ccmwbﬁcpnunt of the next half year

shall be reducced by =—=—th of thp erlOd of extra-

O
ordinary leave availed of during the previous half

k4

year, Subj@Ct'tO th> condition that the reduction so

P ——

4.3 The order sanctioning earned luave/half pay leave to an employee
sh3ll indicate the balance of such leave at his credit.

4.4 H31f pay leave and commuted leave:

(a) (i) The Ralf pay leave admissible to an employee in
respect of each completed year of service is 20 days.

(11) No half pay leave may be grants d to a temporary
employee unless the authorlty competent to sanction
leave has reason to believe that he will return to
duty on expiry of the leave, J )

(b) (i) The half pay leave due may be granted to an
cmployee on medical ground or on private affirs.
(1i)H21f pay leave can be combined with any other '
kind of leave excoept casual leave,

(1ii) 12lf pay leavc upto a maxxmum of 180 days

e e vt SRR

shall be allow@d to bommuted durlnc the entire
service OthﬁrWlou tn'h on medlcjl ground where

such"leave is utilised for 3 course of study which

by tho leave sanctioning 3uthor1ty.

(c) Commuted leave not exceeding half the amount of

half pay leave may ke granted to an employee on

medical certificate only SUbeCC to the following

conditions thits:
(1) He has completed one year of service at the
time he proceeds on ltavc.;

(i1) When commuted 7L]Vt is grantea tw1ce the amount

of su h l qve Qhall o= deblted agalnst the ?3lf pay

leave due.

i)No commuted leave may he granted under this

g w
=

¢, unless thae authority compeotent to sanction

—t

[

l¢ave has re

+

son to believe that the employee
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Aeave not due,

Sgme in the case of leave pruparatory to retirement,
leave not due may be granted to a permanent employee sub@ect_

to the following conditions:

(1) ©On medical certificate without limit of amount.

(ii) Otherwise than on medical certificate for not more than 72
3 months at any time and 6 months in all.

(iii) The total period of leave not due granted to an employee

shall not exceed 360 days during his entire service.

(iv) Leave not due granted to an employee shall be debited

against the half pay leave to be earned in due course,

(v) It shall be granted only if thé authority competent to

sanction leave is satisfied that the employee shall return

to duty on explry of the leave.

(vi) In case where an employee who has been granted leave
not due seeks for permission to retire voluntarily the leave
not due shall, if the permission be granted, be cancelled
and his retirement shall have effect from the date on which ‘=

e

such leave commenced.

Maternity leave:

(a) A female employee may be granted maternity. leave on

full pay for a period of 90 days from the date of its

comnencement subject to the following conditions thate

(1) she must be in service for not less than one year
on regular basis, '

11) the application is to be supported by a certificate

- from a Registered Medical Practioner.

1ii) a female employee having 3(three) children shall

not be entitled to any maternity leave.

i
iy

(b) Maternity leave uncder this rule may also be granted -

in cases of miscarriage, including aburtion subject to

e - above conditions.

(c) Maternity leave may be combined with any other kind
of legve except casual leave. '

(@) any leave, including commuted leave for a period
not exceeding 60 days applied for in continuation of
maternlty leave may be grdnted without productlon of
medlcal certificate.

(e) Leave in.further continuation of ieave granted under
clause (d) above may‘be granted on.production of medical
certificate for the illness of the female employee,

Such leave may also be granted in case of illness of a

newly born baby, subject to’ productlon of medlcal cartificate
to the effect that the condition of the ailing baby



(2)

(1)

Extra-ordinary leave without pay may be granted to an

e

. — ¥ ]
cilrcumstances: ‘ : :

employee at the discreation of the Management in .special
(@) “hen no other leave is admissible under these rules,or
(L) “Wnhen other leave bheing admissible the employee

concerned applies in writing for thH grant of extra-ordinary
leave, ' T ‘ ‘

(c) vhen an emsloyee zhso:ts from duty without any authority..

oy

173

Xcept in case of a regular employee. the duration of
xtra~-ordinary leave on any one occasion shall not exceed
the following limits: b

o]

(i) 3 months on ‘any ground

(ii)ré*mohths in cases where the employee has completed
“3 years continuous service on the date of expiry of
leave of the kind dde and admissible under these
rules (including 3 mbnths'under(i) above) and his
request‘for such leave is supported by a medical
caertificate;

KA111)18 months where the employee id undergoing treatment

Tor-

(1) pulmonary tuberculosis in a recognised sanatorium,
or

(2) tuberculosis of any part of the hody by a
qualified tuberculosis specialist or a
surgeon, or ‘ ‘
(3) leprosy in a recognised leprosy Institution by a
qualified specialist or Surgeon. _
The concession of extra-ordinary leave upto 18 months

will be admissible aluo to an employee suffer 'ng foom
pulmonary tuberculosis who receives treatment at his

e

- =———regidence under a qualified tuberculosis Specialist or

(2)

P

Surgeon and produces a certificate signed by the
attending Specialist or Surgeon to the effect that he
Nas reasonable chances of recovery on the expiry of .

leave recommended.

The concession of extra-ordinary leave upto 18 months
under this rule will be admissible only to those employees

who have been in continuous service for a period
exceeding one year, ‘ g‘

AN Sl —_— , ‘
(iv) 24 months where the leave is required for the purpose
of prosecuting Study in the interest of the _
Corporation provided the employee hés completed 3
years continuous service on the date of leave of the
kind due and admissible under these rules (including
3 months under(iYabove) .

(Contd- L -6/‘}



(1) Subjéct to the conditions prescribed in these rules,
study leave may be granted to an employee to enable him to -
undergo a special course of study comsisting of higher studies,

(2) Sthdy leave shallinot ba gfanted uﬁleéé#
(a) it is certified by tho competent suthority that the
proposcd course of study or training shall be of definite
advantagse to his Sphcrg ol @ tiﬁs;
(b) study leave 'shall not be granted to an cmployee with
such froquency as to rumove hiim from the contact with his
regular work. ,
(3) sStudy lecave shall not be granted. to an employee-
(i) who haw rendered less than five years service under
the Corporation;
({1i)who is due to retire or has the optlon to retire PN
from the service of the Corporation within three :
~years of the date on which he is expected to regurn

to his duties on expiry of the leave,

(4) (a)The period of study leave would ordinarily be
extended to the period of the course of study or training not
exceedingwigfmonths, but in exceptional circumstancethhe
total period may be extended upto 60 months durfing the entire
service of an employee, T

(b) Study leave can be combined with any other kind

of leave except casual leave,

(5) An employee who has been granted study leave or
extension of such leave shall be required to execute a Bond £y
as given in Annexure A or 3 3s the case may be, before the
study leave is ava 11Ld and fuLnlgh suitable suruty for due
“rTaItriliment of Lho Bond

(6) If an employce resigns or retires from service without
retuening to study after availing a period of study leave or
within a period of three ycars after such return to study,
he shall be recquired to efund double the amount of his leave
s{lary drawn by him for the period of study leave together
with interest thereon at Government rate for the time being

in. force on Government Joan from twe date of demand before his
resignation is accepted or permission to ret;re is g:anted.

(7) (1) Study leave ghall count as serﬁice for prcmotiong

seniority and increment.
(% The perliod Qppnt on $tudy leave shall not count for
leave.

(COI’Itd. ¢ ev?/"’)
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the selected candidate commits breach of'any v v

of these rules or fails to join the place of study ¥
ing within the prescribed period or discontinues the
study for which leave 1is granted or is recalled or

for misconduct his leave shall be cancelled and the

ol Rkule 6 shall apply to the extund indicated in the
order cancelling the study leave;

Provided that the Corporation may authorise continuance
study leave in any case in which the Corporation is satisfied
that the employee dlSCOnL]Pu(d the study or training or failed
o join the place of study or t"gwnlnq ‘within the nrescrxbed limit
on account of illness or any sther cause beyond his control,

Scecial Leave:

Vy9c1dl leave with full pay for a total period not exceeding
18 months during the entire service will be aranted to those
employee suffering from any of the followxng diseases on
mroduction of medical certificate from an.authorlsed medical
gfficer, if such'employee_Das completed at least e year'

g “
coitinuous service in the Corporation.

et — S

(iii) Laprosy.
(iv) pParalysis.

Bmecial leave will be granted only when an employee exhausts
n

dg of leave at his credit,

Special Disghility Leave:

(1) Special Disability leave may be granted to an

employee who 1s digabled by injury accidentelly incurred in
or inconsequence of the due porformance of his official duty

conseqguence of his offic

(ii) The pericd of leuave granted shall be as is certified
by the authorise Medical Board and it shall not be extended
except on the certificate of that authority and shall in no-
case e¥ceed 24 months in consequence of any one disgbility.

(iii) The disability, if due to disease, must be certified
oy the authorised Medical Board to be directly due to the
performance of the particular duty.

(iv) Such leave may be combined with leave of any other
Xind except casual leave.

(v) Such leave shall be treated as duty and shall not

€ débited against any leave. account,

k'/@
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{vi) Leave salary during such leave shall be equal to (EL//

|rage pay fqr the first 4 months of any period of such leave

md for the remaining period shall be equal to half average pay

{vii} In the case of an employee to whom the Workmen's

U4

cmpensation ACt 1923 applies, the amount of leave salary

pe¥able under this rule shall be reduced by the amount of
compensation payable under Section 4(1) (d) of the said act.

{viii) In the case of a person to whom the Employees State

Imsurancc ~ct 1958 applics, the amount of leave salary payable
shall be reduced by tho amount «f benefit admissible under the

said act for the Correspondina peried,

{i} Casual leave is intended tn cover casual absence of the
ezpl nyees for personal reasons. An employee will be entLtled

tc 15 days casual leave in a Calendar vyear.

{i{) The casual leave in case of those employees “joining the

service of the Corporation after January shall be reduced
ropcrticnately.

{11{i) At any time casual leave shall not be granted for more than

10 days. - ‘ ‘

(iv) Casual leave cannot be combined with any other kind of
leave or joxﬁlng tlme, but an employee may be permitted to
prefix, suffix and avail lntervenlng holldays.

(v) Unavalled casual leave will lapse at the end of the
czlendar vyear, = o

12 -Special Casual Leave
with full pay:

Special casual leave with full pay falls outside the normal

leave and may be granted to meet special situations. Some of the

instances in which special casual leave can he granted are mentioned...

below:
S ] 8) “or the period spent in Camp by the Employees permitted
w to jolﬁﬁthe Territorial Army, not’ exceedlng 14 days.

(b) To those employees participating in sportlng events of
State or National importance in a representative cépacity‘
or engaged in cosching or administration of teams participat~
'ing in such events, not exceeding 30 days in a.Calendar.yaar.

(¢) To those employees who donate’ blood on worklng days, for
that day.

(d) Employees who undergo sterlllsation operation under the
Family Welfare Scheme may be granted Specilal Casual Leave

for 6 working days.

(e) To those employees who are ex-scrviceman when called by

the Ministry of Defencé to partiwipate in the Rﬂpgb_lc Dag

grean e = o ” e - p—
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in Delhi and the minimum period spent on journey to and
from Delhi by the shortest foute can be granted.

may be granted Special Casual Leave towards' attendance.

day and minimum travelling time by the shortest route,

i
?;
f
@

czlled in uvxdoncL by the Court, the said employece will
be treated as on duty and paid the usual T.A/D.A,

For other purpose at the discreation of the Managing

the merits of the individual cases.,

Conditions :

(1) Leave cannot be claimed as of right. When the

_ exigencies of works so require discretion to refuse or

“revoke leave of any kind is reserved to the authority
empoweraed to grant it.

(1i) No employee an leave may be allowed to return to
duty before expiry of the period of leave granted to him,
uniless he is permitted by the authority which granted him
icave, | _ :

(iii)liolidays/Sundays can be prefixed/suffixed with
regular leave but interveming holidays/Sundays will merge‘
with leasve,

(iv) Limits of Jurisdiction:

No emplovyee can leavé his headquarters in anticipation of
leave without permission of the competent authority., The =
Municipal limits of Guwahati shall be considered to he the
limits of headquarters for thce purpose of the Rules contained

herein.
(v) Conditions for availing leave:

i

Léave of all kinds, as a rule, shall be availed Of

R s

}/(vi) Computation of leave:

!
17

shall be treated as one full day and less than half a day
shall be omitted,

(vii)Commencement and end of leave

‘ Leave shali beginvon :ﬁe day on which an employee is
€lieved from duty and shall end on the day on which he

reasumes his duty.

Employees called as witness by the Courts:ln the cases where
Govt. is a party or Govt, calls the incumbent for evidence

es where thw Corporation is a party and the umployee 15

Director taking into consideration local circumstances and

)

e,

{/ In computing leave, fraction of a day upto half or more
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{ wiii) Medical Certificate:

Applicant for leave on medical grecund must be accom-
panicd by a Medical Certificate from Registered Medical
Practitioner.The autiority sanctioning the leave reserves the
£ight to :ﬁwupu/rcj&bt the Madical certificate and in case of

ctinn shall refor such cuscs to State/District Medical

Zoard 4s may be considered necoessary by the authority.

(ix) Fitnwss Cuertificstoe:

\n employee who hay b2en grantcd leave on medical

&rcund, shall not be allowed to resume  duty unless he produces
£

= fitness certificate from a Sovt., Medical Officer or Surgeon/

physiciin of a Govt. Hospital/Regd. Medical Practitioner,

{(x) pPower to recall from loaave:s

'An employee already on leave may be récalled by the a
authority granting leave when it considers the recall necessary
in the interest of the Corporation.

(xi) Authority to sanction leave:

d;«

The authority to sanction leave of all kinds shall be
the Managing Director or such officer/officers as may be
authorised by him.

N
(xii) Absence without leave:

An employee shalljnot'abaent Himself without leave
beyond the period of leave originally granted or subsequently
extended. If an employee remains sbsent without prior permission,
he will be marked absent in the attendance register and it will

render him liable to disciplinary action.

X ;X§§gii)8reak in service:
AN ]

Extra-ordinary leave will had to break invservicé if it
is on ground other than mediaal.
g (iv) 2 ication for leaves
e 2XEY) Zpplics |

(a) An employee requiring to take lcave shall apply ~

in the prescribed leave application form.

(b) Application for leave uptc 7 days shall reach
the Personnel Department at least 3 days before‘commencement
of the leave. '

(¢) Application for leave for more than 7 days shall |
be made at least 7 days before the date from which the leagve

is required.
(d) Sub~-rule(b) and (c) above may not be applicable

in casc of leave on medical ground.,

B SRS e
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{e) An employee who desires to extend his leave shall

apply to the leave granting autbority giving him sufficient
|
sime to communicate his decision before the b\pxry *f leave

zriginally sanctioned. Casual leave, however, Ciﬂﬂ@t ‘be

3C{:nciea EE?EHEIEEEwEErmissible‘limit of 10 days.
A

£f) The application for any kind of leave on medical
ground shall have to be accompanicd with a Medical Certlflcate
from a Govt. Medical folcen(gurgpon.or Physician of a Govt.
Jospital/Regd. Medical Practitioner, |

{xv) Provision for officers/staff appcinted
cn Speciil terms:

L

fcen

Officer/gstaff on dcpututluﬁ or contract basis will be governed

in the matter of lcave by such niles as are applicable to them

by Spccial terms and conditions under which thelr services are

sy Lhe Corporation.

Leave Sialary:

(2) An employee on Earned Leave will be entitled to leave

salary at the rate of monthly pay which was being drawn by him

on the date prior to his proceedlng on leave.

() An employee on Half Pay Leave or leave not due will

pe entitled to leave salary equal to half the amount specified

in sub-rule(a) above.

(@) an employee on.g commut@d leave will be entitled to

leave salary Lqual‘tqﬁthc amcunt admissible under oub—*LWQ(b)

above,

(@) »n employee on extra-ordinary leave 1s not entitled to

. any leave salary.

(¢) An employee on sﬁudy 1eave will be entitled to leave

salary equal to half the amount specified in Sub-rule(a) zbove.

------- (f) nn cmployce on Special Leave is ‘entitled to leave

gzlary as admissible under sub-rule(a) above.

Interpretation:

Th case of any doubt regarding the interpretation

of application of thoese rulcey, 1€ should be roferred to the

Managing Dircctor whose decision will be final and binding.

*

rmendrnent

The Ruleés contained herein above are subject to

amendmont/modification by the noard of Directors of the

Corporation, as and when it considers necessary.



ANNEXURE "an

X See Rule 4.3(s) ‘%
X

Know all men by these presents that I, sSri

resident of

in the District of at present employed as

in Assam Industrial

Development Corporation Ltd. Q. hereby bing myself, my heirs, o -

€xecutors and administratostg P3y to Assam Industrial Development
Corporation Ltd. having its Registered office at R.G.Barua Road,
Guwahati-24 (hereinafter referead to as "Corporation) un demand
and without demur the sum of Rs, (Rupees

: )only together with interest theseon
: Fﬁ@ from the date of demand at Government rates for the time being
in force on Government_loans or, if payment is made in a

Ccountry other than India, the equivalent of the said amount in the
currency of that country converted to official rate of exchange

between that caintry and India .and together with all costs between

wsuthortty nd client and all charges and expenses that shall and

miy have been incurred by the Corporation.

b
Ahereas the above boumden

is granted study leave by the Corporatio;

And whereas fur the better protection of the
. Corporation the above bounden has agreed to execute this,juh such
T, condition as hereunder is writtens;
- Nbw the condition of the above written obligation is
that in the event of the above bounden

interrupting his course of study or training to suit
his own convenience Or changing the programme of study or training

approved from time to time, or resigning or retiring from service
without returning to duty after the expiry or termination of

thc puflod of Study Loave or Y time during a period of three
yesrs after his return to duty he shall forthwith pPay to the
Corporation on demand and without demur the said sum of

. (Rupees

) only together with interest thereon from the date

* ' (Cmtd...-z/->



demand ¥ Government rates for the time being in force for

r e 4 44

€
oot

Covernment loans:

And upon the above bounden

making such payment the above written

bligation shall be void and of no effect, otherwise it shall be

and remain in full foree and virtuce.

Signed and delivercd by the above bounden

this day of

one thausand nine hundred and nincty .
In presence of
La Accepted

for and on behalf of the

Corporation.
2

.Q.0.0""...0.',.’.08!‘!.
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— AN NEXURE ! s
ESee Rule 4.8(5)m§

Bond to pp EXecuted by tomporary employee
ing on leave,

Friow .11 Hen by thege Presents thgt we
—————

| : Ttsident of______~

§ in the District of at present employed
f i —§““‘_§--N““I;~§;g;;h&ndustrial Development
f CO;;;;;z;;;~ZZST?E:;;;;:;Z;;~;SESE}ed to as tHe‘obligor')dnd

j Sri Son of

| of ' and sri

] Son of of
—¢ Sureties op his behalf dgo horeby Jjointly

and severally bing ourselves, our Tespective heirs, €Xecutors

Comporation Ltd. having itg Registereq Office at R.G.Barua Roag,
? Guwahati-24(hereinafter'referred to ag 'Corporation) M demand ang

without demur the sum of pg, (Rupees
\ o

__)only together with interest thereeon
trom th.. date of demand at Government rates for the time being

°n Government Yoang or, tf Piyment ig made {n 4 Country Other than
’Indiq, the “Quivalent of the g51q9 dmount in the Durrengy of that
Coant oy CQnductcd 2t the official rate of exChange betwean that
Country ang India ang together with 313 COSts between atorney

and client and al) Charges and EXpenses that shal) and may have
been incurreqg by the éorporation. ’

Wheress the above bounden

1s granteq Study leave by the Corporation,

And wheress for the better Protection of Corporation
the above bounden has agreed to ©Xecute thisg bond with such ¢

'«\i Condition as hereinunder is written;

And whereas Said Sri.
and Sri have agreed to execute this bong
/ 48 surctigeg M behalr of the above bounden__ %

Now. the conditions of the above written Obligation

is that In the event of thoe ibove bounden
’ Lnterrupting his Course of.study or

Lraining tq Sult his ewn Convenience gr changing the programme of

.

stady “bproved from time to time or rcsigning or returning from
Serviee withoyt returing to study or training after the Expiry or
Lermingt iop ©f the period of Study leave OL 3t any time within

2 periocd of three years after his retur to duty he shall forthwith

Lay to Curporition on demand yng R o



