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1. PREAMBLE 

This Handbook indicates the standard procedures and practices of Bangalore Institute of 

Technology (hereinafter referred to as the ‘Institute’) for all students enrolling with the 

Institute for pursuing varied courses. All students must know that it is in cum bent upon 

them to abide by this Code of Ethics and Conduct (hereinafter referred to as the ‘Code’) 

and the rights, responsibilities including the restrictions flowing from it. All Students are 

requested to be well aware with this Code. 

 
2. JURISDICTION 

The Institute shall have the jurisdiction over the conduct of the students associated/ 

enrolled with the Institute and to take notice of all acts of misconduct including incidents 

of ragging or otherwise which are taking place on the Institute campus or in connection 

with the Institute related activities and functions. 

Institute may also exercise jurisdiction over conduct which occurs off-campus violating 

the idealstudent conduct and discipline as laid down in this Policy and other regulations, 

as if the conduct hasoccurred on campus which shall include: 

a) Any violations of the Sexual Harassment Policy of the Institute against other students 

of theInstitute. 

b) Physical assault, threats of violence, or conduct that threatens the health or safety of 

anyperson including other students of the Institute; 

c) Possession or use of weapons, explosives, or destructive devices off campus 

d) Manufacture, sale, or distribution of prohibited drugs, alcohol etc. 

e) Conduct which has a negative impact or constitutes a nuisance to members of the 

surrounding off-campus community. 

 
3. ETHICS ANDCONDUCT 

     This Code shall apply to all kinds of conduct of students that occurs on the Institute 

premises and any off-campus conduct that has or may have serious consequences or 

adverse impact on the Institute’s Interests orreputation. 

 
1. At the time of admission, each student must sign a statement accepting this Code and by 

giving an undertaking that, 

 He/she shall be regular and must complete his/her studies in the Institute. 

 In the event, a student is forced to discontinue studies for any legitimate reason; such a 

student may be relieved from the Institute subject to written consent of the Principal 

and Chairman. 

 As a result of such relieving, the student shall be required to clear pending hostel/mess 

dues and if a student had joined the Institute on a scholarship, the said grant shall be 

revoked. 

 



2. Institute believes in promoting a safe and efficient climate by enforcing behavioral 

standards. All students must uphold academic integrity, respect all persons and their rights 

and property and safety of others;etc. 

3. All students must deter from indulging in any and all forms of misconduct including 

partaking in any activity off-campus which can affect the Institute’s interests and 

reputation substantially. 

4. Any act of discrimination (physical or verbal conduct) based on an individual’s gender, 

caste, race, religion or religious beliefs, colour, region, language, disability, or sexual 

orientation, marital or family status, physical or mental disability, gender identity, etc. 

5. Intentionally damaging or destroying Institute property or property of other students 

and/or faculty members 

6. Any disruptive activity in a classroom or in an event sponsored by the Institute. 

7. Unable to produce the identity card, issued by the Institute, or refusing to produce it on 

demand by campus security guards 

8. Participating in activities including, 

a. Organizing meetings and processions without permission from the Institute. 

b. Accepting membership of religious or terrorist groups banned by the 

Institute/Government of India 

c. Unauthorized possession, carrying or use of any weapon, missiles, 

explosives, or potential weapons, fireworks, contrary to law or policy. 

d. Unauthorized possession or use of harmful chemicals and banned drugs. 

e. Smoking on the campus of the Institute. 

f. Possessing, Consuming, distributing, selling of alcohol in the Institute 

and/or throwing empty bottles on the campus of the Institute. 

g. Parking a vehicle in a no parking zone or in area earmarked for parking 

other type of vehicles. 

h. Rash driving on the campus that may cause any inconvenience to others. 

i. Not disclosing a pre-existing health condition, either physical or 

psychological, this may cause hindrance to the academic progress. 

j. Theft or unauthorized access to others resources. 

k. Misbehavior at the time of student body elections or during any activity of 

the Institute. 

l. Engaging in disorderly, lewd, or indecent conduct, including, but not limited 

to, creating unreasonable noise; pushing and shoving; inciting or 

participating in a riot or group disruption at theInstitute. 

 

1. Students are expected not to interact, on behalf of the Institute, 

with media representatives or invite media persons on to the 

campus without the permission of the Institute authorities. 

2. Students are not permitted to either audio or video record lectures 

in classrooms or actions of other students, faculty, or staff without 

prior permission. 

3. Students are not permitted to provide audio and video clippings of 

any activity on the campus to media without prior permission. 

4. Students are expected to use the social media carefully and 



responsibly. They cannot post derogatory comments about other 

individuals from the Institute on the social media or indulging in 

any such related activities having grave ramifications on the 

reputation of the Institute. 

Theft or abuse of the Institute computers and other electronic 

resources such as computer and electronic communications 

facilities, systems, and services which includes unauthorized 

entry, use, tamper, etc. of Institute property or facilities, private 

residences of staff/ professors etc. offices, classrooms, computers 

networks, and other restricted facilities and interference with the 

work of others is punishable. 

9. Damage to, or destruction of, any property of the Institute, or any 

property of others on the Institute premises. 

10. Making a video/audio recording, taking photographs, or streaming 

audio/video of any person in a location where the person has a 

reasonable expectation of privacy, without that person’s 

knowledge and express consent. 

11. Indulging in any form of Harassment which is defined as a conduct 

that is severe and objectively, a conduct that is motivated on the 

basis of a person’s race, colour, national or ethnicorigin, 

citizenship, sex, religion, age, sexual orientation, gender, gender 

identity, marital status, ancestry, physical or mental disability, 

medical condition, 

BREACH OF CODE OF CONDUCT 

If there is a case against a student for a possible breach of code of conduct, then a 

committee will be formed to recommend a suitable disciplinary action who shall 

inquire into the alleged violation and accordingly suggest the action to be taken 

against the said student. The committee may meet with the student to ascertain the 

misconduct and suggest one or more of the following disciplinary actions based on 

the nature of misconduct. 

1. WARNING- Indicating that the action of the said delinquent 

student was in violation of the Code and any further acts of 

misconduct shall result in severe disciplinary action. 

2. RESTRICTIONS-Reprimanding and restricting access to various 

facilities on the campus for a specified period of time. 

3. COMMUNITYSERVICE-For a specified period of time to be 

extended if need be. However, any future misconduct along with 

failure to comply with any conditions imposed may lead to severe 

disciplinary action, including suspension or expulsion. 

4. EXPULSION - Expulsion of a student from the Institute 

permanently. Indicating prohibition from entering the Institute 

premises or participating in any student related activities or campus 

residences etc. 

5. MONETARYPENALTY-May also include suspension or for 



feature of scholarship/ fellowship for a specific timeperiod. 

6. SUSPENSION- A student may be suspended for a specified period 

of time which will entail prohibition on participating in student 

related activities, classes, programs etc. Additionally, the student 

will be forbidden to use various Institute facilities unless 

permission is obtained from the Competent Authority. Suspension 

may also follow by possible dismissal, along with the following 

additional penalties. 

7. Ineligibility to reapply for admission to the Institute for a period of 

three years, and 

8. With holding the mark sheets or certificate for the courses studied 

or work carried out. 

 
5 APPEALS: 

If the delinquent student is aggrieved by the imposition of any of the fore 

mentioned penalties, he/ she may appeal to the Principal. The Principal may decide 

on one of the following: 

Accept the recommendation of the committee and impose the punishment as 

suggested by the Committee or modify and impose any of the punishments a as 

stipulated in this Code which is commensurate with the gravity of the proved 

misconduct, 

In any case the Chairman’s decision is final and binding in all the cases where 

there is a possible misconduct by a student. 

 
6. ACADEMICINTEGRITY: 

As a premier institution for advanced scientific and technological research and 

education, the Institute values academic integrity and is committed to fostering an 

intellectual and ethical environment based on the principles of academic integrity. 

Academic Integrity encompasses honesty and responsibility and awareness relating 

to ethical standards for the conduct of research and scholarship. The Institute 

believes that in all academic work, the ideas and contributions of others must be 

appropriately acknowledged. Academic integrity is essential for the success of the 

Institute and its research missions, and hence, violations of academic integrity 

constitute a serious offence. 

Scope and Purpose 

This Policy on academic integrity, which forms an integral part of the Code, 

applies to all students at the Institute and is required to adhere to the said policy. 

The purpose of the Policy is twofold: 

To clarify the principles of academic integrity,and 

To provide examples of dishonest conduct and violations of academic integrity 

Failuretoupholdtheseprinciplesofacademicintegritythreatensboththereputationof the 

Institution and the value of the degrees awarded to its students. Every member of 

theInstitutioncommunitythereforebearsaresponsibilityforensuringthatthehighest 

standards of academic integrity areupheld. 



The principles of academic integrity require that astudent, 

Properlyacknowledgesandcitesuseoftheideas,results,materialorwordsof others. 

Properlyacknowledgesallcontributorstoagivenpieceofwork. 

Makes sure that all work submitted as his or her own in a course or other academic 

activity is produced without the aid of impermissible materials or 

impermissiblecollaboration. 

Obtainsalldataorresultsbyethicalmeansandreportsthemaccuratelywithout 

suppressing any results inconsistent with his or her interpretation or conclusions. 

Treatsallotherstudentsinanethicalmanner,respectingtheirintegrityandright to pursue 

their educational goals without interference. This requires that a student neither 

facilitates academic dishonesty by others nor obstructs their academicprogress. 

1. Violations of this policy include, but are not limitedto: 

a) Plagiarismmeanstheuseofmaterial,ideas,figures,codeordataaso

ne’sown,without appropriately acknowledging the original 

source. This may involve submission of material, verbatim or 

paraphrased, that is authored by another person or published 

earlier by oneself. Examples of plagiarisminclude: 

 Reproducing, in whole or part, text/sentences from a report, 

book, project, publication or theinternet. 

 Reproducingone’sownpreviouslypublisheddata,illustrations,

figures,images, or someone else’s data,etc. 

 Taking material from class-notes or incorporating material 

from the internet graphs, drawings, photographs, diagrams, 

tables, spreadsheets, computer programs, or other non-

textual material from other sources into one’s class reports, 

presentations, manuscripts, research papers or project 

without proper attribution. 

 Self plagiarism which constitutes copying verbatim from 

one's own earlier published work in a journal or conference 

proceedings without appropriate citations. 

 Submittingapurchasedordownloadedtermpaperorothermateri

alstosatisfya courserequirement. 

 Paraphrasingorchanginganauthor’swordsorstylewithoutcitation. 

b) Cheating .Cheating includes, but is not limited to: 

Copying during examinations, and copying of homework 

assignments, term papers, theses ormanuscripts 

Allowing or facilitating copying, or writing a report or taking 

examination for someone else 

 Using unauthorized material, copying, collaborating when 

not authorized, and purchasing or borrowing papers or 

material from various sources. 

 Fabricating (making up) or falsifying (manipulating) data 

and reporting the min project and publications. 

 Creating sources, or citations that do notexist 



 Alteringpreviouslyevaluatedandre-submittingtheworkforre-

evaluation 

 Signing another student’s name on an assignment, report, 

research paper, project or attendancesheet 

c) ConflictofInterest:Aclashofpersonalorprivateinterestswithprof

essionalactivities 

canleadtoapotentialconflictofinterest,indiverseactivitiessuchas

teaching,research, 

publication,workingoncommittees,researchfundingandconsult

ancy.Itisnecessary to protect actual professional 

independence, objectivity and commitment, and also to 

avoidanappearanceofanyimproprietyarisingfromconflictsofint

erest. 

Conflictofinterestisnotrestrictedtopersonalfinancialgain;itexte

ndstoalargegamut of professional academic activities 

including peer reviewing, serving on various committees, 

which may, for example, oversee funding or give recognition, 

as well as influencing publicpolicy. 

To promote transparency and enhance credibility, potential 

conflicts of interests must be disclosed in writing to 

appropriate authorities, so that a considered decision can be 

made on a case-by-case basis. Some additional information is 

available also in the section below dealing with resources. 

Guidelinesforacademicconductareprovidedbelowtoguardagain

stnegligenceaswell as deliberate dishonesty: 

 Use proper methodology for experiments and computational 

work.Accurately describe and compiledata. 

 Carefullyrecordandsaveprimaryandsecondarydatasuchasorig

inalpictures, instrument data readouts, laboratory notebooks, 

and computer folders. There 

shouldbeminimaldigitalmanipulationofimages/photos;theori

ginalversion 

 Should be saved for later scrutiny, if required, and the 

changes made should be clearly described. 

 Ensure robust reproducibility and statistical analysis of 

experiments and simulations. It is important to be truthful 

about the data and not to omit some data points to make an 

impressive figure (commonly known as “cherry picking”). 

 Laboratory notes must be well maintained in bound 

notebooks with printed page numbers to enable checking 

later during publications or patenting. Date should be 

indicated on eachpage. 

 Writeclearlyinyourownwords.Itisnecessarytoresistthetemptat

ionto“copy and paste” from the Internet or other sources for 



class assignments, manuscripts and project. 

Give due credit to previous reports, methods, computer programs, etc. with 

appropriate citations. Material taken from your own published work should also be 

cited; as mentioned above, it will be considered self-plagiarism otherwise. 

2. IndividualandCollectiveResponsibility:Theresponsibilityvarieswiththeroleon
eplays. 

a) Studentroles:Beforesubmittingaprojecttothedepartment,the

studentisresponsible 

forcheckingtheprojectforplagiarismusingsoftwarethatisavail

ableontheweb(see resources below). In addition, the student 

should undertake that he/she is aware ofthe 

academicguidelinesoftheInstitute,hascheckedthedocumentf

orplagiarism,andthat theprojectisoriginalwork.Aweb-

checkdoesnotnecessarilyruleoutplagiarism.Ifa student 

observes or becomes aware of any violations of the 

academic integrity policy 

he/sheisstronglyencouragedtoreportthemisconductinatimely

manner. 

b) Faculty roles: Faculty members should ensure that proper 

methods are followed for experiments, computations and 

theoretical developments, and that data are properly 

recorded and saved for future reference. In addition, they 

should review manuscripts and theses carefully. Faculty 

members are also responsible for ensuring personal 

compliancewiththeabovebroadissuesrelatingtoacademicinte

grity.Facultymembers 

areexpectedtoinformstudentsoftheInstitute’sacademicintegri

typolicywithintheir 

specificcourses,toensureminimalacademicdishonesty,andtor

espondappropriately and timely to violations of 

academicintegrity. 

7. ANTI-RAGGING 

The Institute has a coherent and an effective anti-ragging policy in place 

which is based on the ‘UGC Regulation on Curbing the Menace of Ragging 

in Higher Educational Institutions, 2009 [here in after referred to as the 

‘UGC Regulations’]’.The UGC Regulations have been framed in view of 

the directions issued by the Hon’ble Supreme Court of India to prevent 

and prohibit ragging in all Indian Educational Institutions and Colleges. 

The said UGC Regulations shall apply and is to the Institute and the 

students are requested kindly to 

1. Ragging constitutes one or more of the followingacts: 

a. any conduct by any student or students whether by words 

spoken or written or by an act which has the effect of 

teasing, treating or handling with rudeness any student; 

Indulging in rowdy or undisciplined activities by any 



student or students which causes or is likely to cause 

annoyance, hardship, physical or psychological harmer to 

raise fear or apprehension thereof in any other student; 

a. asking any student to do any act which such student will 

not in the ordinary course do and which has the effect of 

causing or generating a sense of shame, or torment or 

embarrassment so as to adversely affect the physique or 

psyche of such a student; 

b. any act by a senior student that prevents, disrupts or 

disturbs the regular academic activity of anystudent; 

c. exploiting the services of a student for completing the 

academic tasks assigned to an individual or a group of 

students; 

d. any act of financial extortion or forceful expenditure 

burden put on a student by other students; 

e. any act of physical abuse including all variants of it: sexual 

abuse, stripping, forcing obscene and lewd acts, gestures, 

causing bodily harm or any other danger to health or 

person; any act or abuse by spoken words, emails, post, 

public insults which would also include deriving perverted 

pleasure, vicarious or sadistic thrill from actively or 

passively participating in the discomfiture to any other 

student; 

b. Any act that affects the mental health and self-confidence 

of any other student with or without an intent to derive a 

sadistic pleasure or showing off power, authority or 

superiority by a student over any otherstudent. 

2. ANTI-RAGGING COMMITTEE: 

The Anti-Ragging Committee, as constituted by the Principal and 

headed by students affairs advisors shall examine all complaints of 

anti-ragging and come out with recommendation based on the 

nature of the incident. The committee shall be headed by student’s 

affairs advisors, and can have as its members, the Deans, Student 

Counselors, Faculty Advisors, Chair person of the concerned 

Department. 

 
3. ANTI-RAGGING SQUAD 

To render assistance to students, an Anti-Ragging Squad, which is 

a smaller body so been constituted consisting of various members 

of the campus community. The said Squad shall keep a vigil on 

ragging incidents taking place in the community and undertake 

patrolling functions. Students may not that the Squad is active and 

alert at all times and are empowered to inspect places of potential 

ragging, and also make surprise raids in hostels and other hot spots 



in the Institute. The Squad canal so investigate incidents of ragging 

and make recommendations to the Anti-Ragging Committee and 

shall work under the guidance of the Anti-Ragging Committee. 

4. Astudentfoundguiltybythecommitteewillattractoneormoreofthefoll

owingpunishments, as imposed by the Anti-RaggingCommittee: 

a. Suspension from attending classes and academicprivileges. 

b. Withholding/ withdrawing scholarship/ fellowship and otherbenefits. 

c. Debarringfromappearinginanytest/examinationorotherevaluationproc

ess. 

d. Withholdingresults. 

e. Debarring from undertaking any collaborative work or 

attending national or international 

conferences/symposia/meeting to present his/her 

researchwork. 

f. Suspension/ expulsion from the hostels andmess. 

g. Cancellation ofadmission. 

h. Expulsion from the institution and consequent debarring 

from admission to any other institution for a 

specifiedperiod. 

i. Incaseswherethepersonscommittingorabettingtheactofraggi

ngarenotidentified, the institute shall resort to 

collectivepunishment. 

j. Ifneedbe,inviewoftheintensityoftheactofraggingcommitted,

aFirstInformation 

Report(FIR)shallbefiledbytheInstitutewiththelocalpolice 

authorities. 

 
The Anti-Ragging Committee of the Institute shall take appropriate 

decision, including imposition of punishment, depending on the 

facts and circumstances of each incident of ragging and nature and 

gravity of the incident of ragging. 

5. AnAppealagainsttheanyoftheordersofpunishmentenumeratedhereinabovesha

lllieto: 

a. In case of an order of an institution, affiliated to or 

constituent part, of the Institute, to the Principal of 

theInstitute. 

SEXUALHARASSMENT 

Sexual harassment is gender-based verbal or physical conduct (male/female, 

female/male, or same-sex) that has the purpose or effect of either unreasonably 

interfering with an individual’s work or academic performance or creates an 

intimidating, hostile, or offensive working or educational environment. 

Acts amounting to Sexual Harassment 



• Unwantedphysicalcontactandadvance.Standingtooclose/ogling/suggestivegestures. 

• Ademandorrequestforsexualfavours/unwelcomecomments/sexualepithets 

• Exposingthevictimtopornographicmaterial:audioorvisualorBOTHorprint 

• Anyotherunwelcomephysical,verbalornon-verbalconductofsexualnature 

Medium of conducting Sexual Harassment 

A person can be guilty of sexual harassment if any unwelcome sexually 

determined behavior is committed through any of the following ways: 

• Comments 

• Remarks 

• Jokes 

• Letters 

• Phonecalls 

• Emails 

• Chats on any electronic medium like whatsApp, twitter, facebook,etc. 

• Gestures 

• Remarks 

• Showing of pornographyclipping 

• Luridstares 

• Physicalcontact 

• Molestation 

• Stalking 

• Sounds or display of a derogatorynature 

• Any other understandablemedium 

 
Sexual Exploitation 

Sexual exploitation is when someone takes non-consensual or abusive sexual 

advantage of another for his/her own advantage or benefit or to benefit anyone 

other than the one being exploited. Examples include non-consensual electronically 

recording, photographing or transmitting intimate or sexual utterances, sounds or 

images without the knowledge and consent of all parties involved and voyeurism 

(spying on others who are in intimate or sexual situations). 

 
Sexual Intimidation 

Sexual intimidation involves threatening another with an on-consensual exact such 

as engaging in decent exposure. Violence against another person can take many 

forms. Violence, in the context of this policy, includes domestic violence, dating 

violence andstalking. 

 
Domestic Violence 

Domestic violence is a pattern of abusive behavior in any relationship that is used 

by one partner to gain or maintain power and control over another intimate partner. 

 
 Dating Violence 



Dating violence is a violent act committed by a person who is or has been in 

asocial relationship of a romantic or intimate nature with the victim. 

Stalking 

Stalking is a pattern of repeated and unwanted attention, harassment, contact or any 

other course of conduct directed at a specific person that would cause a reasonable 

person to feel fear. 

ASSISTANCE BY COLLEGE 

Inordertofosterafearlessenvironment,theCOLLEGEshalltakeproactivestepsin 

preventingsexualharassmentandresolvingdisputesoftheabovesaidnature. 

 

 To provide counseling services to thecomplainant 

 To undertake workshops and training programmes at regular 

intervals. 

 Sensitizingthestudents,facultymembersandemployeesregardingthes

exualharassmentguidelines 

 To pursue the complaint and the safety of thecomplainant 

 To assure confidentiality of thecase 

 ToformtheInternalComplaintsCommitteetodealwiththecasesrelatin

gtoSexual 

 Harassment 

 ToinformthemembersabouttheInternalComplaintsCommitteebydis

playingthesame 

 at conspicuous place 

 ProvidenecessaryfacilitiestotheInternalCommitteeasthecasemaybe,

fordealingwith the complaint and conductinginquiry; 

 AssistinsecuringtheattendanceofrespondentandwitnessesbeforetheI

nternal CommitteeortheLocalCommittee,asthecasemaybe; 

 MakeavailablesuchinformationtotheInternalCommitteeasthecasema

ybe,asitmay Require 

 
Redressal Proces0073 

 Any employee/student who feels and is being sexually harassed 

directly or indirectly may 

submitacomplaintoftheallegedincidenttoanymemberoftheCommitte

einwritingwithher signature within 10 days of occurrence 

ofincident. 

 The Committee will maintain a register to endorse the complaint 

received by it and keep the 

contentsconfidential,ifitissodesired,excepttousethesamefordiscreeti



nvestigation. 

 TheCommitteewillholdameetingwiththecomplainantwithinfivedays

ofthereceiptofthe complaint, but not later than a week in anycase. 

 At the first meeting, the Committee members shall hear the 

complainant and record her allegations. The complainant can also 

submit any corroborative material with a documentary proof, oral 

or written material etc. to substantiate hercomplaint. 

 Thereafter,thepersonagainstwhomcomplaintismademaybecalledfor

adepositionbefore 

theCommitteeandanopportunitywillbegiventohimtogiveanexplanati

on,whereafter,an “Enquiry” shall beconducted. 

 In the event, the complaint does not fall under the purview of 

Sexual Harassment or the complaint does not mean an offence of 

Sexual Harassment, the same would be dropped after recording the 

reasonsthereof. 

 In case the complaint is found to be false, the complainant shall, if 

deemed fit, be liable for appropriate disciplinary action by 

theManagement. 

STUDENT GRIEVANCE PROCEDURE 

Any student of the Institute aggrieved by any acts of sexual harassment, 

misconduct or ragging as defined and summarized hereinabove can 

approach the Student Grievance Redressal cell at the Institute. Further, any 

student who is aware of any violations must report the same to the Cell. 

The Cell 

shallconsistofmembersasappointedbythePrincipal.Saidgrievancemustbein

writingandshouldbe made within 60 days from the day of the alleged 

violation. The Cell shall take cognizance of the grievance and inform the 

Committee formed to enforce this Code or the Internal Complaints 

Committee, in cases of any sexual harassmentcomplaints. 

 
8. STUDENT PARTICIPATION INGOVERNANCE 

As Students are members of the Institute, they have a substantial interest 

in the governance of the Institute. The Code, policies and the varied 

procedures laid down herein intends that the principle of student 

involvement in governance in both administrative and academic areas is 

essential and it is 

pivotalthatStudentsmustbe,atalljunctures,beencouragedtoputforththeirview

sandadvice,foran 

informeddecisionmaking.StudentParticipationisencouragedandmustbestren

gthenedthroughthe 

involvementofstudentsinalllevels.Therefore,allstudentswhoareapartoftheIn

stituteandwhoare going to be enrolled in the Institute are advised to uphold 



the policy and inform the Institute of any 

violationsandassistindividuallyandcollectivelytoimprovethequalityandeffe

ctivenessofthisCode and appendedpolicies. 

Annexure A -LIBRARY RULES AND REGULATIONS 

 
1. All library users are required to enter their names and sign the register 

provided at the entrance. 

2. Students can borrow certain number of books, periodicals (other than the 

current issue), CDs for a certain period of time as stipulated and 

communicated by theLibrarian. 

3. Students can borrow one book for internal use, subject to the condition that 

they return the book on the same day ofissue. 

4. Library books are required to be returned by the student on or before the due 

date. A fine will be levied after the expiry of the due date. All issued books 

must be returned and library fines (if any) must be settled ontime. 

5. Borrowers shall replace lost or damaged library materials with new versions 

of thesame. 

6. Renewals of library book and of the educational materials are generally 

allowed if no reservation has been made for thesame. 

7. Personal items, for example books, folders, files, blazer, jerkins, overcoats, 

etc. are not allowed in thelibrary. 

8. Case studies and project reports will not be issued to students and are for 

library reference purposeonly. 

9. Library users are expected to maintain silence at all times in the library. Cell 

phones and their useprohibited. 

10. Library users should present their identity card for the borrowing or renewal 

of library material. The Librarian reserves the right to deny the issuance or 

renewal of library materials where the identity card is not presented by 

thestudent. 

11. Marking of any kind, underlining, writing on books, and defacing any 

publication are strictly prohibited and if defaced, the item must be replaced 

with a newone. 

12. Smoking anywhere inside the library premises is prohibited as is the 

consumption of food andrefreshments. 

13. The membership of the library is nottransferable. 

14. Books or journals removed from the shelves should not be replaced on the 

shelves but should be left on thetable. 

15. All library users are expected to read the notice board or browse the library 

website for library timings and otherservices. 

16. The librarian reserves the right to refuse admission to any student violating 

the rules and regulations of thelibrary. 

17. Students are requested to maintain the dress code of the Institution while 



they are in the library. 

18. Students should return all the borrowed items from the library, clear all fines 

and return the library ID card before leaving theInstitution. 

Annexure B -COMPUTER LAB RULES AND 

REGULATIONS 
A. Entry/Exit 

i. Only students, faculty and staff of Institution are allowed inside the 

computerlab. 

ii. Visitors are allowed inside the lab only and with prior permission from the 

appropriate authorities. 

iii. Students are required to sign the register at the time of entry and exit from 

the computerlab. 

iv. Students should be dressed in a formal attire (as per the dress code 

stipulation of the Institution) to gain entry into the lab during workinghours. 

v. Any kind of footwear inside the lab is strictlyprohibited. 

vi. Students shall not carry any storage device such as CDs without prior 

permission from authorized personnel, and the details of the contents in the 

pen drive, the CDs or any other storage device is required to be registered 

with the staff at the lab. Failure to observe this rule will result in the student 

being barred from using the lab for the remaining part of thecourse. 

B. Inside theLab 

i. Students have to maintain silence at all times in thelab. 

ii. Students will occupy the computer systems as identified by thelab-in-charge. 

iii. Students will login with their username andpassword. 

iv. Where the students have carried storage devices such as pen drives CDs the 

same will be tested for any presence of computer viruses or any other 

undesirablecontent. 

v. Students should not attempt to access ITservers. 

vi. Students shall not indulge in the hacking or retrieval of sensitive information; 

destruction of data or Computer programs from computers and IT servers 

located in the Computer lab, or anywhere else on the educational campus 

machines as well asserver. 

vii. The Internet facility at the Institution is provided purely for academic 

purposes and knowledge acquisition. Students will not use this facility for 

sending unproductive, provocative or illegal electronic mails or indulge in 

undesirable Webchatting. 

viii. Whenever a student has copied any data or Computer program from the 

Computer system, the same should be shown to the lab-in-charge for 

verification orapproval. 

ix. The lab-in-charge, system administrators inside the Computer lab or the 

Institution is not responsible for the loss of any personal property of 

thestudents. 



x. Beverages and food are prohibited inside the Computerlab. 

       Mobile phones are prohibited in the Computer lab. The violation of the rule 

will result in the confiscation of the instrument and the expulsion of the 

student from the lab. The instrument will be returned of the student only at 

the end of the course. 

xi. Chatting and talking is prohibited in all the Computer labs of theInstitution. 

xii. Students are prohibited from visiting any sites that do not add learning value 

or areillegal. 

xiii. Students should use the computer lab only for academic learning. Activities 

of the students on the campus network tracked using monitoring software for 

regulation purposes. 

Annexure C - STUDENT CODE OF CONDUCT FOR LABORATORY 

AND WORKSHOP CLASSES 

 
i. Students are to report for the required laboratory and workshop sessions 

ontime. 

ii. Students are required to wear laboratory/workshop uniforms as prescribed 

by the institution. Care should be taken by the students to wear heavy duty 

shoes to prevent accidents in  the workshop. 

iii. All Laboratory equipment/workshop machinery/appliances/chemicals need 

to be handled with care by thestudents. 

iv. Students must intimate the faculty laboratory assistant/workshop assistant of 

any breakages or malfunctioning equipment immediately and as and when it 

isnoticed. 

v. Any damage caused to equipment/machinery/appliances will be recovered 

by the Institution from the concernedstudent/students. 

vi. Students should adhere to the instructions given by the faculty/laboratory 

technician/workshop technician during the laboratoryclass. 

vii. Students are required to report to the laboratory/workshop sessions with 

their record notebooks and must proceed to work silently on their 

experiments, either individually or in designated groups. Any unruly 

behavior such as, unnecessary talking in the laboratory/ Workshop is 

strictlyprohibited. 

viii. All materials used in the laboratory/workshop are the property of the 

Institution and should not be taken out of the laboratory/workshop except 

under the guidance of a faculty member in charge and with the permission 

of the Head of theDepartment. 

ix. Students absenting themselves from laboratory/workshop session cannot 

claim to be permitted to re-do the experiments as a matter of right. The 

discretion/decision of the Head of the Department will be final in thiscase. 
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BANGALORE INSTITUTE OF TECHNOLOGY 

Recruitment Policies: 

  Bangalore Institute of Technology (BIT) Service rules are constituted by Rajya 

Vokkaligara Sangha. The service rules are made available for all the employees of the 

organisation. The service rules are under the guidelines of AICTE, affiliating University and 

Government of Karnataka. The establishment section maintains Service Book for every staff 

members. Being an affiliated and accredited Institution operating process is defined for all 

the activities of the institution. The Recruitment Procedure for the appointment of teaching 

faculty is presented below. 

 Staff requirement details will be collected from the HODs through prescribed format 

during the academic year and will be placed before the management approval to 

advertise in the newspapers. 

 Advertisement will be given in Hindu newspapers by mentioning qualifications 

Experience etc. 

 After receiving the applications/resumes, it will be scrutinized and shortlisted. 

 Shortlisted candidates will be called for interview on the prescribed date. 

 The Committee prepares the merit List (Selection List) 

 A letter signed by principal shall be issued to the selected candidate (In case of delay 

in obtaining signature of the president).The president of the Sangha shall issue 

Appointment Order. The candidate will meet the principal and report to duty within 

the specified joining date as mentioned in the letter signed by the Principal/ 

President and submit all his/her original documents to the  Office. In case the 

candidate requests for an extension of joining period, the same shall be examined by 

the principal suitable decision will be conveyed to the candidate. In case, the chosen 

candidate does not report within the prescribed time, his/her appointment stand 

cancelled and a fresh Appointment order is issued to the waitlisted candidate. 

 The HOD will be informed about the reporting of duty 
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 Name of the staff who has joined will be informed to the Library, Transportation 

section and hostels. 

Procedure: 

The vision of BIT is “Promoting prosperity of mankind by augmenting human resource 

capital through quality Technical Education and Training”. This translates into an 

organizational goal to identify, recruit and retain highly qualified, talented and diverse 

faculty/staff for the positions in all academic fields. 

The recruitment of faculty/staff is a crucial activity at BIT. The board of appointment 

(BOA) was constituted specifically for governing the recruitment procedure. 

The process of recruitment includes: 

1. Search for prospective candidates 

2. Short listing of prospective candidates 

3. Preliminary interview (for entry level positions only) 

4. Final interview with the BOA 

1. Search for prospective candidates 

1.1 The search or prospective candidates is implemented in the following two ways 

simultaneously:    

 Advertisements are placed in the leading Kannada and English dailies listing 

the open positions  

 The details of the open positions like eligibility criterion, scales of pay and 

other conditions are displayed on the BIT website 

The candidates have to satisfy the eligibility criterion to facilitate further consideration of 

their candidature. 

1.2 Application procedures:  

 Application form can be obtained from the college office by paying the prescribed 

fee in DD. The application can also be downloaded from the website. DD for the 

prescribed fees drawn in favor of the Principal, BIT, payable at Bangalore should be 

enclosed. 
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 Retired personnel from teaching/industry and R & D are encouraged to apply for the 

posts. 

 The duly filled application along with required enclosures should reach the central 

office (BIT) on are before the prescribed last date.  

   The application should include all the relevant authenticated data regarding age, academic 

qualifications with Class/Grades, experience, post held, publication list, statement of teaching 

interests, phone No, Email ID and the names of three referees (with contact information) 

together with attested copies of certificates and Marks cards(of all the years/semesters) etc., in 

duplicate ( in two sets) 

 Separate applications are to be submitted in the event of candidates applying for 

more than one category of post. 

 Candidates who had applied for the same posts before have to apply afresh again 

 All appointments will be on probation not being less than two years as per relevant 

rules. 

 The age limit is as per the Karnataka civil Service (General Recruitment) Rules and 

subsequent orders in force and is relax able to the extent as provided in the said 

rules and also in respect of retired candidates. 

2. Short listing of  Prospective candidates: 

Applications, when received, are organized, relevant information summarized, and sent 

to the respective HOD by the central office (BIT) for short listing. The objective of short 

listing is two folds:- 

2.1 To reject applications that do not meet eligibility criteria 

2.2 To shortlist the candidates from the remaining list so that the number of candidates to 

be called for interview with the BOA remains within manageable limits. 

Usually, primary concerns at this stage are the educational background, previous experience 

and research activities done by the candidate. The concerned HOD shortlists the candidates 

based on the requirements of the respective department. The resumes of the shortlisted 

candidates are further ranked in the order of merits by the concerned HOD and sent to the 
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central office along with their comments and observations for the next level of the recruitment 

process.  

3. Preliminary Interview (for entry level positions only): 

Initially the candidates applying for the entry positions will be screened by the BOA sub-

committee. The BOA Subcommittee conducts the preliminary interview of the shortlisted 

candidates to evaluate them for their suitability and to ensure that the prospective candidates 

have the requisites skills and confidence in their respective domain. 

During this round, the subcommittee members get an opportunity to assess the candidates 

better and the candidates get an opportunity to familiarize themselves with the college. Once 

this round concludes, the resumes of all the eligible candidates are forwarded to the BOA for 

the final round of interview. 

4. Final Interview with the BOA 

The BOA conducts the final round of interviews with the shortlisted candidates. The successful 

candidates are issued offer letters with a 15 days’ time frame to accept the offer. After 

receiving acceptance letters from the candidates, appointment orders are issued to them. 

Note: All the meetings/interviews are scheduled in consultation with the head of the 

Institution, BIT. 

5. Qualification /Experience/ Pay scale for faculty & staff: 

5.1 Minimum Qualification and Experience prescribed  for faculty of Engineering / MBA / 

MCA / as per AICTE (all India Council for Technical Education) norms. 

5.2 Minimum Qualification and experience prescribed for faculty of Architecture as per 

COA (COUNCIL OF ARCHITECTURE) norms. 

5.3 Scale of pay for faculty of Engineering /Architecture /MBA & MCA as per AICTE norms. 

5.4 Minimum Qualification and Experience prescribed for Non-Teaching (Technical & 

Administrative) staff as per State Government /C&R Rules. 

5.5 Scale of pay for Non-Teaching (Technical & Administrative) Staff as per state 

Government / C&R Rules. 
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Working hours & Punctuality 

 

1. Working hours of the college shall be subject to change as per the requirement of the college 

and will be finalised by the Principal from time to time. 

2. Every teacher shall sign the attendance register twice a day, on all working days at: 

  (a) Start of the college (at the principal office) 

 (b) Staff movement register-If moving out of campus. 

3. Signing after the prescribed time of commencement will be treated as late. Five such late 

arrival in a month cause deduction of half day salary from the monthly salary bill. 

4. Missing to punch while leaving the college in the evening will be treated as a half leave on 

that day. 

Note: Under unavoidable circumstances a staff member may leave the college before college 

timing by sending a written request to the principal through HOD and the same is submitted to 

the Bio-metric device custodian. 

5. It is obligatory for the staff to remain present in the campus throughout the day. Any 

absence from the campus for more than one hour will entail half day leave going out of campus 

for college work or other genuine reason with the permission of the HOD is permissible. 
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Sanction of Leave 

 

1. Staff Members are entitled to avail a maximum of 15 Casual Leaves (CL) in a calendar year 

(maximum of 2 CLs per month). HOD/Principal is not allowing any staff to avail more than 2 CL 

per month. Application for leave by a faculty / staff should be made to the HOD. Desiring leave 

should get it cleared from the Principal/HOD for sanction. 

2. Leave should not be sanctioned an important task such as preparation for inspection or other 

works like arranging admission of students. 

3. The HOD should confirm before the recommendation of leave whether the work allotted to 

the staff such as, labs, alternate arrangement or any other work is done. 

4. Application for any kind of leave shall be addressed to the principal and should be submitted 

to the class teacher, who recommends to the HOD and submits the same to the principal of the 

HODs recommendation. 

5. Request on phone for the sanction of leave will not entertain. In case of emergency request 

for CL may be considered provided leave application should reach the principal before 12 noon 

on the same day and the same to be forwarded to biometric in charge. 

6. Attendance on national festivals like independence day, republic day etc., is obligatory 

absence on such occasion shall be treated as LWP. 

7. Any programmes or functions conducted by the college or department must be attended by 

the staff members without fail and it will not be considered as holiday.  
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Classroom Performance 

1) The teacher shall plan and prepare the lecture according to the lesson plan format. 

2) He / she shall encourage the students to be interactive during the lecture. 

3) He / She shall be in the class-room for the stipulated period.  

4) He / She shall create healthy learning environment in the classroom. 

5) He / She shall establish eye contact with every student. 

6) If any student in the class-room misbehaves are creates nuisance, the teacher shall not 

initiate any action on his own, but he/she shall report it to the HOD for needful action. 

7) Use of proper teaching aids such as glass boards, OHP, LCD etc., to make teaching more 

interesting. 

8) Practical in charge staff must conduct practical for the whole three hours duration, one 

hour for explanation, two hours for practical if any student completes the experiments  

early he or she should be involved in other activities like viva-voce, report writing, 

repetition of the  experiments if need be. 

9) He/she shall submit comprehensive notes before three weeks from the start of the 

semester to HOD and HOD will submit to Principal. Both HOD and Principal shall 

evaluate the effectiveness of the notes material.  Notes prepared by a teacher should be 

cross checked and only after correctness and effectiveness is observed, notes to be 

supplied to the students. 
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Syllabus Completion 

1) Every semester should start at least 2 weeks before the commencement date notified 

by the University. 

2) The teacher shall complete theory syllabus (100% 160 marks ) for each and every  

semester, in all subject allotted to him by engaging a minimum of 52 hours (duration as 

per VTU Syllabus) of teaching per theory subject per semester as prescribed by V.T.U. 

3) He/She shall conduct extra classes on Saturday / free slots in working days to make good 

the loss of teaching hours due to Holidays, Leaves, SCL & OOD (On Office duty) etc., 

Govt./Non. Govt. Holidays. 

4) He/ She shall complete all the experiments prescribed by the University for each 

semester. 

5) He / She shall deal the subject in accordance with the weightage of marks in the VTU 

question papers / models. (Shall solve some previous semester exam papers). 

6) The teacher shall give equal emphasis on theory as well as numerical problems (if any) 

and the subject concepts. 

7) The teacher shall prepare lesson plans for every semester according to formats, and 

display the same on the department notice board as mention below and submit a copy 

of the same to the HOD and Principal. 

(a) For the first internal assessment test 80 marks (50%) of Syllabus must be completed. 

(b) For the second internal assessment test additional 80 marks (50%) syllabus to be 

completed. 

(c) No option for third internal test (except in genuine cases, which should not exceed 

more than 10% of the total absent students who had remained absent for any one 

of the first two test). 

8) Twice in a semester the teacher shall submit the status of syllabus signed by him / her to 

the academic coordinator. The HOD may cross check status of syllabus through the 

student and report the same to the principal. If principal feels it necessary, can cross 

check the status of syllabus with students. 

9) In addition to the HOD the task of completion of syllabus and the priority of taking 

important chapter on which further study is based.  
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Internal Assessment Tests and University Examinations 

 

1. Preliminary requirement : 

The teacher should assess day to day work of each of the students, so that the students 

feel comfortable to answer the I.A test and University exam. 

2. Based on the syllabus covered, the teacher shall set the 3 unique sets of question paper 

as per the lesson plan and submit at least 3 days before the commencement of the I.A 

test. 

3. The question paper shall be kept confidential. 

4. He /she shall assist in examination work if require. 

5. IA test and University examination work such as submission of question paper on time 

exam invigilation / valuation of blue books etc., is mandatory. Failing which one day’s 

salary will be deducted from his / her account. In case of emergency, if he / she is 

unable to perform the duties mentioned shall seek permission from the principal by 

written application and same to be forwarded by the exam coordinator. 

6. He / She shall evaluate the blue books as per the VTU guidelines and submit the same to 

the academic coordinator of his / her respective department with in stipulated time. 

7.  He / She shall analyze the results of IA tests and report to the class teacher, who in turn 

will report to the HOD. 

8. He / She shall allot the IA marks to the students purely on the basis of his / her 

performance. He / She authorized to allot marks on the basis of Assignment. 

9. (a) The internal marks in practical must be allotted based on following criteria. 

(i) Attendance, discipline 

(ii) Regularity  

(iii) Performance in lab test. 

(iv) Submission of records in time & its quality of  work, & 

(v) Performance in viva-voce conducted during the lab test. 

(a) At the end of second I.A test, after evaluation of blue books the teacher shall allot the 

marks for the second internal in the following order given in the pre-final format. 
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(b) Instructions for submission of IA marks. 

A faculty shall follow the following procedure to submit the IA marks in his / her subject. 

(i) Prepare the consolidated marks list of all the two IA tests (in the given format). 

(ii) Obtain the signature of every student for having seen his / her I.A marks.  

(iii) Display the consolidated list of marks on the notice board for a period of 4 days. 

(iv) In case of any discrepancy reported by the students, necessary changes may be 

made as per the marks allotted in the blue book. 

(v) The consolidated final list of I.A marks shall be submitted to the principal 

through teacher and HOD for verification and approval. 

(vi) Before the final entry of I.A marks in the I.A tally sheet of VTU the I.A marks 

should be verified and approved by the class teacher, HOD and Principal. 

10. The teacher shall be responsible for the valuation of blue books. The teacher must use 

red pen for valuation of answers & should not skip any of the answer and must allot the 

marks to all the answers & re-total the same before signing. If any correction is done 

teacher must sign for each correction. The records should be kept in safe custody and to 

be returned to the HOD of concerned department. 

11. Internal marks to the students shall be awarded as per CBCS scheme of VTU. 

Further Note: The process of assessment as to whether a student understands the lecture 

should proceed from day one. If it is observe that if any student is not showing 

proportionate progress, that student should be warned and his / her parent to be informed, 

and still within a month if he/she does not show progress his / her name should be kept 

aside for consideration discontinuation of name for the study during the semester.    
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Criticism and Appreciation 

 

1. Feedback obtain from  the student shall be brought to the notice of concerned teacher, 

confidentially by the principal along with and the department head and necessary steps 

should be taken if required.  

2. In case of positive feedback teachers will be appreciated for their performance. If he 

/she get a negative feedback the same shall be entered in his / her service register. 

3. Any feedback whether positive or negative shall be updated in the central service 

register, the contains of which shall be used towards all the human resource activities 

such as promotion, demotion, increments, scaling – up salaries, termination, giving out 

responsibility & authority, etc. 
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Increments and Promotion 

1. The sanction of annual increment shall be on the basis of the confidential report 

submitted to the Management by HOD and the Principal. 

The confidential report comprises of punctuality, syllabus completion, results, attitude, 

students feedback etc., if the confidential report is not satisfactory then the 

Management, may take suitable action otherwise the increment will be sanctioned. 

2. Promotion: A teacher will be promoted to the next higher cadre on the basis of the 

following. 

1) Number of vacancy positions in the department. 

2) Required Educational Qualification & Experience as per AICTE / VTU 

3) Direct recruitment: Through Interview based on recruitment policies. 

4) Through career Advancement scheme : 

(a) Confidential report. 

(b) Punctuality (Number days late comings, Number of days early leaving the college 

etc., will be observed regularly ( as per report of bio-metric device) 

(c) Number of publications to his credit. 

(d) Participation in Seminars / Symposium / workshops. 

(e) Participation in re-fresher or orientation courses as per A.I.C.T.E norms. 

(f) Authoring any technical books. 

(g) Research projects undertaken. 

(h) Up gradation of qualification. 

(i) Contribution towards institute – Industry  linkage 

(j) Participation in community services.  

(k) Participation in consultancy services. 

(l) Participation in QIP (like NBA, ISO etc.,) 

Note: 1) Any suggestions from the teaching faculty are welcome. 

          2) Any change for Modification. If any, will be circulated to the faculty from    

              time to time. 
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Documents to be maintained 

At least last three years documents to be maintained by the teacher and submit the same to 

the office of the Principal/ NBA co-ordinator or the department HOD as and when required. 

a. Students Attendance register  

b. Valued blue books 

c. Records book of assessed practical’s 

d. Stock register  

e. Record of I.A Marks  

f. Work load  

g. Individual time table 

h. Certificates for having attended / participated in seminars/ conferences symposia/ 

workshops. 

i.   Copies of the papers presented 

j. Details of remedial class conducted for the weak students. 

k. Performa of the details of completion of the syllabus. 

l. Details of Guest Lecturer organized in every semester. 

m. Details of higher studies pursued after joining the college. 

n. Action taken in respect of the absentees. 

 

 

 

 

 

 

 

 

 

 

 



Page | 14  
 

Duties and Responsibilities of Head of the Department (HOD) 

The Head of the department is the team leader who builds cohesive team with foster team 

spirit. He/she is responsible for the overall development of the department and the students in 

addition to his / her regular teaching work. He /she shall also shoulder the following 

responsibilities. 

1. Regular monitoring of all the classes , by making alternate arrangement if required (with 

the help of academic coordinator) 

2. Ensure completion of syllabus in time (before the last day of the term) by all the faculty 

of his / her department. 

3. With the help of academic coordinator, shall monitor attendance of all the students and 

send the reports to the parents of such students.  

4. Counsel the absent student and take required steps to make them as regular and up to 

the mark. 

5. Redress the grievances of faculty’s and students. 

6. Welfare of faculty’s and students. 

7. Solve the dispute if any among students, faculty’s, students & faculty. 

8. Look in to the complaints of the students if any and solve. 

9. He / she may seek the help of Academic / co-curricular coordinator for solving any 

problems. If situation demands may seek the help of the principal. 

10. Prepare time table for the next semester and allot the subjects before the closure of the 

current semester. 

11. Question papers of I.A tests and blue books are to be kept in safe custody. In case of 

leakage of QP and mall practice in I.A  he /she only held responsible. 

12. Establish personal contact with Principal to solve the problems or issues concerning the 

department. 

13. Totally responsible for the stock / dead stock / all the material of his / her department.  

14. Conduct stock verifications annually. 

15. Prepare calendar of events for the next two semesters well before the closure of the 

current semester. 
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16. He / She shall maintained stock register, Inward and outward register of his / her 

department. 

17. He / She shall prepare the list of material requirement for the next semester during the 

current semester and submit to the principal for needful action. 

18. He / she shall submit the staff requirement for the next semester during the current 

semester to the Principal for alternative arrangements. 

19. Reach department at least 10 minutes before college timing and shall remain in the 

department/campus till the day’s work is completed.   

20. Shall furnish all the details of the department as and when called for by the principal. 

21. Shall prepare all the requirements needed for VTU, NBA, and AICTE (like inspection 

online approval process etc.,) and face the committee with his / her team. 

22. He / she and  his / her team members shall contribute for the newsletter , college 

magazine etc., 

23. He / She shall send information to the parents regarding, attendance and performance. 

24. He / she shall help in local hospitality for NBA team, LIC team of  VTU, AICTE team, 

resource persons, any guest to the college etc., 

25. He / she shall maintain the leave accounts of his / her staff (Teaching & Non-Teaching). 

26. Contribute for the development of the department and college. 

27. Take care of smooth conduct of college and department functions. 

28. Conduct meeting of the faculty at least once in a week. 

29. With the help of the academic coordinator, co-curricular coordinator & department 

conduct at least one guest lecture in each subject in every semester. 

30. Arrange departmental level seminars every week with the help of the coordinators & 

faculty of his / her department. 

31. Encourage faculty and students for participation for presentation of papers in the 

seminars/ symposia / workshop / conference etc., 

32. He / she shall organize at least one district level / state level. National level / 

International level / Symposia / conference / workshop per year. 

33. He / she shall cross check status of syllabus with the students. 
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34. The appointment of an HOD or a coordinator for different activities will be based in his / 

her performance sincerity, area of interest and confidential report of the HOD 

(predecessor) and the Principal. He shall hold the respective post minimum for a period 

of one year and maximum two years. This shall be on rotation basis for a period of one 

year and can be extendable up to two years. 

Since students are in professional courses, exposure to industry, research institution, 

real work experience on sites is very beneficial to the students HOD shall organize at 

least one visit to such institution in a semester. 

35. Responsibilities like coordinator and HOD for different activities should give on basis of 

his performance, sincerity, area of interest and confidential report of the HOD 

(predecessor) and Principal. He shall hold the respective post for a period on one year 

minimum and two years maximum. This shall be on Rotation basis for a period of one 

year and extendable two to years. 
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Duties & Responsibilities of Academic Co-ordinator 

1. Whoever is the in charge of all the academic activities, like, 

a. Conduct of Regular classes. 

b. Completion of Syllabus. 

c. Supporting exam coordinator in conducting I.A test.  

d. Alternate arrangement for classes in the absence of regular faculty on leave. 

e. He / she is also responsible to do alternate arrangement for subjects, till the end 

of semester, if any faculty has left in between. 

f. He / she is responsible for the student’s attendance, in case of any student / 

students absent in the class for more than two days. He shall get the information 

of the absentees from the concern faculty & shall call the student or through 

students friends, and counsel the student, and get undertaking first time. 

2. I.A Marks to be taken from the concerned faculty (Consolidation of IA marks). 

3. He / She shall monitor the I.A. marks displayed on the notice board by the concerned 

faculty. 

4. (a) I.A. marks inspection. 

5. He / She shall maintain the record of results of I.A. test & University examination for at 

least of last 5 years. 

6. He / She shall prepare the academic calendar of events of coming semester along with 

HOD & Principal & Director before starting of every semester and display the same on 

notice board with the sign of Academic coordinator, HOD & the Principal, one week 

before the end of the present semester. 

7. He / She shall prepare the time table signed by himself, HOD & Principal and display on 

the notice board, one week before the commencement of semester. 

8. He / She shall prepare lesson plan one week before the commencement of the semester 

duly signed by the Academic coordinator, HOD & the Principal. 

9. He / She shall keep the record of work load of the current and previous semester 

allotted by the HOD. 
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10. On the last working day he/she shall collect the syllabus completion report from each 

faculty, number of hours engaged per subject, duly signed by the faculty, Academic 

coordinator, HOD & the principal and retain a copy of the same for the department and 

submit one copy to the principal. 

11. He / She should see that each faculty invites a minimum of one or two guest speakers in 

their respective subjects. 

12. Academic coordinator shall organize academic competitions amongst the students, like 

quiz, Technical Lecturer, Essay, etc.    
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Duties and Responsibilities of Co-curricular Co-ordinator 

Every department will have one co-ordinator to organise the co-curricular activities of 

the department. The job of a co-curricular co-ordinator is given to one of the faculties of the 

department for a period of one year (can be extended to 2 years).In addition to his / her 

teaching work, he shall look after the following activities with the help of the HOD. 

1. To organize all the co-curricular activities of the department. 

2. He / she shall obtain the prior permission from the principal to organize any activity. 

3. He / she shall get the minute to minute programme approved by the principal. 

4. He / she cannot alter the programme without the permission of the principal. 

5. He / she shall be present during the programme write from the beginning till the 

end. 

6. If any programme extends beyond college hours, he /she shall see that the boys and 

girls students reach their respective hostels/ homes safely. 

7. He / she shall organize one educational tour / Industrial visit in each semester and 

one fresher party in every odd semester and Annual day/ Farewell in every even 

semester. He shall accompany the team with one male & one female faculty. 

8. He / she shall organize all the activities without disturbing academic work & without 

damaging the discipline of the college. 

9. He / she shall organize one or two guest lectures on personality development, 

general knowledge test, quiz, group discussion, motivational lectures by Industrialist 

/ experts in the field. 

10. He / she shall organize a minimum of a one paper presentation per semester for the 

students at departmental level / city level / state level / national level / international 

level. 

11. He shall maintain all the documents all the activities conducted. Co-curricular co-

coordinator of all the departments shall organize the college level activities.  
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Duties & Responsibilities of Class Teacher 

 

1. Class teacher shall monitor the student’s attendance. If any student remains absent for 

more than three days continuously, it shall be brought to the notice of the students and 

his/ her parents & shall keep the recorded for the same. Class teacher shall also display 

the attendance of all the students on the notice board. 

2. He shall prepare along with HOD & principal & Director the academic calendar of events 

of coming semester before starting of every semester and display the same on notice 

board with sign of Academic Co-ordinator, HOD & Principal, one week before the end of 

the present semester. 

3. He shall prepare the time table signed by himself, HOD and Principal and display on the 

notice board, one week before the commencement of semester. 

4. He shall collect the lesson plan from the faculty and display the same on the notice 

board one week before the commencement of the semester, duly signed by the 

academic co-coordinator, HOD & the Principal. 

5. He shall keep the record of work load of the current and previous semester allotted by 

the HOD. 

6. He shall collect, the academic before every test, from each faculty, regarding. 

a. Status of syllabus. 

b. No. of hours engaged as per time table. 

c. No. of extra classes engaged and deficiency if any. 

7. He shall conduct student’s seminars weekly. 

8. He should see that each faculty invites a minimum of one or two guest speakers in their 

respective subject.  
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General Instruction 

 

1. Administration at the department level will be taken care by the Head of the respective 

department with the help of Academic co-ordinator. 

For the administration at the college level the principal may create posts VTU Co-

ordinator, Placement officer, students welfare officer, public relation officer, officer on 

special duty, administrative co-ordinator etc. Teaching & non-teaching staff holding any 

of above posts shall be directly under the control of Principal they need not forward the 

letters / information through HOD. 

2. The teacher shall keep the students attendance registers up to date every day for the 

subject he / she is teaching. 

3. The teacher shall inform about absentees weekly to the Academic co-ordinator in 

writing. 

4. The teacher shall sign with date of all the records of students & allot the marks. 

5. The teacher in charge of lab has to maintain & keep the stock register up-to-date. 

6. The faculty in charge of the lab shall  inform well in advance to the principal, through 

HOD about equipment’s, deficiency in tools, furniture, cleanliness of the lab etc., 

7. The teacher / lab in charge shall place indent for requirement, he / she shall send the 

indent to the principal through the Instructor / Supervisor In charge forwarded / 

recommended by the HOD. 

8. Each faculty shall organize a minimum of one / two Guest Lecturers in their respective 

subjects, by inviting a renowned professor/ Industrialist of neighboring area.    
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RAJYA VOKKALIGARA SANGHA SERVICE RULES 

1-GENERAL 

1. TITLE AND COMMENCEMENT 

(I)These Rules may be called as Vokkaligara Sangha Service Rules. 

(II) They shall come into force w.e.f 10-11-2001 as approved by the executive committee. 

2.APPLICATION  

(I) These Rules shall apply to all employees serving in connection with the affairs of 

Vokkaligara Sangha in respect of whose conditions of service the Sangha is competent to 

make rules. 

(II) Not withstanding anything contained in sub-rule (1), these rules shall not apply to: 

(a) Persons in casual contract employment 

(b) Persons subject to discharge from service on less than one month’s notices. 

3. Where the Vokkaligara Sangha is Satisfied that operation of any rule regulating the 

conditions of service of the Vokkaligara Sangha Employees or any class of such employees 

causes undue hardship in any particular case, it may be order dispense with or relax the 

requirements of that Rule to such extent and subject to such conditions as it may consider 

necessary for dealing with any case in a just and equitable manner. 

3. An Officer appointed to be in charge of the current duties of post shall be competent to 

exercise all administrative and financial powers vested in the regular incumbent of the post, 

Such an officer should not however, modify or over-rule the orders already passed by the 

regular incumbent of the post except in an emergency, without obtaining the orders of the 

next higher authority. 

4. The claim of the Sangha employee to pay and allowances, including travelling allowances 

as regulated by the rules in force at the time at which pay and allowances earned; to by the 

rules in force at the time leave is applied for and granted and to terminal benefits, by the 

rules in force at the time when Sangha Employee retires or is discharged from the services 

of the Vokkaligara Sangha. 

5. The service and monetary benefits extendable and payable to all the employees shall 

depend upon the financial position of the Vokkaligara Sangha and as decided by its 

executive committee from time to time. 



 

CHAPTER-1 

DEFINITIONS 

In these rules, unless the context otherwise requires: 

(1)”ABSENTEE” means a Sangha  employee absent from an appointment on which he has a 

lien, either on leave or on deputation to another appointment whether permanent or 

temporary or on special duty un-connected with his own appointment or on joining time 

during transfer to another appointment or under suspension if the suspension is confirmed. 

(2)”ALLOTMENT” means grant of license to a Sangha employee to occupy a house owned, 

leased or requisitioned by the Sangha or portion thereof, for use by him as residence.  

 (3) AGE:-When a Sangha employee is required to retire, revert or cease to be on leave on 

attaining a specified age, the day on which he/she attains that age is reckoned as a non-

working day, and the employee must retire, revert or cease to be on leave (as the case may 

be) with effect from and including that day. 

(4) “AUTHORISE MEDICAL ATTENDANT” means the civil surgeon or the principal medical 

officer appointed by the Govt. Or Sangha 

(5)CADRE: means the strength of a service, sanctioned as separate unit; 

(6)”CAMPEQUI PAGE” means the apparatus for moving a service camp 

(7)”CAMP EQUIPMENTS” means tents and the requisites for pitching and furnishing them or 

where tents are not carried such articles of camp furniture as it may be necessary in the 

interest of the Sangha service for a Sangha employee to carry with him on tour. 

(8)”CLASS AND GRADE”-Appointments are said to be in the same “class” when they are in 

the same office, and bear the same designation, or have been declared by the 

VOKKALIGARA SANGHA to be in the same class. Appointments in the same class are 

sometimes divided into “grades” according to pay. 

NOTE:-Appointments do not belong to the same class or grades unless they have been so 

constituted are recognized by the Sangha. A ministerial officer may be appointed to act for 

another ministerial officer in the same office whose pays higher than his own subject to 

rules governing such appointments. 



 

(9)”CONTINUOUS SERVICE” means the service the Sangha employee from the beginning of 

his service, without any break. Only leave with allowances will be included in the continuous 

service. 

(10)”COMPETENT AUTHORITY” (in relation to the exercise of any power) means Sangha or 

any authority to which the power is delegated by or under these rules. 

(11)”DAY” means a calendar day, beginning and ending at mid night: but an absence from 

headquarters which does not exceed 24 hours shall be reckoned for all purposes as one day, 

at whatever hours the absence begins or ends. 

(12)”DUTY”- ‘DUTY’ includes: 

    (a) Services probationer, 

    Note: Service as a temporary candidate is to be treated as officiating or temporary service 

for purpose of grant of increments, leave, and gratuity. 

  (b) JOINING TIME: 

Note: If a Sangha employee has handed over charge of a post on receipt of the orders of 

transfer and if, immediately thereafter the orders of transfer are held in abeyance or 

cancelled, the period of compulsory waiting between the date of handling over charge and 

the date of resuming charge of the post should be treated as duty. 

(c) A course of instruction or training authorized by or under the orders of Sangha. 

NOTE 1: Where a Sangha employee deputed for training is required to attend an interview 

and to wait for the interview before actually joining the course of instructions or training, 

the period intervening between the date of interview and the date of actually joining the 

course of instruction or training may be treated as duty under special orders of Sangha. 

d) The period occupied in appearing for an examination prescribed by Sangha in any 

regional language at which a Sangha employee has been granted permission to appear, or in 

attending an obligatory examination, or in attending an examination which a Sangha 

employee must pass to become eligible for a higher post in any branch of service, or 

attending the Kannada type writing of Kannada Shorthand examinations conducted by the 

Office of public instruction including the time reasonably necessary for going to and from 



 

the place of examination ; provided such period shall be deemed to be on duty only twice in 

respect of each obligatory examination. 

NOTE: In cases where an examination is taken in interruption of leave or immediately after 

leave, the time occupied in appearing for the examination, including the time necessary for 

going to and from the place of examination, shall be treated not as duty but as leave. If the 

examination takes place immediately before leave, the leave shall be held to have 

commenced from the date of following that of the completion of the examination.  

d) The Period spent by a Sangha employee awaiting orders of posting after relief from a post 

under Sangha or after reporting for duty on return from leave, training or deputation 

provide search waiting is approved by Sangha as unavoidable it should be ensured that 

delay in giving posting order is avoided. 

e) The period spent by a Sangha employee, who is engaged or deployed temporarily or 

special duty or under orders of the competent authority, including the time reasonably 

required to travel to and place of such special duty. 

NOTE: Deployment of a Sangha employee temporarily for a period not exceeding one month 

does not amount to transfer. 

f) The period spent by a Sangha employee whose services or engaged by a delinquent 

Sangha employee in accordance with the provisions of V.S. conduct rules, in his defense in 

the disciplinary proceedings, instituted against him, in assisting the delinquent Sangha 

employee. 

(13) “FAMILY” means a sangha employee’s wife or husband, legitimate children and 

stepchildren, residing with and wholly dependent on the Sangha employee. In respect of 

journeys on transfer it includes in addition his/her parents residing with and wholly 

dependent on the Sangha employee. 

(14) “FEES” means a recurring or non-recurring payment to a sangha employee from a 

source other than the fund of the Sangha, whether made directly to the Sangha employee 

or indirectly through the intermediary of Sangha but does not include  

(a) Income from property, dividends and interest on securities. 



 

(b) Income from literary, cultural or artistic if such efforts are not aided by the knowledge 

acquired by the Sangha employee in the course of his service otherwise to be treated as 

fees. 

(15) “FIRST APPOINTMENT” Includes the appointment of a person not at the time of 

holding any appointment under Sangha even though he may have previously held such an 

appointment. 

(16) “FOREIGN SERVICE” means service in which a Sangha employee receives his 

substantive pay with the sanction of Sangha, from any source other than the fund of the 

Sangha. 

(16-A) Foreign Service allowance is an allowance granted by a foreign employer to a Sangha 

employee.  

(17)”HOLIDAY” means a holiday prescribed or notified by Sangha as such: and in relation 

any particular office, includes a day on which such office is ordered to be closed by a 

competent authority for the transactions of office/Institution business without reserve or 

qualification. 

(18)”HONORARIUM” means a recurring or non-recurring payment granted to a Sangha 

employee from the Sangha institution under whom he is employed as remuneration for 

work of an occasional or intermittent character. 

(19)”JOINING TIME” means time allowed to Sangha employee to join new post or to travel 

to station to which he is posted. 

(20)”LEAVE SALARY” means the monthly amount paid by the Sangha to Sangha employee 

on leave. 

(21)”LIEN” means the title of a Sangha to hold substantively, either immediately or on the 

termination of a period or periods of absence, a permanent post including a temporary post, 

to which he has been appointed substantively. 

NOTE: - Sangha may permit a Sangha employee to retain a lien on a temporary appointment 

in special cases, such as absence on study or duty or training outside India. 

(22)”LOCAL ALLOWANCE”: A “Local Allowance” is an allowance granted in consideration of 

exceptional local circumstances, such as the unhealthiness or expensiveness of the locality. 



 

(22-A) LOCAL CANDIDATE: A local candidate in service means a temporary Sangha 

employee not appointed regularly as per rules of recruitment of that service. 

(23)”MINISTERIAL EMPLOYEE” means Sangha employee whose duties are entirely clerical 

and any other class of employees specially defined as such by Sangha. 

(24)”MONTH” means a calendar month. In calculating a period expressed in terms of 

months and days, complete calendar months, irrespective of the number of days in each, 

should first be calculated and the odd numbers of days calculated subsequently.  

NOTE: In calculating a period of 3 months and 20 days from 25th January, 3 months should 

be taken as ending on 24th April and the 20 days on 14th May. In the same way, the period 

from 30th January to 2nd March should be reckoned as 1 month and 2 days, because 1 month 

from 30th January ends on 28th February. A period of month and 29th days commencing from 

1st January will expire, in an ordinary year (In which February is a month of 28 days) on the 

last day of February, because a period of 29 days cannot obviously mean to exceed a period 

of full calendar month a period of 2 months from 1st January would and on the last day of 

February. The same would be the case if February were a month of 29 days or if the broken 

period work 28 days (in an ordinary year).  

(25) “OFFICIATE”- A Sangha employee officiates in a post when he performs the duties of a 

post on which another person holds a lien. A competent authority may, if it thinks fit, 

appoint a Sangha employee to officiate in a vacant post on which no other sangha employee 

holds a lien. 

NOTE-1: The authority which has power to make a substantive appointment to a vacant 

post may appoint a Sangha employee to officiate in it. 

NOTE-2: A post vacated by Sangha employee who has been dismissed should not be filled 

substantively pending the result of such appeal as the rules permit. 

(26)”PAY” means the amount drawn monthly by a Sangha employee as the pay which has 

been sanctioned foe a post held by him substantively or in an officiating capacity or to which 

he is entitled by reason of is position in a cadre and shall also include:  

(a) Stagnation increment, if any, granted to him above the maximum of the scale of pay, 



 

(b) Personal pay, if any, granted to him under the Karnataka civil Services (revised pay) 

Rules, issues by the Sangha from time to time. 

(C) Any other emoluments specifically classed as pay by the Sangha”. 

(27) “PERMANENT POST”:-Means a post carrying a definite rate of pay sanctioned without 

limit of time. 

(28) “PERSONAL PAY” means additional pay granted to a Sangha employee 

5 (a) To save him from a loss of substantive pay in respect of a permanent post other than a 

tenure post, due to a revision of pay or to any reduction of such substantive pay otherwise 

than as a disciplinary measures; or  

(b) In exceptional circumstances, on other personal considerations. 

Unless in any case it is specially ordered otherwise, a personal pay should be reduced by any 

amount by which the recipient’s pay may be increased and should cease as soon as his pay 

is increased by an amount equal to his personal pay: 

(29) PRESUMPTIVE PAY OF A POST: When used with reference to any particular Sangha 

employee, means the pay to which, he would be entitled, if he held the post substantively 

and were performing its duties; but it does not include special pay, unless the Sangha 

employee performs or discharges the work or responsibility or is exposed to the unhealthy 

conditions, in consideration of which the special pay, was sanctioned. 

(30) The term “Probationer” shall have the same meaning as given to it under the terms & 

conditions of the appointment orders and period of probation shall be two years. 

NOTE 1: A probationer is treated for all purpose as a temporary Sangha employee. 

NOTE 2: In computing the period of probation, extraordinary leave granted to a probationer 

during the period his probation shall be excluded. 

(31) “SUBSISTENCE GRANT”:- Means a monthly grant made to a Sangha employee who is 

not in receipt of pay or leave salary. 



 

(32)”SUBSTANTIVE PAY” :-Means the pay other than the pay, personal pay, or emoluments 

classed as pay by the Sangha under clause to which a Sangha 26 (e) & (e) employee is 

entitled on account of a post to which he has been appointed substantively or by reason of 

his substantive position in a cadre. 

(33) “TEMPORARY POST”:-Means the post carrying a definite rate of pay sanctioned for a 

limited time and for period of two years. 

(34) “TRANSFER” :- Means the movement of a Sangha employee from one headquarters in 

which he is employed to another such place, either (a) to take up the duties of a new post 

or; (b) in consequence of a change of his headquarters; 

(35)Sangha, means: Vokkaligara Sangha 

(36) President: means president of Vokkaligara Sangha 

(37)Executive Committee: Means Executive Committee of Vokkaligara Sangha  

CHARGE OF OFFICE 

07. Unless, for special recorded reasons which must be of a public nature, the authority 

under whose orders the transfer takes place, permits or requires it to be made in any 

particular case elsewhere, or otherwise, the charge of an office must be made over as its 

headquarters, both the relieving and the relived Sangha employees being present. 

LEAVING JURISDICTION 

08. No Sangha employee should leave the headquarters for any time without proper 

authority. 

Note 1:-An authority competent to sanction casual leave to a Sangha employee may permit 

him to leave the headquarters during holidays or during casual leave. 

 

 

 



 

CHAPTER II 

GENERAL RULES REGARDING LIEN ON APPOINTEMENT AND ADMISSIBILITY OF ALLOWANCES. 

09. (a) Two or more Sangha employees cannot be appointed substantively to the same 

permanent post at the same time. 

(b) A Sangha employee cannot be appointed substantively except as temporary measure, to 

two or more permanent posts at the same time. 

10. (a) A Sangha employee cannot be appointed substantively to a post on which another 

Sangha employee holds a lien. 

(b) Unless, in any case, it is otherwise provided in the rules, a Sangha employee on 

substantive appointment to any permanent post acquires a lien on that post and cases to 

hold any lien previously acquired on any other post. 

11. Unless his lien is suspended under Rule 12 a Sangha employee holding substantively a 

permanent post retains a lien on that post. 

(a) While performing duties of that post; 

(b) While on Foreign Service, or holding a temporary post or officiating in another posts. 

(c) During joining time or transfer to another post; unless he is transferred substantively to a 

post on lower pay, in which case his lien is transferred to the new post from the date on 

which he is relieved of his duties in the old post. 

(d) While on leave 

(e) While under suspension. 

12. Sangha shall suspend the lien of a Sangha employee on permanent post which he holds 

substantively if he is appointed to such post. 

(a) Provisionally to a post on which another Sangha employee would hold a lien had his lien 

not been suspended under this rule. 



 

(b) Sangha may at its option, suspend the lien of a Sangha employee on a permanent post 

which he holds substantively if he is deputed transferred in an officiating capacity to a post 

in another cadre and if in any of these case there is reason to believe that he will remain 

absent from the post on which he holds lien for a period of not less than three years. 

 (c)  If a Sangha employee’s lien on a post is suspended under clause (a) or (b) of this Rule, 

the post may be filled up substantively and the Sangha employee appointed to hold it 

substantively shall acquire a lien on it, provided that the arrangements shall be reversed as 

soon as the suspended revives. 

NOTE: When a post is filled substantively under this clause the appointment will be termed 

as provisional appointment; the Sangha employee appointed will hold a provisional lien on 

the post and that lien will be liable for suspension under clause (a) but not under clause (b) 

of this Rule. 

(d) A Sangha employee’s lien which has been suspended under clause (a) of this Rule shall 

revive as soon as he ceases to hold lien on a post of the nature specified in sub-clause (1) of 

that clause. 

(e) A Sangha employee’s lien which has been suspended under clause (b) of this Rule shall 

revive as soon as he ceases to be on deputation on foreign service or to hold a post referred 

to in clause (b) provided that a suspended lien shall not revive because the Sangha 

employee takes leave if there is reason to believe that he will on return from leave continue 

to be on deputation on foreign service or to hold a post referred to in clause (b) and the 

total period of a absence on duty will not fall short of three years or that he will hold 

substantively a post of the nature specified in sub-clause(1) of (2) of 12 (a) 

NOTE 1: Only one provisionally substantive appointment permissible against one post. A 

provisionally substantive appointment is permissible against a vacant permanent post. 

NOTE 2: The power to make provisionally permanent arrangement and to order suspension 

of lien is delegated to the president in the case of Sangha employees. 

NOTE 3: The lien of a Sangha employee cannot be suspended while he is on probation in 

another post. If the Sangha employee completes the period of probation satisfactorily, 



 

suspension of lien may be made with retrospective effect from the date on which Sangha 

employee was transferred to other duty provided that the conditions in clause (b) above are 

otherwise satisfied. 

(f) (i) A Sangha employees lien on  post may in no circumstances be terminated even with 

his consent if the result will be to leave him without a leave, or a suspended lien upon a 

permanent post. 

(g) Sangha may transfer to another permanent post in the same cadre the lien of a Sangha 

employee who is not performing the duties of the post to which the lien relates, even if that 

lien has been suspended. 

Note: - The President of Sangha is empowered to transfer a lien in the same cadre the lien 

provided that he or on authority subordinates to him is authorised to make appointments to 

both the post concerned. 

(h) The Sangha employee’s lien on post shall stand terminated on his acquiring a lien on a 

permanent post outside the cadre, on which he is borne, 

(12-A) (1) A sangha employee may be transferred from one post to another provided that 

except  

(i) As penalty imposed for misconduct, or  

 (ii) On his written request, 

A Sangha employee shall not be transferred appointed to officiate in a post carrying less pay 

than the pay of the post on which he holds a lien or would hold a lien had his lien not been 

suspended under Rule 12. 

(2) Nothing contained in sub-rule(1) of this rule or clause(21) of rule 06 shall operate to 

prevent the transfer of a Sangha employee to the post on which he would hold  a lien had it 

not been suspended in accordance with the provisions of clause (a) of Rule 12. 

13. A Sangha employee may be required to subscribe that may  and it may be prescribed by 

sangha to provident fund or other similarly fund in accordance with such rules. 



 

14. Subject to any exception specially made in these Rules, a Sangha employee shall begin to 

draw the pay and allowances of a post with effect from the date when he assumes the 

duties of that post and shall cease to draw them as soon as he ceases to discharge the 

duties. 

15. Unless it be otherwise provided by special rule or contract the pay of a Sangha employee 

begins when he takes charge of the appointment in respect of which it is earned. If the 

charge is transferred afternoon, the transfer does not affect allowance until then next day 

12 noon will be treated as forenoon.  

 If, however the substantive appointment of a Sangha employee is changed 

while he is officiating in an appointment or if while so officiating a Sangha employee is 

appointed for the first time to some substantive office then, provided that the tenure of is 

officiating appointment is not interrupted by is new substantive appointment he may draw 

the pay thereof without joining at from the date on which the substantive office becomes 

vacant. 

Promotions involving change of duties shall take effect from the date when the Sangha 

employee assumes the duties of the post. 

16. Every relieving Sangha employee is responsible for informing the Sangha employee to be 

relieved at the earliest possible moment of the date when he will be in a position to receive 

charge and it is the duty of the Sangha employee to be relieved to be in readiness to deliver 

charge on that date. 

       When more than one day is occupied in making over charge the last day should be 

entered in the report, and an explanation should be submitted. 

17. Unless in any case it be otherwise distinctly provided the whole time to a Sangha 

employee is at the disposal of the Sangha which pays him and he may be employed in any 

manner required by proper authority without claim for additional remuneration, whether 

the service required of him are such as would ordinarily be remunerated from the Sangha 

fund, or its subordinate institution funds. 



 

18. (a) Fee: - A competent authority may permit a Sangha employee, if it be satisfied, that 

this can be done without detrimental to his official duties or responsibilities to perform a 

specified service or series of services for a private person or body or for a public body 

including a body administering fund and to receive as remuneration therefore if the service 

be material, a nonrecurring or recurring fee. 

(b) Honoraria: - A competent authority may grant or permit a sangha employee to receive 

an honorarium as remuneration for work performed which is occasional 1 (or intermittent) 

in character and either so laborious or of such special merit as to justify a special reward. 

Except when special reasons, which should be recorded in writing, exist for a departure 

from the provision, sanction to the grant or acceptance of an honorarium should not be 

given unless the work has been undertaken with the prior consent of Sangha and its amount 

has been settled in advance. 

Note 1: The following general principles are laid down for payment of fees and honoraria:- 

(a) No honoraria should be paid in respect of any work which can fairly be regarded as 

part of the legitimate duties of the Sangha employee concerned. 

(b) It is one of the liabilities of Sangha employee to have to work outside the office 

hours in exceptional times and circumstances. No honoraria should ordinarily be 

given on this account, but continuous working out of office hours and on authorized 

Holidays may justify a claim to honoraria or to special allowance. 

(c) The amount of an honorarium or fee must be fixed with due regard to the value of 

the service in return for which it is given. The maximum fee permitted by any rule is 

not to be given in cases in which any smaller fee would be fair and sufficient. 

(d) When the service rendered falls within the scope of the ordinary duties of the 

Sangha employee performing it, the test of special merit prescribed in this rule must 

be very strictly applied. 

NOTE 2:- The temporary increase in work due to the holding of special conferences under 

the auspices of a Sangha or subordinate authority or committees are normal incidents of 

service, and form part of the legitimate duties of Sangha employees according to the 

general principle enunciated in Note.1. Those so employed have, therefore, no claim to 

extra remuneration. 



 

NOTE 3:- In the case of both fees and honoraria, the sanctioning authority shall record in 

writing that due regard has been paid to the general principle enunciated in Note 1 and shall 

record also the reasons which in its opinion justify the grant of extra remuneration. 

FEES-SUBSIDIARY RULES 

19. Any Sangha employee may receive a fee from a private body or a public body whose 

funds are not administered by Sangha for work done for it, provided:- 

  (1) He has undertaken the work with the knowledge and (sanction of Sangha and it can be 

carried out without detriment to his official duties. 

Note: - It is incorrect for Sangha employees, who are whole time Sangha employees to 

accept private employment (particularly part- time work daily) which may conflict with their 

official duties. Permission for such employment should be accorded only for a work of a 

quasi-Sangha nature of an educational institution, Local Body, or a Co-operative Institution 

coming under the control of Vokkaligara Sangha. 

20. If the journey by Sangha employee is solely or mainly in connection with the affairs of 

any other organization or body, the whole expenditure on the travelling of the Sangha 

employee concerned shall be borne by the official himself or the organization concerned, 

unless otherwise specifically permitted by Sangha Where, however, the journey is not 

mainly on account of the affairs of the other organization the entire expenditure on the 

travelling allowance of the Sangha employee shall be borne by the Sangha. 

 (i) If Sangha is an employee in Foreign Service is required to work in some capacity for third 

party and receives fee from the party, such less the amount of expenditure incurred on him 

by the foreign employer by way of travelling allowance (Which shall be reimbursed to the 

foreign employer) shall be credited to Sangha. 

 

 

 

 



 

CHAPTER III 

REGULATION OF EMOLUMENTS 

21. An officiating arrangements is permissible in a post of which either a no holder or of 

which the holder is an absentee. 

Note: - With the general or special sanction of Sangha acting appointment may be made in 

place of officers ordered or permitted to undergo a course of training. 

Explanation: In the case of a Sangha employee deputed for training or a course of 

instruction it is not necessary to create a new post in order to accommodate him during 

such training or course of instruction since the very order posting him for training, etc., 

would be considered as sanction in this behalf. 

22. A Sangha employee who is on training. the period spent on which is treated as duty 

under Rule 6 (12) (c) may be granted such pay as the Sangha may consider equitable but in 

no case exceeding the pay which he would have drawn had he been on duty other than duty 

under Rule 6(12)(c). 

Explanation: - A Sangha employee who is on training may be given regular promotion and 

allowed by the competent authority to draw the pay of the higher post against which he 

would have officiated but for his deputation to undergo training as per Rule 39(1) (a) of 

these rules. 

INSTRUCTIONS: 

      According to the explanation below Rule 22 a Sangha employee who is on training may 

be given promotion and allowed by the competent authority to draw the pay of the higher 

post against which he would have officiated but for his deputation to undergo the training 

as per Rule 39(1) (a) of these Rules. 

The matter has been further examined and it is hereby clarified that, a Sangha employee 

who has been deputed for a course of instruction or training authorized by or under orders 

of Sangha, and who is treated as on duty according to Rule 6(12)(c) these rules may be- 



 

(a) Given regular promotion by the competent authority with effect from the date on 

which the Sangha employee junior to him in the cadre of his service assumes charge on 

promotion to a post in the next higher cadre and  

(b) Allowed to draw such pay in the pay scale of the higher cadre as he would have 

drawn from time to time but for his deputation to undergo such instruction or training. 

The above benefit of promotion and consequential fixation of pay may be given subject 

to fulfillment of the following conditions:- 

(i) The Sangha employee undergoing training or instruction is otherwise eligible for 

promotion, according to the rules of  recruitment and 

(ii) All his seniors, except those regarded as unfit for promotion have been promoted. 

23. Instead of appointing a Sangha employee to officiate, it is also permissible to appoint 

him to be in charge of the current duties of a vacant post. In such a case a “charge 

allowance” (additional pay) is payable as specified in Rule 41. 

       Note 1: A Sangha employee can be appointed under this rule to be in charge of the 

current duties of a vacant post only if he is eligible to be promoted to officiate in that post 

according to the C & R Rules applicable to that post or if he is holding a post in an equivalent 

or higher grade). 

Note 2:- The provisions of this Rule apply also to case where a Sangha employee being 

relieved of his own appointment is appointed to be in independent charge of a higher 

appointment as a temporary measure). 

Note 3:- A person placed in independent charge of a higher promotional post would be 

eligible for promotion retrospectively if the following conditions are satisfied. 

(i)He should be eligible for promotion according to his seniority. 

(ii)He should be otherwise fit for promotion according to the C & R Rules of Vokkaligara 

Sangha. 

(iii)He should have been placed in independent charge of the post by competent authority. 



 

(iv)He should have discharged the duties of the post in which he has been placed in 

independent charge. 

      No retrospective promotion is permissible in the case of an individual who is placed in 

independent charge overlooking the claims of any of his seniors unless the senior was after 

due consideration of his case, held to be ineligible for promotion. 

Note 4:-President of Vokkaligara Sangha is authorized to make in charge/independent 

charge/additional charge arrangements in accordance with the provisions of rules and of 

these rules, in respect of such vacant posts. 

    It should, therefore be clearly noted that no retrospective promotion is permissible in the 

case of an individual who is placed in independent charge overlooking the claims of any of 

his seniors unless the senior was after due consideration of his case, held to be in eligible for 

promotion. 

24. “Permanent Post” is defined in rule; 6(27) 

Without the authority of Vokkaligara Sangha  

(I)No new appointment may be created; and no addition may be made to the pay and 

allowances of any Sangha employee. 

(ii)No appointment may be abolished and the pay and allowance of no appointment may be 

reduced.  

(iii)No class or grade of Sangha employees may be created or abolished and the pay of no 

class or grade of Sangha employee may be raised or reduced. 

Exception: An addition to the scale of appointments in the lower grade as against a vacancy 

in higher grade may be allowed temporarily on occasions. 

     No temporary post may be created without the sanction of Sangha. Sangha may however 

delegate this power to president subject to such limits and conditions as they deem fit. 

25. A Sangha employee when appointed to officiate in post which is tenable by a Sangha 

employee, of any one of the several grades or classes in a cadre shall, save as otherwise 



 

directed by Sangha, be given officiating pay calculated in the pay of the lowest grade or class 

in the cadre. 

26.(a) The pay of a Sangha employee officiating in a post, the pay of which is subject to 

increase upon the passing of an examination or upon the completion of a certain period of 

service, is the pay which he would from time to time have received if he held the post 

substantively. 

(b)The pay of Sangha employee officiating in post, the pay of which has been reduced with 

effect from the next succession thereto, is the reduced pay. 

27. The pay of a Sangha employee officiating in an appointment, the pay of which has been 

increased with effect from the next succession thereto, is the increased pay. 

28.The fixation of pay of Sangha employee is within the competence of Sangha provided 

that, except in the case of personal pay granted in their circumstances defined in rule the 

pay of Sangha employee shall not be so increased as to exceed the pay sanctioned for his 

post without the sanction of the executive committee. 

29.(1)Notwithstanding anything contained in these rules, when a Sangha employee is 

promoted to a post or appointed to an ex-cadre post and such promotion or appointment 

involves the assumption of duties and responsibilities of greater importance than those of 

the post held by him, his initial pay in the time scale of the higher post shall be fixed at the 

stage next above the pay in the time scale of the lower post at the time of such fixation.  

Provided that where a Sangha employee appointed to higher ex-cadre post is promoted 

while holding such ex-cadre post, to a higher post in accordance with the recruitment rules 

of the service to which he belongs, the pay drawn in such ex-cadre post shall not be taken 

into  account for the purpose of fixation of initial pay on such promotion, but his initial pay 

in the post to which he is promoted shall be fixed with reference to the pay which he would 

have drawn in the post held by him before his appointment to the ex-cadre post.    

 Provided further that if a Sangha employee either 

(a)  Has previously held substantively or officiated in  

(i) The same post, or 



 

      (ii) A permanent or temporary post on the same time-scale or 

     (iii) A permanent post other than a temporary post on identical time-scale, or 

(b) Is appointed substantively to a temporary post on a time scale identical with that of 

another temporary post which he has previously held substantively or in which he has 

previously officiated, then  the initial pay shall not be less than the pay (other than, special 

pay, personal pay or emoluments classed as pay) which he drew on the last such occasion, 

and he shall count the period during which he drew that  pay on such last and any 

previous occasions for increments in the stage of the time scale equivalent to that pay. 

(2) The pay of a Sangha employee to whom sub-rule(1) is applicable, and who would have 

normally on his next increment in the time-scale of the lower post but for his promotion 

to the said higher post or appointment to the said higher ex-cadre post, shall be re fixed in 

accordance with the provisions of sub-rule(1) in the time scale of the higher post held by 

him, as if he had been promoted to the said higher post or appointed to the said higher 

ex-cadre post after he had earn the said increment in the lower post. 

(3) The expression “ex-cadre post” used in this rule means a stray post, which has been 

created in an office or service outside the regular line of promotion for a purely temporary 

period to meet a special need and appointment to which is made by selection from 

Sangha employees processing the required qualification and experience. 

(4) The principles of fixation of pay as laid down in sub-rules (1&2) above shall be 

applicable also to a Sangha employee appointed through the recruitment committee to a 

post carrying higher pay of scale. 

(30) Subject to the provisions of Rule 21 to 39. A Sangha employee who is appointed to 

officiate in a post shall not draw pay higher than his substantive pay in respect of a 

permanent post unless the officiating appointment involves the assumption of duties and 

responsibilities of greater importance than those attaching to the post, on which he holds 

a lien or would hold a lien and his lien not been suspended. 

 For the purposes of this rule the officiating appointment shall not be deemed 

to involve the assumption of duties or responsibilities of greater importance if the post to 



 

which it is made, is on the same scale of pay as the permanent post, on which he holds a 

lien or would hold a lien had his lien not been suspended or on a scale of pay identical 

therewith. 

(31) A person holding no substantive appointment under Sangha, who is appointed to 

officiate in a permanent post or to hold a temporary post on a time-scale of pay, shall not be 

allowed to count, for the purpose of increment on the time-scale post non-continuous 

officiating service in such permanent post or non-continuous service in such temporary 

post. 

Note: Service shall be deemed non-continuous only if is interrupted by actual loss of 

appointment. 

INCREMENT   

32. Increment accrues from the day following that on which it is earned. An increment shall 

ordinarily be drawn as a matter of course unless it is withheld. An increment may be 

withheld from a Sangha employee by competent authority in accordance with the rules 

applicable for ordering withholding of increments if is conduct as not been good or his work 

has not been satisfactory. In ordering the withholding of an increment, the withholding 

authority shall state the period for which it is withhold, and whether the postponement 

shall have the effect of postponing future increments. An increment which accrues on a day 

other than the first day of a month shall be advanced to the first day of that month, 

subsequent increments regulated accordingly.  

Note: when the authority passing orders to withhold an increment fails to specify clearly for 

what period the officer is to be deprived of his increment, the deprivation should be held to 

cease on the expire of the period during which the officer would have drawn the increment 

withheld. For example, if on the 1st July 2000, officer already drawing a pay of Rs.3850 from 

1st July 1999 grade of Rs.3850-50-7000 and in ordinary course entitled to an increment of 

Rs.50 on the 1st July each year is punished by refusal of the next increment to which he 

would otherwise have been entitled on that date, he will, in the absence of specific orders 

to the contrary, be entitled on the 1st July 2001 to draw Rs.3950 and not Rs.3900 only. 



 

(3) (I) In case where is postponement of date of increment due to availment  by an 

employee of extraordinary leave which is not counted for increment, the postponement of 

normal date of increment will first be worked out as per rules. If the postponed date of 

increment falls on any date a month, the increment will be granted from the first of the 

month. 

 (II) periods of service at the same stage count for increment, If by counting those broken 

periods the date of next increment falls on the date later than first of the month, then 

increments will be payable from the first of the month in which the increment falls due after 

counting the broken periods equal to one year provided the employee has also been holding 

the post from the first of that month to the date counting the broken periods equal to one 

year on which it falls due. In case he is not holding the post on the first of the month, the 

increment will be granted from the date it falls due. 

 (iii) In case where the normal increment is withheld for a specified period and the period of 

such penalty expires after first of the month, increments in such cases will be 

granted/restored from the date penalty cases. 

(iv) The provisions of proponent of increment  to first of the month is applicable only to 

normal increments in the prescribed scale and are not applicable to advance/enhance 

increments due to passing of certain examination. Such increments, if permissible will be 

governed by the relevant rules and orders. 

 (v) While sanctioning the increment, the actual date of increment with the remark that it 

has been advanced to the first of the month in accordance with provision of sub-rule (2) of 

rule 332 of these rules should be mentioned concerned. In cases, where an increment 

having been advanced to the first day of the month is subsequently postponed by operation 

of any rule, to a date other than first day of any month, the same should be advanced to 

first day of the month and a certificate to the effect that it is so advanced should be 

recorded in the service register. 

(vi) As the increments falling due within the prescribed period of probation may be released, 

a second increment which may fall due within the prescribed period of probation may be 



 

admitted even without the declaration of satisfactory completion of probation. But, no 

increment accruing during the extended period of probation can be admitted. 

32- A (1) notwithstanding anything contained in Rule 32 where under the conditions of his 

service Sangha employee has to pass any service examination or test before earning an 

increment he shall not earn the increment until he passes such examination or test.       

 (2) Where in pursuance of sub-rule (1), the date of earning the increment in respect of any 

Sangha employee is differed beyond the normal period or period subscribed by earning the 

subsequent increments, the pay of such Sangha employee shall, on his passing the 

examination or test concerned be fixed at the stage at which he would have drawn if the 

earning of the increment as not been deferred.  

 Explanation: The provisions of sub-rule (2) will not entitle the Sangha 

employee to payment of any amount other than that drawn by him before earning the 

increment for the period during which he did not earn the increment. He will only be 

entitled to the fixation of his pay in the time-scale at the stage at which he would have 

drawn the pay, in the earnings of the increment has not been differed. 

33. The conditions under which service counts for increments in a time-scale are as follows; 

(a) All duty in a post on a time scale counts for increments in that time-scale: Provided that 

for the purposes of arriving at the date of the next increment in that time-scale, the total of 

all such periods as do not count for increments in that time scale shall be added to the 

normal date of increment. 

Note: 1: In the case of a Sangha Employee, who, while officiating in one post, is appointed 

to officiate in another the period of joining time spent in proceeding from one post to the 

other should be treated as duty in the posts, the pay of which the Sangha Employee draws 

during the period and will count for increment in the same post. 

Note: 2: In the case of Sangha Employee, who officiating in a post, proceeds on training or 

to attend a course of instruction, and who is treated as an on duty while under training, the 

period of such duty will count for increment in the post in which he was officiating prior to 



 

his being sent for training or instruction if he is allowed the pay of the officiating post during 

such period. 

Note: 3: In cases where the passing of an examination or tests confers on a Sangha 

Employee the (title to increments) such title should be deemed to have accrued on the day 

following the last day of the examination or test which he passed. In cases where the 

examination or test can be passed in more than one installment, the title to increments will 

be deemed to have accrued on the last day following the last day of the last installment of 

the examination or test which he is required to pass. 

 The title to increments conferred by passing the examination is subject to the person 

concerned being otherwise eligible for the increments). 

(b)(i) Service in other post, other than a post carrying less pay to in *12 A clause (1) of rule, 

whether in a substantive or officiating capacity, service on deputation out of India and 

(Leave except extraordinary leave taken otherwise than on Medical certificate shall count 

for increments in the time-scale applicable to the post on which the Sangha employee holds 

a lien, as well as in the time-scale applicable to the post or posts, if any on which he would 

hold a lien had his lien not be suspended. 

(ii) All leave except extra-ordinary leave taken otherwise than on medical certificate and the 

periods of deputation out of India shall count for increments in the time-scale applicable to 

the post in which a Sangha Employee was officiating at the time he proceeded on leave or 

and deputation out of India and would have continued to officiate but for his proceeding on 

leave or deputation out of India. 

          Periods of deputation in other departments of Sangha in accordance with count for 

increment in the time-scale applicable to the post held at the time of deputation or to which 

the Sangha Employee may be promoted in the parent department while on deputation. 

         Periods that the Sangha may in any case in which it is satisfied that the extraordinary 

leave was taken for any reason beyond the control of sangha Employee or for prosecution 

of higher studies, direct that the extraordinary leave shall count for increments under 

clauses (I) and (II) (and, where the leave was taken for prosecuting higher studies, subject to 

the following conditions namely;). 



 

(a)The courses of such higher studies have a close bearing on the sphere of duties of the 

Sangha employee; 

(b)Such leave has been sanctioned with the prior approval of the Sangha. 

Note: 1: A certificate in the following form will be obtained from the appointing authority 

and appended to the increment certificate by the head of the office. 

     Certified that “who has been allowed increment taking into account the period of leave 

with allowance from.........to........... Would have actually continued to officiate in the post 

held by him but for his proceeding on leave” 

Note 1(a): In the case of a Sangha Employee proceeding the leave where no officiating 

arrangement is made in the leave vacancy and the Sangha Employee concerned returns to 

the same post after expiry of the leave, the certificate mentioned in Note1 above may be 

issued by the leave sanctioning authority) 

Note 1(b): The provisions of sub-clause (ii) shall be applicable also to probationers. 

Note 2: In the case of Sangha Employee the order of the competent authority sanctioning 

leave will indicate that the Sangha Employee would have actually continued to officiate in 

the post but for his proceeding on leave. 

Note 3: The maximum period of extraordinary leave which will be recognized for purpose 

of granting increments under the provision to this rule shall be two years for under 

graduate, graduate and post-graduate courses and three years for Ph.D. 

Note 4: The period of absence from duty debited to the half pay leave or account of a 

Sangha Employee under the provisions of Rule 60A of these Rules, as the case may be, 

shall count for the purpose of increment in the scale of pay of the post held substantively 

or in an officiating capacity as on the date of commencement of the unauthorized 

absence. 

Note 5: The following instructions shall be followed regarding submission of prescribed 

certificates and particulars for release of increments to the employees: 



 

(a)The authority competent to Sanction leave to the Employee officiating in a post should 

invariably furnish in the orders sanctioning leave a certificate as to officiate in that post 

but for proceeding on leave, as required by Rule 33(b) (ii) 

(b) Where an Employee officiating in a post is deputed to Foreign Service should furnish a 

certificate periodically, in time, indicating as to whether or not the concerned employee 

would have continued to officiate in that post but for his deputation to Foreign Service as 

required by Rule 33(e) of rules.            

(c) Where the employee under suspension is reinstated in service, the authority 

competent to reinstate him should invariably make a specific order, as enjoined by rule 

54 of these rules, as to how the period of suspension has been treated. 

(d) If a Sangha employee, while officiating in a post or holding a temporary post on a time 

scale of pay, is appointed to officiate in a higher post or to hold a higher temporary post, 

his officiating or temporary service in the higher post, shall if he is re-appointed to a 

lower post on the same time scale of pay, count for increments in the time scale 

applicable to such lower post / or appointed or re-appointed to a post. 

       The period of officiating service in the higher post, which counts of increments in 

The lower posts, is however, restricted to the period during which the Sangha employee 

would have officiated in the lower post but for his appointment to  the higher post. 

 This clause applies also to a Sangha employee who is not actually officiating in 

the lower post at the time of his appointment to the higher post, but who would have so 

officiated in such lower post or in a post on the same time-scale of pay had he not been 

appointed to the higher post. 

Note: The intention of this rule is to allow the concession irrespective of whether the 

higher post is within or outside the department to which the Sangha employee belongs. 

(e)        Foreign service counts for increments in the time-scale applicable to  

(i) The post in Sangha service on which the Sangha employee concerned holds a lien 

as well as the post or posts, if any, on which he would hold a lien had his lien not 

been suspended, and  



 

(ii) The post in Sangha service in which the Sangha employee was officiating 

immediately before his transfer to foreign service so long as he would have 

continued to officiate in that post (or a post) on the same time-scale but for his 

going on foreign service; and 

(iii) Any post in which he may receive officiating promotion while in Foreign Service 

for the duration of such promotion. 

(f)  (i) Joining time availed of by a Sangha employee in continuation of duty counts for 

increment in the time scale applicable to the post on which he holds a lien or would 

have held a lien, if his lien had not been suspended and in the time scale applicable 

to the post, the pay of which is received by him during the period of joining time. 

 (ii) Joining time availed of by a Sangha employee in a continuation of leave counts 

for increment in the time scale applicable to the post/posts on which the last day of 

leave before commencement of joining time counts for increment. 

               (iv)Joining time availed of by a Sangha employee in continuation of suspension                                                                                                                                                                      

counts for increment in the time scale applicable to the post the pay of which is received by 

him for the period of joining time.  

34. Time passed under suspension does not count towards increments if the authority 

competent to impose any punishment directs that the period of suspension shall not count 

as duty under Rule 54.   

35. 1.In the case of increments granted in advance, it is usually the intention that the officer 

should be entitled to increments in the same manner as if he had reached his position in the 

scale in the ordinary course and in the absence of special orders to the contrary he should 

be placed on exactly the same footing, as regards future increments as an officer, who has 

so risen. 

      2:- A proposal to grant an increment to a Sangha employee on a time-scale pay in 

advance of the due date should be scrutinized with special care as it is contrary to the 

principle of a time-scale pay to grant an increment before it is due. Such a grant of advance 

increment should not, therefore, be recommended or allowed except under circumstances 

which would justify the grant of personal pay to a Sangha employee Such increments  in 

advance can be allowed only under the special order of executive committee in each case. 



 

36. The authority which orders the transfer of a Sangha employee as a penalty from a higher 

to all over grade or post may allow him to draw any pay, not exceeding the maximum of the 

lower grade or post which it may think proper. 

              Provided that the pay allowed to be drawn by a Sangha employee under this rule 

shall not exceed the pay which he would have drawn by the operation of Rule 33. 

Note: Once the pay is fixed in the lower post in the manner indicated above the regulation 

of increments in the lower post will be made under the normal rules unless the increment in 

the lower post is also withheld. 

37. {(1) (a) where a sangha employee’s pay is reduced as a measure of penalty to a lower 

stage in his time-scale, the authority ordering such reduction shall indicate. 

(i) The date from which the penalty will take effects. 

(ii) The period (in terms of years and months) for which the penalty shall be operative. 

(iii) The stage in the time scale (in terms of rupees) to which the pay of the Sangha 

employee is reduced. 

 (iv) Whether the Sangha employee will earn increments during the period referred to at (ii) 

above and 

(v) whether, on the expiry of the period referred to at (ii) above, the reduction will operate 

to postpone his future increments and if so the extent (in terms of years and months) to 

which it would operate to postpone future increments. 

(b) The reduction of pay to a lower stage in a time scale in a not permissible under the rules 

either for an unspecified period or a as a permanent measure. 

 (c) The period to be specified under (v) in clause (a) above, should in no case exceed the 

period specified under (II) ibid. 

(d) The question as to what should be the pay of a Sangha employee on the expiry of the 

period of reduction shall be decided as follows. 



 

(i) If the order of reduction lays down that the period of reduction shall not operate to 

postpone future increments, the Sangha employee should be allowed the pay which he 

would have drawn in the normal course but for the reduction 

(ii) If the order of reduction specified that the period of reduction shall operate to postpone 

future increments for any specified period, the pay of the Sangha employee shall be  refixed 

in accordance with (I) above, but after treating the period for which the increments are 

postponed as not counting for increments. 

(e) Where a Sangha employee who is reduced to a lower stage in his time scale for a 

specified period, is promoted to a higher post during the period of such reduction, his pay 

on such promotion shall be regulated as follows: 

(i) The pay of the Sangha employee shall be fixed under relevant rules regulating fixation of 

pay on the date he assumes charge of the post to which he is promoted on the basis of the 

pay he is drawing as a result of the penalty. 

(ii) The pay of the Sangha employee shall simultaneously be fixed notionally on the basis of 

the pay he would have been entitled to, had the penalty not been imposed. This fixation 

will, however, be operative from the date following the date of expiry of the period of 

reduction. 

(iii) The service rendered by the Sangha employee in the higher post shall count for 

increment from the date he took charge of the post. 

(iv)The principles of fixations of pay laid down at (I) to (iii) above shall be applicable also in 

cases where a Sangha employee is promoted during the currency of the penalty of 

withholding of increments. 

(f)(1)  Where increments are allowed under clause (a) (iv) above, the Sangha employee shall 

draw during the period of penalty increments with reference to the reduced pay. 

  (2) If a Sangha employee is reduced as a measure of penalty to a lower service, grade or 

post, or (to a lower time-scale) the authority ordering the reduction may or may not specify 

the period for which the reduction shall be effective, but where the period is specified, the 



 

authority shall also state whether, on restoration, the period of reduction, shall operate to 

postpone future increments and, if so, what extent. 

Note: where the period of reduction is specified 

Under sub-rule (2) of this Rule, the Sangha employee concerned shall be automatically 

restored to his old post after the expiry of the specified period and his pay on such 

restoration shall be regulated as follows: 

If the order of reduction lays down that the period shall not operate to postpone future 

increments, the Sangha Employee shall be allowed the pay which he would have drawn in 

the normal course but for his reduction to the lower post. 

If the order lays down that the period of reduction shall operate to postpone his future 

increments for any specified period which shall not exceed the period of reduction to the 

lower post/grade, the pay of the Sangha employee on restoration shall be fixed in 

accordance with (I) above but after treating the period for which increments are to be 

postponed as not counting for increments. 

In cases where his reduction to the lower post/grade is for an unspecified period, if and 

when the Sangha employee is re-appointed to the higher post in the normal course the pay 

in the higher post will be regulated only in accordance with the normal rules relating to 

fixation of pay. 

38. Where an order of penalty of withholding of increment of a Sangha Employee or his 

reduction to a lower service, grade or post, or to a lower time-scale, or to a lower stage in a 

time-scale is set aside or modified by a competent authority on appeal or review, the pay of 

the Sangha Employee shall, notwithstanding anything contained in these rules, be regulated 

in the following manner: 

   a) If the said order is set aside, he shall be given for the period of such order has been in 

force, the difference between the pay to which he would have been entitled had that order 

not been made and the pay that he had actually drawn. 

   b) If the said order is modified, the pay shall be regulated as if the order as so modified 

had been made in the first instance. 



 

Explanation : If the pay drawn by a Sangha Employee in respect of any period prior to the 

issue of the orders of the competent authority under this rule is revised, the leave salary 

and the allowance (other than the travelling allowance), if any, admissible to him during 

that period shall be revised on the basis of the revised pay. 

Note: In respect of cases falling under sub-rule (a) of this rule service rendered by the 

Sangha servant in the lower service. Grade or post and or lower time-scale or lower stage in 

the time-scale or at the stage the increment was withheld, from the date of imposition of 

such penalty by the disciplinary authority to the date on which the order of penalty is set 

aside by the competent appellate or reviewing authority, shall count for increment or for 

other purposes in the post which he was holding immediately before the imposition of the 

penalty provided that he would have continued to hold that post but for the order of 

penalty. 

In respect of cases falling under sub-rule (b) of this Rule, such service from the date of 

imposition of the penalty by the disciplinary authority to the date on which the order is 

modified by the appellate or reviewing the authority, shall be counted for the purpose of  

increment or for other purposes in the post which he was holding immediately before the 

imposition of the penalty or any other post which he would have held but for the order of 

penalty to the extent the modified order permits of such counting. 

           For Example, if an employee in the Scale (Rs.3850-7050) is reduced to Rs. (3000-5450) 

for a period of say, two years, and if after six months, the order is modified by the Appellate 

Authority as reduction to Scale (Rs.3300-6300), the period of six months will count for 

increment in the Junior Scale. 

       If, on the other hand, the order of penalty is modified as reduction to a lower stage in 

the time scale (Rs.3850-7000) for a specified period, or with holding of increment in that 

time scale for a specified period, the period that has already elapsed since the date of 

imposition of the original penalty shall be taken into account only for the purpose of 

computing the specified period of penalty under the modified order. 

 

 



 

DEPUTATION FOR TRAINING OR STUDY WITHIN INDIA 

39.(A) The Vokkaligara Sangha may, depute or grant permission to a Sangha Employee for  

pursuing of a special course of study consisting of higher studies or specialized training in 

professional or technical subjects having a direct and close connection with the sphere of his 

duty on  request of the employees at their own cost regarding salary & other expenses. 

However, the period of such training counts for increment. 

(b) The Sangha may also grant permission to an Employee for persuasion of studies which 

may not be closely or directly connected with his work but which are capable of widening 

his mind in a matter likely to improve his abilities as a Sangha Employee and to equip him 

better to collaborate with those employed in the other branches of Sangha institutions at 

his/her own cost. 

(2) Sangha employees desirous of attending colleges or institutions with a view to acquiring 

knowledge and higher education should obtain prior permission of the appointing authority 

and that such permission should not be granted unless they satisfied the following 

conditions. 

(i) That their study will not adversely affect their work and in particular the hours of study 

will permit them to adhere to the normal office hours and  

(ii) That they have passed the examinations, if any, prescribed for the post. 

(3) Sangha may depute officer/officials working under their control for undergoing training 

in various courses sponsored by the central/state Government or autonomous institutions/ 

both within and outside the State to ensure that services of officers/officials who undergo 

training are utilized to benefit the Sangha and that these officers are in a position to give the 

benefits of the training to the best of their ability in suitable assignments, they should 

invariably be posted to the jobs where their specialized training would be useful to the 

branch/institution. 

        To achieve the above objectives the officers/officials who undergo training should 

submit brief of their training in duplicate in the pro-forma noted below, within one month 

of completion of the training to the appointing authority. 



 

PROFORMA 

REPORT OF TRAINING IN INDIA. 

(Report to be submitted by every officer trained within one month of his return from 

training)             

PART – I 

1 NAME  

2 Designation  

3 Office in which now working  

4 Date of Birth  

5 Academic qualification  

PART – II 

1 Previous training if any  

a) Name/s of Institution/s  

b) Period of Training  

c) Brief content of the Training Programme:  

d) Your impression on the training  

e) Any other remarks  

PART – III 

1 Details of the latest Training  

a) Name of the Institution/s  

b) Period of Training  

c) Subject of the Training  

d) Your impression on the training  

e) (i) Do you feel that the knowledge gained during the 

training is being usefully utilized in your present 

assignment? 

 

(ii) If so, explain how it has been useful.     

(iii) If no, please indicate your knowledge and skill gained 

during the Training could be better utilized. 

 

(iv) Any other remarks you wish to state.  

 



 

Date:                  Filled in by........................... 

         (Trainee) 

 

PART IV 

(To be filled in by Head of the Institution) 

1. How the services of the trainee have been utilised especially in the field in which the 

candidate was trained. 

2. If the services are not being utilised in the same field for which he was Deputed, 

please give reasons. 

3. General remarks 

 

Date:                                   Head of the Institutions. 

CHARGE OF CURRENT DUTIES 

40. When a Sangha employee is appointed to be charge of the current duties of an office 

in addition to his own duties and the charge entails a substantial increase of 

responsibility and some additional work, he is entitled to additional pay (charge 

allowance) to be fixed by the authority competent to appoint him as such, not exceeding 

(5% of the pay) of the pay (minimum pay of the post). The charge allowance is subject to 

revision to revision of rates from time to time as and when executive committee revises 

the same. 

 (Sanction of Sangha should be obtained where the in-charge arrangement is 

proposed to be continued beyond) (Six months.) 

Note 1: A Sangha Employee can be appointed under this rule to be in charge of the 

current duties of an officer or post in addition to his own duties only if he eligible to be 

promoted to officiate in that post according to the cadre and recruitment Rules 

applicable to that post or if he holding a post in an equivalent or higher grade. 

 

Note 2: No charge allowance is admissible unless the incumbent has actually given over 

charge of the office under the orders of the competent authority (and is absent on leave 

or deputation or is permitted to avail himself of vacation or is under suspension.) 

 



 

Note 3: The minimum period required for claiming charge allowance under this rule shall 

be one month.  

 

Explanation: In cases where a period of additional charge is interrupted by leave with 

allowances and the total period of additional charge immediately before and after such 

leave (excluding the period of leave) together exceed one month, charge allowance may 

be paid for the period of such additional charge even though  each of the two spells of 

additional charge does not by itself exceed one month, provided it is certified by the 

competent authority granting leave that but for the Sangha employee proceeding on 

leave, he would have continue to hold additional charge of the post which he held 

immediately before proceeding on leave. 

 

Note 4: Sangha Employee when deputed to places outside the state to attend 

conferences and technical committee meetings for training, etc., treated as on duty and 

whenever subordinate officers are placed in charge of the current duties of such officers 

no charge allowance is admissible officers so placed in charge except in cases where the 

period of deputation, training etc., is not less than one month and the officer on 

deputation or training.  

 

Note 5: No charge allowance is admissible under this rule to a Sangha employee who is 

placed in additional charge of the duties of a Dalayat, Daffedar, Jamedar or a watchman. 

 

INSTRUCTIONS. 

1. Charge allowance in respect of only one additional post is admissible even though a 

Sangha employee is placed in additional charge of duties of more than one post 

concurrently. 

2. Charge allowance is admissible in cases where the employee holds another post in 

addition to the post of which she/he is placed in independent charge concurrently. 

41. The charge allowances payable even in cases where the pay of the officer together with 

the charge allowance, exceeds the pay which he would have received if he had officiated in 

the office. 

 



 

Note: Charge allowance is admissible only in cases where a Sangha employee is placed in 

additional charge of duties of another office, carrying almost the same or higher rate of pay. 

For ex, when a first division clerk is placed in additional charge of the current duties of a 

second division clerk charge allowance is not payable to the former. 

42. A Sangha employee placed in charge of the current duties of an office is not entitled to 

any fixed to travelling or other allowance (including special allowance) attached to the office 

except under the special orders of Sangha. 

 

 A Sangha employee who is already in receipt of special pay or an allowance 

when placed in charge of an appointment to which special pay or an allowance is attached 

shall be entitled to draw either the special pay in receipt or the special pay or allowance for 

being in charge of duties of the post, but not both.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CHAPTER IV 

JOINING TIME. 

43. Admissibility of joining time: Joining time shall be granted to a Sangha servant on 

transfer in Sangha interest to enable him to join the new post either at the same or a new 

station. 

44. Period of joining time where transfer of does not involve change of station/ residence; 

  Where the transfer of Sangha servant is within the same station or does not 

involve change of residence from one station to another, his joining time shall be regulated 

as specified below: 

(a) Where the transfer makes over charge in the forenoon, he should take 

over charge in the afternoon of the same day. 

(b) Where the Sangha servants makes over charge in the afternoon, he should 

take over charge in the forenoon on the succeeding day unless it is 

holiday. 

(c) Where the Sangha servant makes over charge on the afternoon and the 

succeeding day(s) is (are) holiday(s), he should join duty in the forenoon of 

next working day. 

(d) Where a Sangha office/institution functions in the forenoons, a Sangha 

servant who is expected to join duty in the afternoon should do so, as soon 

as the office/institution commences work and a Sangha servant who is 

relived at the close of the office/institution is treated as having been 

relived in the afternoon. 

(e) 12 noon is treated as forenoon except as otherwise provided in clause (d) 

above. 

45. Combination of holidays(s) with joining time : When holidays(s) follows(s) joining time, 

the normal joining time admissible under these rules shall be deemed to have been 

extended to cover such holidays(s). 

Explanation: Holidays can only be suffixed to joining time but not prefixed to it. 

46. Combination of leave or vacation with joining time: (1) Joining time may be combined 

with vacation and/or leave of any kind or duration except casual leave. But, where a Sangha 

servant applies for leave no transfer, no leave shall be granted to him except on Medicals 

grounds. 



 

         (2)Casual leave is not admissible in combination with or in continuation of joining time. 

         (3)Therefore, Employees who apply for leave on health grounds at the time of transfer 

or own request, the leave so applied for shall not be sanctioned without such employees are 

examined by the Medical boards and a certificate to that effect is obtained by them. 

47. Overstay of joining time: Where a Sangha servant overstays his joining time the period 

of such absence shall be treated as unauthorized absence in accordance with the provisions 

of Rule 60-A. 

48. Pay during joining time: Where a Sangha servant on joining time shall be treated as on 

duty and shall be entitled to be paid as follows: 

    (a) Where joining time is availed of a Sangha servant immediately on relinquishment 

charge of his old post without availment of any leave, he is entitled to draw pay equal to the 

pay which was drawn before relinquishment of charge of the old post and compensatory 

allowances like DA, CCA and HRA admissible thereon. 

     (b) Where joining time is availed of by a Sangha servant is continuation of leave of any 

kind, except casual leave, he is entitled to draw pay equal to the pay which was drawn 

before relinquishment of charge of the old post and compensatory allowances like DA, CCA 

and HRA admissible thereon. 

     (c) Where joining time is availed of by a Sangha servant in continuation of training, he is 

entitled to draw pay equal to the pay last drawn during the period of is deputation for 

training/study and compensatory allowances like DA,CCA & HRA admissible thereon as per 

Rule 40 (1) (a) of these rules. 

     d) where joining time is availed of by a Sangha servant, after suspension, he is entitled to 

draw pay equal to the pay which he was in receipt of immediately prior to the date of 

suspension or which he would have receive but for proceeding or being on leave 

immediately prior to the date of suspension and compensatory allowances like DA, CCA & 

HRA admissible thereon. 

    (e) On the pay admissible for the period of joining time as specified as at (a) to (d) above 

conveyance allowance, permanent travelling allowance, & project allowance are not 

payable. 

 

49. Reckoning of joining time of increment: Joining time counts for increment in 

accordance with provisions of clause of Rules of these rules 33. 



 

CHAPTER V 

DISMISSAL, REMOVAL AND SUSPENSION 

50. The pay and allowances of a Sangha servant who is dismissed or removed or 

compulsorily retired from service ceases from the date from the date of such dismissal or 

removal or compulsory retirement. 

 

51. A Sangha servant under suspension shall not seek any employment, business, profession 

of vocation either in private or in institutions where a Sangha have interest. 

 

52.(1) A Sangha servant who is placed or deemed to have been placed or continues to be 

under suspension shall be entitled to the following; payments viz., 

 (a) Subsistence allowance at an amount equal to the leave salary which the 

Sangha servant would have drawn if he had been on leave on half pay and in addition, 

dearness allowance, if admissible on the basis of such leave salary, and 

 (b) House rent allowance and city compensatory allowance admissible from 

time to time on the basis of pay of which the Sangha servant was in receipt on the date of 

suspension subject to fulfillment of other conditions laid down for drawl of such allowances. 

 

       Provided that where the period of suspension exceeds Six months, the authority which 

made or is deemed to have been made, the order of suspension shall be competent to vary 

the amount of subsistence allowance for any period subsequent to the period of the first Six 

months as follows: 

 

(i)The amount of subsistence allowance may be reduced by a suitable amount not exceeding 

Fifty percent of the subsistence allowance admissible during the period of the first Six 

months, if in the opinion of the said authority, the period of suspension has been prolonged 

for reasons, to be recorded in writing, directly attributable to the Sangha servant. 

(ii)The amount of dearness allowance shall be based on the decrease in amount of 

subsistence allowance, admissible under clause 1. 

 



 

(2)No payment under sub-rule (1) shall be made unless the Sangha servant furnishes a 

certificate that he is not engaged in any other employment, business, profession or 

vocation. 

  

        Provided that in the case of Sangha servant dismissed, removed or compulsorily retired 

from service, who is deemed to have been placed or to continue to be under suspension 

from the date of such dismissal or removal or compulsory retirement as per V.S.C.D rules, 

and who fails to produce such a certificate for any period or period during which is deemed 

to have been placed or to continue to be under suspension, shall be entitled to the 

subsistence allowance and other allowances equal to the amount by which is earnings 

during such period or the amount by which his earnings during such period or periods as the 

case may be, fall short of the amount of subsistence allowance and other allowance that 

would otherwise be admissible to him/are equal to or less than the amount earned by him, 

nothing in this proviso shall apply to him. 

*but when the subsistence allowances admissible to him. 

 

53.(1)When a Sangha servant who has been dismissed, removed or compulsorily  retired, is 

reinstated as a result of appeal or review or would have been so reinstated but for his 

retirement on superannuation while under suspension or not, the authority competent to 

order reinstatement shall consider and make a specific order.  

 (a)Regarding the pay and allowances to be paid to the Sangha servant to the period of is 

absence from duty including the period of suspension preceding  his  dismissal, removal or 

compulsory retirement, as the case may be; and  

(b)Whether or not said period shall be treated as a period spent on duty. 

 

(2) Where the authority competent to order reinstatement, is of opinion that the Sangha 

servant who had been dismissed, removed or compulsorily retired has been fully 

exonerated, the Sangha servant shall, subject to the provisions of sub-rule (6), be paid the 

full pay and allowances to which he would have been entitled, had he not been dismissed, 

removed or compulsorily retired or suspended prior to such dismissal, removal or 

compulsory retirement, as the case may be; 



 

         Provided that where such authority is of opinion that the termination of the  

proceedings instituted against the Sangha servant had been delayed due to reasons directly 

attributable to the Sangha servant, it may after giving him an opportunity  to make his 

representation and after considering the representation, if any submitted by him, direct, for 

reasons to be recorded in writing, that the Sangha servant shall subject to the provisions of 

sub-rule (7), be paid for the period of such delay, only such proportion of such pay and 

allowances as it may determine. 

 

(3) In a case falling under sub-rule (2) the period of absence from duty including the period 

of suspension preceding dismissal, removal or compulsory retirement, as the case may be, 

shall be treated as a spent on duty for all purposes. 

 

(4)  In cases other than those covered by sub-rule (2) (including cases where the order of 

dismissal,    removal or compulsory retirement from service is set aside by the appellate or 

reviewing authority solely on the ground of non-compliance with the requirements of 

(clause (1) or clause(2) of article 311) of the3 constitution and no further enquiry is 

proposed to be held) the Sangha servant shall subject to the provisions of sub-rules (6) and 

(7) be paid such proportion of the  full pay and allowances to which he would have been 

entitled, had he not been dismissed removed or compulsorily  retired or suspended prior to 

such dismissal, removal compulsory retirement, as the case may be, as the competent 

authority may determine, after giving notice to the Sangha servant of the quantum 

proposed and after considering the representation, if any, submitted by him in that 

connection within such period as may be specified in the notice. 

(5) In cases falling under sub-rule (4) the period of absence from duty including the period of 

suspension preceding his dismissal, removal, compulsory retirement, as the case may be, 

shall not be treated as a period spent on duty, unless the competent authority specifically 

directs that it shall be so treated for any specified purpose. 

          Provided that if the Sangha servant so desires  such authority may direct that the 

period of absence from duty, including the period of suspension preceding his dismissal 

removal or compulsory retirement, as the case may be, shall be converted into leave of any 

kind due to and admissible to the Sangha servant. 

 



 

Note: The order of the competent authority under the preceding proviso shall be absolute 

and no higher sanctions shall be necessary for the grant of 

(a) Extraordinary leave in excess of  three months in the case of temporary 

Sangha servant; and 

(b) Leave of any kind in excess of five years in the case of permanent Sangha 

servant. 

(6) The payment of allowances under sub-rule (2) and sub-rule (4) shall be subject to all 

other conditions under which allowances are admissible. 

(7) The proportion of the full pay and allowances determined under the proviso to sub-rule 

(2) or under sub-rule (4) shall not be less than the subsistence allowance and other 

allowances admissible under Rule 52. 

(8) Any payment made under this rule to a Sangha servant on his reinstatement shall be 

subject to adjustment of the amount, if any, earned by him through an employment during 

the period between the date of removal dismissal or compulsory retirement, as the case 

may be, and the date of retirement. Where the emoluments admissible under this rule are 

equal to or less than the amounts earned during the employment elsewhere, nothing shall 

be paid to the Sangha servant. 

(9) No extra cost may ordinarily be imposed on Sangha by the grant of an allowance under 

this rule without the permission of Sangha.  

Note: The grant of pay and allowance or a proportion of them does not cancel any 

officiating arrangements that have been made while the Sangha servant was under removal 

or dismissal. 

 

53 A (1) Where the dismissal, removal or compulsory retirement of a Sangha servant is set 

aside by a court of law and such Sangha servant is reinstated without holding any further 

enquiry, the period of absence from duty shall be regularized and the Sangha servant shall 

be paid pay and allowances in accordance with the provisions of sub-rule (2) or (3) subject 

to the directions, if any, of the court. 

 

(2) Where the dismissal, removal or compulsory retirement of a Sangha servant is set aside 

by the court solely  on the ground of non-compliance with the requirements of clause(1) or 

(2) of articles 311) of the constitution and where he is not exonerated on merits, the pay 



 

and allowances to be paid to the Sangha servant for the period intervening between the 

date of dismissal, removal or compulsory, retirement including the period of suspension 

preceding such dismissal, removal or compulsory retirement, as the case may be, and the 

date of reinstatement shall be determined by the competent authority and the said period 

shall be regularized in accordance with the provisions contained in sub-rules(4)(5) (7) of 

Rule 53. 

 

(3) If the dismissal, removal or compulsory retirement of a Sangha servant is set aside by the 

court on the merits of the case, the period intervening between the date of dismissal, 

removal or compulsory retirement including the period of suspension preceding such 

dismissal removal or compulsory retirement, as the case may be, and the date of 

reinstatement shall be treated as duty for all purposes and he shall be paid for the period 

the full pay and allowances to which he would have been entitled, had he not been 

dismissed, removed of compulsorily retired, or suspended prior to such dismissal, removal 

or compulsory retirement, as the case may be. 

 

(4) The payment of allowance under sub-rule (2), or sub-rule (3) shall be subject to all other 

conditions under which such allowances are admissible. 

 

(5) Any payment made under this rule to a Sangha servant on his reinstatement shall be 

subject to adjustment of the amount, if any, earned by him through an employment during 

the period between the date of dismissal removal or compulsory retirement and the date of 

reinstatement. Where the emoluments admissible under this rule are equal to or less than 

those earned during the employment elsewhere nothing shall be paid to the Sangha 

servant. 

 

54(1) When a Sangha servant who has been suspended is reinstated or would have been so 

reinstated but for his retirement on superannuation while under suspension the authority 

competent to order, reinstatement shall consider and make a specific order- 

(a) Regarding the pay and allowances to be paid to the Sangha servant for the 

period of suspension ending with reinstatement on the date of his 

retirement on superannuation, as the case may be; and 



 

(b) Whether or not the said period shall be treated as a period as a spent on 

duty. 

(2)Notwithstanding anything contained in Rule 92, where a Sangha servant under 

suspension dies before the disciplinary or court preceding instituted against him are 

concluded the period between the date of suspension and the date of death shall be treated 

as duty for all purposes and his family shall be paid for that period the full pay and 

allowances to which he would have been entitled had he not been suspended subject to 

adjustment in respect of subsistence allowance already paid. 

 

(3)Where the authority competent to order reinstatement is of the opinion that the 

suspension was wholly unjustified the Sangha servant shall, subject to the provisions of sub-

rule (8) be paid the full pay and allowances to which he would have been entitled, had he 

not been suspended; 

 

           Providing that where such authority is of the opinion that termination of the 

proceedings instituted against the Sangha servant had been delayed due to reasons directly 

attributable  to the Sangha servant, it may after giving him an opportunity to make his 

representation, and after considering the representation, if any submitted by him, direct, 

for reasons to be recorded in writing, that the Sangha servant shall be paid for the period of 

such delay only such proportion of such pay and allowances as it may determine. 

Note 1 : Allowances such as permanent travelling allowances, conveyance allowance and 

special pay  which are paid for the performance of special duties and which the Sangha 

servant was in receipt of immediately prior to the date of his suspension shall not be 

payable for the period of suspension which is subsequently treated as duty under the 

clause. 

Note 2: Where a Sangha servant who is considered for promotion on account of his being 

under suspension, is fully exonerated on the conclusion of the enquiry, he may be promoted 

in the next available vacancy or, if there is no vacancy, by reversing the officiating 

arrangement made previously. His pay on the date of actual promotion may be fixed at the 

stage which would have reached had he been promoted on the date his junior was 

promoted and took charge, the order of fixation of pay being issued under Rule 36. 



 

Which supernumerary posts maybe created. Sangha are, therefore, pleased to lay down the 

following broad principles governing the creation of such posts. 

(i) A supernumerary post is normally created to accommodate the lien of a Sangha 

servant, who, in the opinion of the authority competent to create such a post is 

entitled to hold a lien against a regular permanent post cannot have his lien 

against such a post. 

(ii) It is a shadow post, i.e., no duties are attached to such a post. The Sangha 

servant, whose lien is maintained against such post, generally performs duties in 

some other vacant temporary or permanent post. 

(iii) It can be created only if another vacant permanent or temporary post is available 

to provide work for the person whose lien is retained by the created of the super 

supernumerary post. In other words, it should not be created in circumstances 

which at the time of the creation of post or thereafter, would lead to an excess 

of the working strength. 

(iv) It is always a permanent post. Since, However, it is a post created for 

accommodating a permanent Sangha servant till he is absorbed in a regular 

permanent post, it should not be created for an indefinite period as other 

permanent posts are but should normally be created for a definite and fixed 

period sufficient for the purpose in view  

(v)  It is personal to the Sangha servant for whom it is created and no other Sangha 

servant can be appointed against such a post. Its stands abolished as soon as the 

Sangha servant for whom it was created vacates it on account of retirement or 

confirmation in another regular permanent post or for any other reason. In other 

words, no officiating arrangements can be made against such post. Since a 

supernumerary post is not a working post, the number working post in a cadre 

will continue to be regulated in a manner that, if a permanent incumbent of one 

of the regular posts returns to the cadre and all the posts are manned, one of the 

Sangha servants of the cadre will have to make room for him. He should be 

shown against a supernumerary post. 

(vi) There should be no extra financial commitment involved in the creation of such 

posts in the shape of increases pay and allowances, pensionary  benefits etc.,     

 



 

2. Subject to the observance of the principles set out in the previous paragraph, 

supernumerary posts may be created only in consultation with the Executive committee. 

 

3. The Heads of Institutions should maintain a record of the supernumerary posts, the 

particulars of the individuals who hold liens against them and the progressive abolition of 

such posts as and when the holders of the posts retire or are absorbed regular permanent 

posts, for the purpose of verification of service gratuity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

COMMITTALS TO PRISION 

SUSPENSION DURING PENDENCY OF CRIMINAL PROCEDING OR PROCEDINGS FOR ARREST 

FOR DEPT OR DURING DETENTION UNDER A LAW PROVIDING FOR PREVENTIVE 

DETENTION. 

55. A Sangha servant against whom proceedings have been taken either for his arrest for 

debt or on a criminal charge or who is detained under any law providing for preventive 

detention should be considered as under suspension for any periods during which he is 

under suspension for any periods during which he is detained in custody or is undergoing 

imprisonment and not allowed to draw any pay and allowances other than any subsistence 

allowance that may be granted in accordance with the principles laid down in rule 52 for 

such periods until the termination of the proceedings taken against him or until he is 

released from detention and allowed to rejoin duty, as the case may be. An adjustment of 

his allowances for such periods should thereafter be made according to the circumstances 

of the case, the full amount being given only in the event of the officer being acquitted of 

the blame or (if the proceedings taken against him were for his arrest for debt) of its being 

proved that the officer’s liability arose from the circumstances beyond his control. In cases 

where the arrest is for detention under a law providing for preventive detention, shall be 

given only when such detention is held by any competent authority to be unjustified. 

56. A Sangha servant against whom a criminal charge or a proceeding for arrest for debt is 

pending should also be placed under suspension by the issue of specific orders to this effect 

during periods when he is not actually detained in custody or imprisoned (i.e. while released 

on bail), if the charge made or proceedings taken against him is connected with his position 

as a Sangha servant or is likely to embarrass him in the discharge of his duties as such or 

involves moral turpitude. In regard to his pay and allowances, the provisions of rule 55 

above shall apply. 

Note 1: A subsistence allowance not exceeding the prescribed rate may, however, be 

granted even in cases of committals to prison at the discretion of the suspending authority. 

Note 2: Each claim for subsistence and compensatory allowance should be supported by a 

certificate by the Sangha servant concerned to the effect that he was not engaged in any 

employment, business, profession or vacation during the period to which the claim relates. 

 

 



 

CONVICTION 

57. Whenever a Sangha servant is judicially convicted of any offence, such action in the case 

as may be deemed proper may be taken as soon as it comes to the notice of the Sangha. 

LEAVE WHILE UNDER SUSPENSION  

Leave of absence for a definite period is not admissible to a Sangha servant who has been 

suspended from duty and, without obtaining the permission of the authority competent to 

fill up the appointment, a Sangha servant under suspension should not leave the station 

where his office is situated. 

     (2) No payment under rule 52 shall be made unless the Sangha servant continues to 

reside in the station where his office is situated or in the station in which he is permitted to 

reside by the authority which made or which is deemed to have made the order of 

suspensions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CHAPTER VI 

MAIN RULES 

59. In these rules: 

(i) “Leave” includes earned leave, half pay leave, commuted leave, leave not due and 

extraordinary leave. 

(ii) “Earned Leave” means leave earned in respect of periods spent on duty. 

(iii) “Half pay Leave” means leave earned in respect of completed years of service. 

(iv) “Commuted Leave” means leave taken under Rule 67. 

(v)”Completed years of service” and “one year’s continuous service” means continuous 

service of the specified duration and include periods spent on duty as well as on leave 

including extraordinary leave. 

(vi) “Vacation Department” means a department or a part of the department to which 

regular vacations are allowed. 

60-A: Sangha servant who absents himself from duty without leave will not be entitled to 

any salary for the days of absence and the period of such absence shall be debited to his 

leave account as though it were half pay leave to the extent such leave is due and as 

extraordinary leave to the extent such leave is due and an extraordinary leave to the extent 

the period of half pay leave falls short of the period of such absence unless leave is granted 

by a competent authority. Absence from duty to a Sangha servant without leave granted by 

a competent authority will also render such Sangha servants liable to disciplinary action for 

misconduct  .................except where the Sangha Employee establishes  

to the satisfaction of the authority competent to sanction leave that he was unable to join 

duty for reasons beyond his control. *for the days of such absence 

Note 1: When Sangha servant has attended office late after the expiry of the grace period of 

ten minutes from the appointed time of commencement of office but before 2.00p.m. He 

shall forfeit casual leave for half-a-day on each day of such late attendance. If, however, the 

Sangha servant concerned has no casual leave at his credit, he shall forfeit a day’s earned 

leave or any other kind of leave, due and admissible to him for each day of late such 

attendance. 

Note2:- Where a day’s duty of a Sangha servant is divided into two parts, unauthorized 

absence for any one part shall entail forfeiture of half-a-day’s pay and allowances. 



 

60B (1) No Sangha servant shall be entitled to any leave under these rules in respect of 

absence from duty in pursuance of a strike. 

(3) Absence from or cession of duty, by a Sangha servant on account of participation in a 

strike shall entail lapse of all kinds of leave at his credit.     

 

Explanation: For purposes of this Rule, the expression ‘Strike’ shall have the same meaning 

as in the Karnataka State Civil services (prevention of Strikes) Act, 1966, and includes refusal 

or abstention from doing work though physically present at the place of duty, by resort to 

pen-down strike or stay-n-strike or other method. 

 Extract of Section 2 of Karnataka state civil services (Prevention of Strikes) Act, 

1966; 

 

2.”Strike” means a cessation of work (including any unauthorized absence from duty) by a 

body of Sangha servants acting in combination, or a concerted refusal under a common 

understanding, of any member of Sangha. 

 

61. Leave cannot be claimed as of right, Discretion is reserved to the authority empowered 

to grant leave either to refuse or revoke leave at any time according to the exigencies of the 

work. 

 

62. Unless Sangha, in view of the special circumstances of the case, determines otherwise, 

an officer who remains absent from duty without leave for a period of four months or more 

may be liable to be dismissed or removed from service after following the procedure laid 

down in the V.S.CDA Rules. 

 

63. Any kind of leave under these Rules may be granted in combination with or in 

continuation of any other kind of leave (except casual leave) 

 

64. Subject to the provisions of Rule 61 an officer may at any time be granted the whole or 

any part of the earned leave due to him. 

 

 



 

SECTION-1 LEAVE EARNED BY SERVICE 

 

65(1) A Sangha servant other than person serving in a Vacation Department shall be entitled 

to earned leave of thirty days in a calendar year or the period of leave as amended and 

specified by the Executive Committee from time to time whichever is less. 

     (2)The leave account of every Sangha servant shall be credited with earned leave in 

advance in two installments of Fifteen days each on the 1st January and 1st July every year 

  (3)The leave at credit of a Sangha servant at the close of the previous half year shall be 

carried forward to the next half year, subject to the condition that the leave so carried 

forward plus the credit for-the-half year does not exceed two hundred and forty (240) days. 

 Provided that where the earned leave at the credit of a Sangha servant as  on 

the last day of December or June, is 240 days or less but more than 225 days, the advance 

credit of 225 days earned leave on 1st  day of January or July to be afforded in the manner 

indicated under sub-rule(2) shall instead of being credited in their account be kept 

separately and first adjusted against the earned leave that the Sangha servant avails during 

that half year and the balance, if any shall be credited to the leave account at the close of 

the half  year subject to the condition that balance of said earned leave plus leave already at 

credit leave do not exceed maximum of  240 days. 

 

4. Earned leave shall be credited to the leave account of a Sangha servant at the rate of Two 

and a half days for each completed calendar month of service in the half of the calendar 

year in which he/she is appointed.  

  

5. (i) The credit for the Half year in which a Sangha servant is due for retirement  or resigns 

from the service, the EL shall be afforded at the rate of Two and a half days for each 

completed calendar month of service up to the date of retirement or resignation. 

   (ii)When a Sangha servant is removed or dismissed from service or dies while in service, 

the credit of earned leave shall be allowed at the rate of two and half days for each 

completed calendar month of service up to the end of the calendar month in which he is 

removed or dismissed from service or dies while in service.  

6. If a Sangha servant has taken any extraordinary leave and /or some period of his/her 

absence like suspension has been treated as dies-Non or non-duty in a half year, the credit 



 

to be afforded to his/her earned leave account at the commencement of the next half year 

shall be reduced by 1/10th for the period of the such extraordinary leave and/or dies-non or 

non-duty, subject to a maximum of 15days. 

Explanation: In the case of the Sangha servant who is placed under suspension, the credit to 

be afforded to his earned leave account at the commencement of the next half year shall be 

reduced by 1/10th of the period of suspension. If the period of suspension is subsequently 

treated as duty or leave other than extraordinary leave, the earned leave account shall be 

recast. 

7. While affording credit of earned leave, fractions of a day shall be rounded off to the 

nearest day.  

8. If a Sangha servant is on leave on the last day of any half year he shall be entitled to the 

credit of earned leave on the first day of the succeeding half year provided the authority 

competent to grant him leave has reason to believe that the Sangha servant will return to 

duty on his expiry. 

9. Subject to the provisions of Rule61, and the maximum earned leave that may be granted 

at a time shall be: 

(a) one hundred and twenty days to a Sangha servant  who is been employed in India or  

(b) one hundred and eighty days to the officer if the entire leave so granted or a portion 

there of which is not less than sixty days is spent outside India. 

(c) Two hundred and forty days leave preparatory to retirement. 

(d) A Sangha servant may be permitted by the authority competent to grant leave, to take 

leave preparatory to retirement to the extent of earned leave due not exceeding two 

hundred and forty days. 

 

66. EARNED LEAVE TO SANGHA SERVANTS SERVING IN VACTION DEPARTMENT  

 1(a) the leave account of a Sangha servant serving in vacation department 

shall be credited in advance with earned leave in two installments of 5 days each on the 1st 

day of January and 1st day of July of every Calendar year or the period of leave as amended 

and specified by the Executive from time whichever is less. 

 

 (b)If a Sangha servant serving in vacation department has availed of any extra-

ordinary leave and/or some period of his/her absence has been treated as dies-non during a 



 

half year the credit to be afforded to his leave account at the commencement of next half 

year shall be reduced by 1/30th of the period of such leave and/or dies-non subject to 

maximum of 5 days. 

 

 (c)The credit for the half year in which a Sangha servant serving in vacation 

department is appointed/ceases to be in service shall be allowed at the rate of 5/6th day of 

each completed month of service which he/she had rendered/is likely to render on the half 

year in which he is appointed/ ceases to be in service. 

 (2)Subject to provisions of sub-rule (1) a Sangha servant serving in vacation 

department shall be entitled to any earned leave in respect of duty performed in any year in 

which he/she avails the full vacation.  

 

 (3)(a) In respect of any year in which a Sangha servant avails himself a portion 

of vacation, he shall be entitled to any earned leave in such proportion of 30 days as the 

number of days of vacation not taken bears to the full vacations; Provided that no such 

leave shall be admissible to a Sangha servant not in permanent employ in respect of the first 

year of service. 

(b)If, in any year a Sangha servant does not avail himself of any vacation, earned leave shall 

be admissible to him/her in respect of that year under rule 65. The leave admissible is in 

addiction to earned leave of ten days. 

Explanation: For the purpose of this rule the ‘year’ shall be constructed as a period of 

twelve months of actual duty in vacation department. 

Note 1: A Sangha servant entitled to vacation shall be considered to have availed himself of 

a vacation of a portion of vacation unless he has been required by general or special order 

of higher authority to forego such vacation or portion of a vacation. 

Provided that if he has been prevented by such order from enjoying more than fifteen days 

of vacation, he shall be considered to have availed himself of no portion of the vacation. 

Note 2: When Sangha servant serving in a vacation department proceeds on leave before 

completing a full year of duty, the earned leave admissible to him shall be calculated not 

with reference to the vacations which fall during the period of actual duty rendered before  

 



 

Proceeding on leave but with reference to the vacation that falls during the year 

commencing from the date on which he completes the previous year of duty. 

Note 3 : In the case of a Sangha servant serving in vacation department the earned leave if 

any, admissible under sub-rule(3) will be in addition to the earned leave admissible under 

sub-rule(1). 

4) Vacation may be taken in combination with or in continuation of any kind of leave under 

these rules; 

                  Provided that the total duration of vacation and earned leave taken in 

conjunction, whether the earned leave is taken in combination with or in continuation of 

other leave or not, shall not exceed the amount of earned leave due and admissible to the 

sangha servant at a time under Rule 65. 

(5) The earned leave under this rule at the credit of a Sangha servant at the close of previous 

half year shall be carried forward to the next half year, subject to the condition that the 

leave so carried forward plus the credit for the half year does not exceed the maximum limit 

of 240 days. 

6(a) A Sangha servant transferred from a vacation department to a non-vacation 

department shall be entitled to earned to earned leave at the rate of 5/6th day of every 

completed month of service from the half calendar year preceding such transfer till the date 

of transfer, from the date of transfer, he shall be entitled to earned leave under the rules 

applicable to the employees of non-vacation department. 

(b)The credit of half pay leave for the half year in which a Sangha servant is transferred from 

a vacation department to non-vacation department shall be at the rate of 5/3rd days per 

completed calendar month up to the end of the calendar year. From the commencement of 

the next half calendar year, the half pay leave shall be credited in advance in two 

installments’ of ten days each on the first day of January and July of every calendar year, as 

the case may be. 

7(a) if a Sangha servant is transferred from a non-vacation department to vacation 

department shall be entitled to earned leave under the rules as applicable to persons of 

non-vacation department till the date of such transfer. From the date of transfer till the end 

of half calendar year, he shall be entitled to earned leave at the rate of 5/6th day of every 

completed month of service. 



 

(b)If a Sangha servant is transferred before rendering a completed year of service in the 

non-vacation department from the date of last anniversary till the date of transfer he shall 

be entitled to half pay leave at the rate of 5/3rd days of every completed month of service. 

8.(1) Half pay leave at the credit of the employees serving in vacation department ie., 

educational institutions as on 30-6-1985 is to be shown separately in the leave account and 

may be granted as half pay leave/commuted leave as the same terms and conditions as 

were applicable to them prior to 1-7-1985. 

(2) Unadjusted portion of ‘leave not due’ granted to employees serving in vacation 

departments may be adjusted against their future earnings of earned leave by them. For 

this purpose, two days of ‘leave not due’ may be adjusted against one day of earned leave. 

      

67. The half pay leave account of every Sangha servant shall be credited with half pay leave 

in advance, in two installments of ten days each on the first day of January and July of every 

calendar year or the period of leave as amended and specified by the Executive Committee 

from time to time whichever is less. 

 

2(a) the leave shall be credited to the said leave account at the rate of 5/3rd days for each 

completed calendar month of service in which he is appointed. 

 

(b)The credit for the half year in which a Sangha servant is due to retire or resigns from 

service shall be allowed at the rate of 5/3rd days per completed calendar month up to the 

date of retirement or resignation. 

 

(c)The period of suspension treated as dies-non or non-duty shall not be reckoned as service 

for the purpose of these rules. 

 

3. The leave under this rule may be granted on medical certificate or on private affairs. 

Provided that in the case of Sangha servant not in permanent employ or quasi-permanent 

employ, no half pay leave shall be granted unless the authority competent to grant leave 

has reasons to believe that the Sangha servant will return to duty on its expiry except in the 

case of Sangha servant who has been declared completely and permanently incapacitated 

for further service by medical authority. 



 

4. Commuted leave not exceeding half the amount of half pay leave due may be granted on 

a medical certificate or on private affairs subject to the following conditions, namely, or the 

period of leave as amended and specified by the executive committee from time to time 

whichever is less.    

   (a) The authority competent to grant leave is satisfied that there is reasonable prospect of 

the Sangha servant returning to duty on its expiry; 

(b) When commuted leave is granted, twice the amount of such leave shall be debited 

against the half pay leave due; 

  (c) The maximum commuted leave on private affairs that may grant at a time shall be 120 

days. If commuted leave on private affairs is combined with earned leave the total period 

should not exceed 180 days. 

 

5.Where a Sangha servant who has been granted commuted leave resigns from service or at 

his request permitted to retire voluntarily without returning to duty, the commuted leave 

shall be treated as half pay leave and the difference between the leave salary in respect of 

commuted leave and half pay leave shall be recovered; 

Provided that no such recovery shall be made if the retirement is by reason of ill-health 

incapacitating the Sangha servant for further service, or in the event of his death. 

 

6. For the purpose of this rule and Rule 68, a Sangha servant who has rendered not less than 

five years of continuous service excluding the service as a temporary candidate and periods 

of suspension adjudged as penalty, shall be considered as belonging to permanent 

employee provided the department/competent authority certifies that there is no prospect 

of his reversion or discharge. 

68. (a)  Extraordinary leave may be granted to any officer in special circumstances ; 

            (i)  When no other leave is by rule admissible or 

           (ii)  When other leave is admissible, but the officer concerned applies in writing for 

the grant of extraordinary leave. 

     (b) Unless Sangha in view of the exceptional circumstances of the case otherwise 

determines, no Sangha servant who is not a permanent employee or a quasi-permanent 

employee shall be granted extraordinary leave on anyone occasion in excess of the 

following limits. 



 

       i)  three months without medical certificates. 

      ii) six months for common aliment, where the Sangha servant has completed a 

continuous service of not less than one year on the date of expiry of leave of the kind due 

and admissible under these rules, including extraordinary leave of three months under 

clause (I) above and is request for such leave is supported by a medical certificate, as 

required by these rules. 

     iii) Eighteen months, where the Sangha servant, who has completed a continuous service 

if not less than one year, including extraordinary leave of three months under clause (i) is 

undergoing treatment for cancer/mental illness/ pulmonary tuberculosis/pleurisy of 

tubercular origin/tuberculosis of any part of the body / leprosy, in Sangha institution or at 

his residence through such institution and his request for such leave his supported by a 

medical certificate in the form prescribed in Rule 104, issued by the civil surgeon of the 

district or the district medical officer are a specialist in the concerned disease, the certificate 

specifies that the Sangha servant has reasonable chances of recovery on the expiry of the 

leave recommended. 

      iv) Two years of under-graduate/graduate/post graduate courses in three years for 

doctorate courses, where the Sangha servant has completed a continuous service of not less 

than three years on the date of expiry of leave of the kind due and admissible under the 

Rules including the extraordinary leave of three months under clause (b) (i) and applies for 

the leave for prosecution of higher studies, having a close bearing on his sphere of duty, 

provided that prior approval of a Sangha is taken before sanctioning the leave. 

 

(c)Where a Sangha employee who is not a permanent employee, fails to resume duty on the 

expiry of the maximum period of extraordinary leave granted to him on where such a 

Sangha servant who is granted lesser amount of extraordinary leave than the maximum 

amount admissible, remains absent from duty for any period, which together with the 

extraordinary leave granted exceeds three months, he shall unless Sangha in view of the 

exceptional circumstances of the case otherwise determine, be liable to be  dismissed or 

removed from service  after following the procedure laid down in the V.S.C.D.A RULES. 

(d) The authority empowered to grant leave may be commute retrospectively periods of 

absence without leave into extraordinary leave. 

 



 

69.(1) A Sangha employee who proceeds on earned leave is entitled to leave salary equal to 

the pay drawn immediately before proceeding on such leave. 

Note: ‘Pay’ for this purpose means the pay as defined in sub rule 26 of rule 6 of these rules 

and the rate at which it is admissible immediately before the date of commencement of 

leave. 

 (2) A Sangha servant on half pay leave or ‘leave not due’ shall be entitled to leave salary 

equal to half the amount specified in sub-rule(1).  

(3) A Sangha servant on commuted leave shall be entitled to leave salary equal to the 

amount specified in sub-rule (1). 

(4) A Sangha servant on extraordinary leave is not entitled to any leave salary. 

 

EXAMINATION LEAVE 

70. The Rules in this section regulate the grant of leave to enable Sangha servants to appear 

at examinations as and when prescribed by Sangha. 

71. Examination leave may be affixed or prefixed to earned leave except as here in provided, 

no kind of leave except half pay leave on medical certificate, may be granted in continuation 

of examination leave. 

72.  A sangha servant while absent from his office or from his station to attend an obligatory 

examination, is considered to be on duty. 

73. Leave may not be given to a Sangha servant to prepare for examination or for recreation 

after examination. A reasonable time, including the day or days of examination should be 

allowed for journey to and from the place of examination, and nothing more. 

74. A Sangha servant permitted to present himself at any examination which must be 

passed before he is eligible for higher appointment in any branch of the Sangha service, may 

under the orders of his immediate department superior, be allowed leave of absence for the 

number of days which is actually necessary to enable him to attend the examination, that is, 

the number of days required for travelling from his station to the place of examination and 

back, and the number of days which the examination itself will occupy. During this absence 

no deduction will be made from the allowances of the Sangha servant unless the Head of 

the office finds such deduction necessary to enable him to make arrangements for carrying 

on the work. Such leave should not be allowed more than twice for each standard of 

examination. 



 

NOTE: To ensure that the concession of examination leave should not be allowed more than 

twice for each standard of examination and is not misused, whenever A Sangha employee 

submits his/her application for admission to the prescribed examination an entry to this 

effect should be made in his/her service register and this should be put up to the concerned 

competent authority before the certificate sought by the employee is issued. However, in 

respect of Heads of the institutions, the declaration given by them in their application for 

admission to the examination may be accepted as correct. 

 

MATERNITY LEAVE 

75(1) A female Sangha servant may be granted maternity leave by an authority competent 

to grant leave for a period of 90/180 days from the date of its commencement or as decided 

by the Executive Committee from the time to time whichever is less. During such period, she 

shall be paid leave salary equal to the pay drawn immediately before proceeding on leave. 

(2)Maternity leave may also be granted in case of miscarriage or abortion including abortion 

induced under the Medical Termination of pregnancy Act, 1971 (but not threatened 

abortion) subject to the conditions that. 

a. The leave does not exceed six weeks; and 

b. The application for leave is supported by a medical certificate from registered Medical 

Practitioner. 

3. Maternity leave under sub-rule (1) or (2) above shall not be admissible to a female Sangha 

servant who has two or more living children.  

4. (a) Maternity leave may be combined with vacation or any other kind of leave. Such leave 

not exceeding 60 days may be granted without production of medical certificate. 

(b) Leave in further continuation of leave granted under clause (a) of sub-rule 4 may be 

granted in cases of illness of female Sangha servant subject to production of a medical 

certificate from the authorized medical attendant. Such leave may be granted in case of 

illness of a newly born baby, subject to production of a medical certificate from the 

authorized medical attendant to the effect that the condition of ailing baby warrants 

personal attention and that her presence by the baby’s side is absolutely necessary. 

5. The maternity leave shall not be debited against the leave account. 

75.A. A female Sangha servant on her adopting a child, may be granted leave of the kind due 

and admissible (including commuted leave without production of medical certificate for a 



 

period not exceeding 60-days subject to the conditions that such female Sangha servant 

should not have two living children at the time of adoption. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CHAPTER VII 

SUBSIDIARY RULES CONDITIONS OF GRANT 

76. If in the interest of the Sangha service, all application for leave cannot be complied with, 

the authority competent to sanction leave will have full discretion in deciding which should 

be granted, and in so doing, it may take into consideration the following circumstances; 

1. The Sangha servants who can, for the time being, be conveniently spared. 

2. The leave due to various competing applications. 

3. The amount and character of the previous continuous service that they have 

rendered. 

4. The fact that a Sangha servant was compulsorily recalled from the leave last enjoyed 

by him. 

5. The fact that a Sangha servant has been refused leave in the Sangha interest. 

77. Leave shall not be granted to a Sangha servant to whom a competent punishing 

authority has decided to dismiss, remove or compulsorily retire from Sangha service. 

78. Sangha servant appointed on probation is entitled to leave as a temporary Sangha 

servant. 

79. Part-time Sangha servants are not entitled to any other kind of leave except casual 

leave, which shall be limited to fifteen days in each calendar year in non-vacation 

departments and ten days in vacation departments. 

 

COMMENCEMENT AND END OF LEAVE 

 

80. Ordinarily, leave begins on the date on which the transfer of charge is effected, or if 

charge is transferred afternoon, on the following day. Similarly, such leave ordinarily ends 

on the day preceding that on which charge is resumed, or if charge is resumed afternoon, on 

that day. 

    But if a Sunday or one or more Gazetted holidays fall on the day immediately preceding 

that on which the leave begins or on the day on which the leave 1(XXX) between two 

appointments ends, a Sangha servant may leave his station at the close of the day before or 

return to it at the end of such holidays provided his departure or return does not involve- 

 



 

(i) The immediate transfer of a Sangha servant from or to another station, or the 

loss of his appointment by a Sangha servant appointed temporarily to the 

service; 

(ii) The taking over of money, unless subject to the condition that the departing 

Sangha servant remains responsible for the money in his charge, Sangha specially 

allows transfer of charge to take place before or after the holidays. 

If holidays are as above prefixed to leave, the leave and the consequent re-arrangements of 

allowances, if any, take effect from the day of the holidays on which the office is open for 

the business and if the holidays are affixed to leave, the leave is treated as having 

terminated on, and the re-arrangements of allowances if any takes effect from the day on 

which the Sangha servant would have resumed charge and holidays not followed the leave. 

Note1:- In cases which the application of the above rules as to prefixing and affixing holidays 

to leave is doubtful or inequitable, Sangha shall decide which Sangha servant shall be held 

to have been in charge and to whom the salary of the office for the Sunday or holiday shall 

be paid. 

Note 2:- For the purpose of this rule, the office is regarded as closed for business only on 

Sundays and general holidays. 

Explanatory Note: The intention of the above Rule is that Sunday and general holidays may 

be affixed and suffixed to leave. 

      As regards the regulation of pay and allowances during holidays prefixed and/or suffixed 

to leave, pay and allowances during such holidays are to be granted as if the Sangha servant 

concerned is on duty. 

Note 3: Prefixing and suffixing holidays to leave under this rule shall be allowed 

automatically except in cases where for administrative reasons permission for prefixing or 

suffixing any holiday to leave is specifically withheld and mentioned in the order sanctioning 

the leave. 

Note 4: In the case of leave on Medical certificate, the prefixing/suffixing of holidays to 

leave shall be determined with reference to the date of issue of medical certificate. 

1. Procedure to combine holidays with leave on Medical certificate: 

(i) Prefixing of holidays to leave on Medical Certificate. 



 

(a) When the Medical certificate is issued on the day immediately preceding 

the holidays or during the holidays, may be treated as part of leave and 

not allowed to be prefixed. 

(b) When the Medical certificate is issued on the day leave is to commence, 

the holidays may be allowed to be prefixed at the request of the Sangha 

servant. 

(i) Affixing of Holidays to leave on Medical Certificate- 

(ii) When the fitness certificate is of the date on which the Sangha 

servant resumes duty or the date just preceding there to joining or 

when the certificate is of a date intervening the holidays, the 

holiday or holidays may be treated as part of the leave and not 

allowed to be affixed. 

(iii) If the fitness certificate is of the date just preceding the holidays, 

the holidays may be allowed to be suffixed at the request of the 

Sangha servant.   

 

                    RETURN TO DUTY 

 

81. A sangha servant on leave may not return to duty more than fourteen days before the 

expiry of the period of leave granted to him unless he is permitted to do so by authority 

which granted him leave.  

Note: In cases where above procedure is found to be cumbersome and administratively not 

possible to comply with, it would be sufficient if the officer deserving to return to duty 

before the expiry of the period of leave sanctioned obtains the oral permission from the 

competent authority to do so and it is recorded in the order cancelling the unavailed portion 

of leave as also to report for duty before the expiry of leave, on his request. 

82. No sangha servant who has been granted leave on medical certificate may return to 

duty without first producing a medical certificate of fitness in the prescribed from. The 

authority sanctioning leave may require a similar certificate in the case of any Sangha 

servant who has been granted leave for reasons of health, even though such leave was not 

actually granted on a medical certificate. 



 

We ……………………… The Members of the medical Board /I……………………Civil Surgeon/Staff 

Surgeon/authorized Medical Attendant / Registered Medical practitioner of...………… do 

hereby certify that We/ I have carefully examined Sri/Smt/Kumari…………...whose signature 

is given below and find ……..…… that  he/she has recovered from his/her illness and now is 

fit to resume duties in Sangha service. We /I also certify that before arriving at this decision 

(s) and statement (s) of the case ( or certified copies thereof) on which leave was granted or 

extended and have taken these into  consideration in arriving at our/ my decision. 

 

                                                                                                            Members of the Medical Board 

                                                                                        

1…………………………… 

                                                                                                       

2…………………………… 

                                                                                                       

3…………………………… 

                                                                                                                   

                                                                                               Civil Surgeon/staff surgeon/ 

 

Signature of the                                                                    Authorized medical attendant/ 

Government Servant                                                        Registered Medical Practitioner. 

 

 

RECALL TO DUTY 

 

83. A Sangha servant on leave may be recalled by the authority sanctioning leave to duty 

before the expiry of his leave only if such recall is considered necessary in sangha’s interest.  

Such recall shall be compulsory and the sangha servant shall be entitled, if the leave from 

which he is recalled is in India, to be treated as on duty from the date on which he starts for 

the station to which he is ordered and to draw. 



 

a. Travelling allowance, as decided by the Executive Committee, and  

b. Leave salary until he/she joins the post at the same rate at which 

he/she would have drawn it but for the recall to duty. 

 

OVERSTAYING LEAVE 

84. A sangha servant who remains absent after the end of his/her leave entitled to no leave 

salary for the period of such absence and that period shall be debited to his leave account as 

though it were half pay leave to the extent such leave is due and as extraordinary leave to 

the period of half pay leave fall short of the period of such absence, unless the leave is 

extended by a competent authority. Absence for a duty   after the expiry of leave will render 

a sangha servant liable to disciplinary action for misconduct except where the sangha 

servant establishes to the satisfaction of the authority competent to sanction leave that he 

was unable to join duty for reasons beyond his control. 

COMBINATION, EXTENSION AND COMMUTATION OF LEAVE. 

85. The authority competent to sanction leave may 

1)grant to a sangha servant  any kind of leave admissible under these rules (including 

extraordinary leave without allowance) in combination with any other kind of leave so 

admissible or in continuation of leave of any other kind already taken. 

NOTE 1: Earned leave already sanctioned and availed prior to 29-1-1971 shall not be 

permitted to be converted into commuted leave/half pay leave. 

NOTE 2:  Earned leave already sanctioned and availed of on and after 29-1-1971 shall not be 

permitted to be converted into commuted leave/half pay leave. 

2) Commute the whole or any portion of any leave granted under these rules retrospectively 

into any other kind of leave which was admissible when the original leave was granted; and                    

3) commute retrospectively periods of absence without leave into leave without allowances. 

NOTE:  Extraordinary leave without allowance cannot be converted retrospectively into 

leave on medical certificate, but leave may be given on medical certificate in continuation of 

leave without allowances. 



 

Explanatory note: Casual leave once utilized cannot be commuted retrospectively into leave 

of way other kind at a later date, after return of the sangha servant to duty. In the case, 

however, of a sangha servant who avails of casual leave and before return to duty applies 

for earned leave or other leave, the casual leave already applied to for should be treated as 

cancelled and the leave sanctioned will have affect from the date of sangha servant 

concerned ceased to perform his duties. 

 

EMPLOYMENT DURING LEAVE 

86. Save in very exceptional circumstances, no sangha servant should be granted leave 

whether with or without allowances, to allow of his practicing at the Bar or pursuing any 

other profession calling. 

87. A sangha servant who is already on leave may not take service or accept any 

employment (including the setting up of private professional practice as accountant, 

consultant or legal or medical practitioner) which involves the receipt of a fee or 

honorarium, without obtaining the previous sanction of sangha. 

Note: 1. this rule does not apply to the acceptance of fees for literary work or for service as 

an Examiner or similar employment, nor does it apply to acceptance of Foreign Service. 

Note: 2. This rule does not also apply where Sangha servant who has been allowed to take 

up a limited amount of private practice and receive fees there for as part of his conditions of 

service e.g. where a right of private practice has been granted to a Medical officer. 

ALLOWANCES 

88. Fixed travelling allowance is not admissible during leave and may be drawn by the 

substitute.     

 89. The draw of House rent allowance, Compensatory-cum-House Rent allowance or City 

Compensatory Allowance by a sangha servant during leave shall be regulated as stated 

below: 

(1) A Sangha servant shall be entitled to draw House Rent allowance, Compensatory-cum-

House Rent allowance or City compensatory Allowance during the leave at same rate at 



 

which he was drawing this allowance before he proceeded on leave. For this purpose leave 

means the entire leave (including extraordinary leave) if it does not exceed four months of 

leave if the actual duration of the leave exceeds that period. A sangha servant on leave 

preparatory to retirement shall also be entitled to draw these allowance at the same rate at 

which he was drawing before proceeding on leave for the duration of such leave not 

exceeding 120 day/four months or for the first 120 days/four month if the duration of such 

leave exceeds this limit. When vacation or holidays are combined with leave, the entire 

period of vacation or holidays and leave shall be taken as one spell of leave. Unless in any 

case it is otherwise expressly provided in these rules joining time shall be added to the 

period of four months. 

Note: 1.The drawls of this allowance during period of vacation whether combined with 

leave or not shall be regulated in the same manner as during leave. 

Note: 2.The grant of House rent allowance compensatory-cum-House Rent Allowance or 

city-compensatory allowance to the Sangha servants who are originally granted leave on 

Medical Grounds or otherwise but do not join duty after expiry of such leave owing to 

death/invalidation during such leave, shall be regulated under Note 1. 

(2) The limit of four months shall be extended to eight months for the purpose of grant of 

this allowance in the case of sangha servants suffering from T. B., cancer or other ailment 

during the period of their leave taken on medical certificate when such certificates are in 

the forms prescribed under Rule 106 of these rules .It is immaterial whether the leave is on 

medical certificate  from the very commencement or is in contribution of other leave as 

defined in sub rule (1) the question whether this allowance may be paid to an officer 

suffering from  T .B., Cancer or other ailment during leave on medical certificates exceeding 

eight months shall be decided by sangha. 

(3) Drawl of this allowance during the period of leave in excess of first 4 months shall be 

subject to furnishing the following certificate. 

“The Sangha servant concerned continued, for the period for which House rent allowance, 

Compensatory-cum House Rent Allowance or city Compensatory Allowance is claimed to 

reside at the same station from where he proceeded on leave”  



 

90. A Sangha servant on earned leave may draw his tentage on the conditions prescribed for 

the House Rent in Rule 88. 

91. Local allowance granted for the unhealthiness of the locality may be drawn during the 

period of earned leave. Local allowance granted for other purposes may be drawn during 

the period of earned leave provided there is no cost to Sangha. 

92.A Non-practicing  allowance sanctioned to Residential  Medical Officers and the teaching 

staff in the Medical Colleges may be drawn during the period of leave with allowances not 

exceeding four months or 120 days or during the first 4 months or 120 days of leave in 

excess of four months or 120 days taken at a time provided that the Sangha servant is likely 

to return after the expiry of the leave, to the same post or to another post carrying non-

practicing allowance and provided further that he is not engaged in any private practice 

during the period of the leave and there is no extra cost to Sangha by payment of the 

allowance to the Sangha servant on leave. 

This allowance is also admissible during leave to the doctors, the Administrative Medical 

Officers 

92-B. Project allowance may be drawn during leave not exceeding two months or during the 

first two months of leave exceeding two months at a time; 

Provided that the allowance may be drawn for a further period of two months if the 

leave in excess of the first two months is on medical certificate. 

Note: 1 For the purpose of this rule, leave means with allowances of any kind but does not 

include leave preparatory to retirement. 

92-C. Nursing superintendents. Grade I and II , sisters, sister tutors and nurses and midwives 

including  probationary nurses may be allowed to draw uniform and ration allowance during 

any kind of expect leave preparatory to retirement for a period not exceeding 120days or 4 

months as the case may be. 

 

 



 

CHAPTER VIII 

PROCEDURE RELATING TO LEAVE –GENARAL RULES 

93. The leave account of sangha employee shall be maintained, and the entries there in 

attested, by the head of the office in which he is employed. 

94. An application for leave for an extension of leave must be forwarded through the 

immediate departmental superiors (if any) to the authority competent to grant such leave 

or extension. 

Provided that no such application shall be necessary:- 

1. When a sangha servant makes a request for extension of leave by a letter with 

necessary particulars, or 

2. When the authority competent to sanction leaves comes to know that a sangha 

servant is absent from duty due to illness or that a sangha servant has died. 

95-A: A sangha servant returning from leave is not entitled in the absence of specific orders 

to that effect to resume as a matter of course  the post which he had  before going on leave. 

He must return to the station from where he proceeded on leave and report to the 

authority under which he was serving before he proceeded on leave unless there are orders 

to the contrary. He must if necessary also submit to such delay as may be unavoidable in the 

interest of sangha service. 

NOTE:  Controlling officers should provide for the expected return of sangha servants from 

leave by seeing that sangha servant to be relieved are at headquarters in due time to give 

over charge. 

96.  Medical officers must not recommend the grant of leave in any case in which there 

appears to be reasonable prospect that the sangha servant concerned will ever be fit to 

resume his duties. In such cases the opinion that the sangha servant is permanently unfit for 

sangha service should be recorded in the medical certificate. 

97. Every certificate of a Medical Committee or a Medical Officer recommending the grant 

of leave to a sangha servant must contain a proviso that no recommendation contained in it 



 

shall be deemed to be evidence of a claim to any leave not admissible to the sangha servant 

under the terms of his contract or of the rules to which he is subject. 

NOTE: In all cases where half pay leave ‘not due’ is granted to a sangha servant, the Medical 

Officer granting the Medical certificate should specifically state therein that as far as can be 

reasonably foreseen by him, there is every likelihood of the Sangha servant returning to 

duty and continuing in service for a specified number of years. Such a certificate is necessary 

to enable the sanctioning authority to grant or refuse leave ‘not due’ basing his judgment on 

Medical opinion so furnished. 

 In the case of Sangha servant suffering from T.B, not admitted to a sanatorium, the 

medical certificates as above granted by the Medical officer may be accepted and in the 

case of those admitted to a sanatorium, the certificate granted by Medical officer in 

charge of the sanatorium may be accepted. 

98. With the cognizance of the Head of his officer or, if he is himself the Head of his officer, 

of the Head of his department, the applicant must, except in the cases provided for in Rules 

99A & 100 present himself with two copies of the statement of his case at the seat of 

Sangha or at such other place as may be appointed by Sangha. 

We do hereby certify that according to the best of our professional judgment, after 

careful personal examination of the case we consider the health of C.D to be such as to 

render leave of absence for a period of….. Months absolutely necessary for his recovery. 

99. Before deciding whether to grant or refuse the certificate, the Authority may, in a 

doubtful case, detain him under professional observation during a period not exceeding 

fourteen days. In that case would grant to him a certificate to the following effect; 

    C.D having applied to us for a Medical certificate recommending the grant to him of 

leave we consider it expedient, before granting or refusing such a certificate, to detain  C 

.D under professional observation for days. 

99.A  In cases in which president of Sangha is satisfied that grant of leave to Sangha servant 

on account of illness is necessary, a certificate from the civil Surgeon of the District or the 

District Medical Officer in the following  form will suffice 



 

   ‘I A B Civil Surgeon, District/District Medical Officer after careful personal examination 

of the case hereby certify that……is in a bad state of health and solemnly and sincerely 

declare that according to the best of my judgment the leave of absence for a period of 

…….months from …….. (date) to…..(date)….from the date of relief is essentially necessary 

for the recovery of his  health  and recommend that he may be granted……..month’s 

leave. 

100.  If the state of the applicants health certified by a Medical Officer in Charge of a station 

to be such as to make it inexpedient to present himself at any place in which the Medical 

Examination is to be conducted, the authority competent to grant the leave may accept in 

lieu of the certificate prescribed in Rule 98, a certificate from any two Medical Officers.  

Note 1: A Medical certificate from the district Medical Officer of the Station 

countersigned by the Deputy Commissioner of the district may be accepted in 

exceptional cases in which Sangha considers it impracticable or undesirable to insist on 

the production of a certificate signed by Two Medical Officers. 

Note 2: Notwithstanding anything contained in this rule, the authority competent to 

sanction leave may dispense with the procedure laid down in rule 98. 

i) When the leave recommended by the authorized medical attendant is for 

period not exceeding two months, or 

ii) The applicant is undergoing treatment in a hospital as an indoor patient and the 

leave is recommended by the medical officer in charge of the case in the 

hospital not below the rank of civil surgeon or surgeon for the period of 

hospitalization or convalescence, provided that such a medical officer certifies 

that in his opinion it is unnecessary for the applicant to appear before a medical 

committee. 

101. Sangha servant serving in places outside district headquarters may be granted leave on 

medical certificate on the strength of certificate of a registered medical practitioner 

countersigned by the civil surgeon or the district medical officer who may visit the patient if 

for any reason   he considers this course advisable. This rule will be only applicable when the 



 

sangha servant requiring superior to come to headquarters to undergo examination by the 

civil surgeon or the district medical officer. 

102. The grant of a medical certificate does not in itself confer upon the sangha servant 

concerned any right to leave. The certificate should be forwarded to the authority 

competent to grant the leave, and the orders of that authority should be awaited. 

103. When any sangha servant is granted leave on medical certificate, the authority granting 

the leave should specify the fact in its order to enable the concerned authority to make the 

necessary entry in the leave salary certificates. 

Medical certificate to sangha servants 

104. An application for leave on medical certificate must be accompanied by a certificate 

from the applicant’s medical attendant. The certificate should distinctly state the nature of 

the illness, its symptoms, causes and duration and period of absence from duty considered 

to be absolutely necessary for the restoration of the applicant’s health. It should 

countersigned by the district medical officer of the district where the applicant resides. 

 However, subject to the following rules; the authority sanctioning the leave may accept 

a certificate from the applicants’ medical attendant without such counter signature- 

1. The term medical attendant in these rules includes honorary medical officers. 

Honorary assistant officers, Vaidyas and Hakims. 

2. Certificates given by a Vaidyas and Hakims may be accepted for short period of 

leave not exceeding fifteen days, at the discretion of the head of the office. 

3. Certificates given by Assistant Surgeons Class-II in Sangha service and Registered 

Medical Practitioners whose names are entered in the registered of the medical 

council may be accepted for period of leave not exceeding two months. 

4. Certificates given by Medical Graduates in Sangha service and Registered Medical 

Practitioners who hold any of the following qualifications may be accepted for 

period of leave exceeding two months but not exceeding six months. 

1. M.B.B.S of the Mysore or university in India. 

2. L. R. C. P 

3. M.R.C.S 



 

4. M.R.C.S 

5. F.R.C.S 

6. M.D 

7. B.S.A.M. (Bangalore, Mysore and Karnataka university) 

8. B.A.M.S. ( Bangalore , Mysore and Karnataka universities) 

9. B.U.M.S. (Bangalore university), (Unani) 

10. M.D (Ayurveda) Bangalore university and Gujarat university) 

11. D.Ay. M.S ( Mysore and Banaras Hindu  university) 

12. H.P.A, M.S.A.M. ( Gujarat university) 

5 .For periods of leave in excess of six months, the counter signature of the district medical 

officer     should   ordinarily be obtained except in cases where the authority sanctioning the 

leave does not think it necessary on  account of the certificate having been given by a 

medical attendant holding high qualification such as F.R.C.S., M.R.C.P. and M.D. 

Note: In the case of female officers, sangha may either dispense the counter signature of 

the District Medical Officer for authorize such counter signature by doctors of their own sex. 

105. The countersigning office may, at his discretion require the applicant to appear before 

him, unless it appears from the certificate of his Medical Attendant that he is too ill to bear 

the journey in which case, such officer may, after careful investigation of the case, either 

countersign the certificate or refuse to do so, as he thinks fit. In Such a case, he may get the 

Sangha servant concerned examined by the nearest medical subordinate and obtain a 

report before he decides on countersigning the certificate. No certificate should be 

submitted for countersignature without the cognizance of the head of the applicants office, 

or if the applicant be himself the Head of Office, without immediate report to the Head of 

his department/ Institution. 

106. The certificate shall be in the following form. 

    {………. After careful personal examination of the case herby certify that Sri/Smt. (who is/ 

is not under orders of transfer) whose signature/ thumb impression given below) is suffering 

from…. And I consider that a period of absence from duty of… with effect from…to…..is 

absolutely necessary for the restoration of his/her health.  



 

                                                                                                      

                                                                                                      Signature and Designation 

                                                                                                          Of Medical Attendant. 

                              (Government Medical Officer of the rank of the Civil 

                          Surgeon/Gazetted Assistant Surgeon/ Registered Medical                   

     Practitioner with his Registration Number) 

 

 

 

 

 

                                                                                                           Signature and Designation of  

                                                                                                                      Medical Attendant  

 

Medical History 

(The nature of illness, symptoms, causes and duration should be specified) 

Signature and Designation of 

                                                                                                                   Medical Attendant. 

Note: The Head of the office should, before sanctioning or recommending leave, satisfy 

himself that the thumb impression recorded in the Certificate and the Service Register do 

not differ in the case of illiterates. 

 

Sanction of Leave. 

107. Any leave, admissible under these rules may be granted to Sangha employee by a 

competent authority. Before leave is sanctioned to an employee the authority sanctioning 

the leave should either consult the leave account or his service book, and satisfy himself 

Signature of the Applicant 

Left hand thumb impression of the 

Applicant (in the case of illiterates) 

Taken in my presence this       day of 



 

that the leave is admissible or obtain a certificate to that effect from the officer entrusted 

with the attestation of the entries in the leave account or the service book. 

108. The authority competent to sanction leave specified in column (1)  of the table below, 

may sanction leave in respect of the sub-ordinate employees holding the posts in the scale 

of pay specified in column (2) thereof to the maximum duration specified there in.  

 

Authority competent to 

sanction leave  

 

                       Posts in the scale of pay of 

1. 2. 

 Rs. 7400-13120 

And above  

Rs. 5575-10620 and 

above but below 7400-

13120 

Rs.2500-3850 

And above but 

below 

President  

Vice-president 

General secretary 

4 months  

3 months 

2 months  

6 months  

4 months  

3 months 

Full power 

 

 

 

109. (a) Sangha has delegated to the president/ vice- president/ General secretary the 

power of granting leave to the sangha employee as specified in Rule 108. 

       (b) Acting or incharge arrangements may also be made in such vacancies. The minimum 

period required for claiming charge allowance shall be one month. 

Note: Sanction of the sangha should be obtained where the in charge arrangement is 

proposed to be continued beyond four months. Sangha may also fill up temporarily leave 

vacancies’. 

Note:1. Where the application is for study leave out of India or other leave specifically 

granted for purposes of study out of India, the authority sanctioning the leave should obtain 

a certificate of admissibility from the accounts officer of the sangha before sanctioning the 

leave. 



 

Note: 2 in determining the authority competent to sanction leave under this rule, the period 

of earned leave surrendered for purpose of encashment shall not be taken in to account. 

Note: 3 Leave not availed within thirty days of its sanction expires and a fresh sanction is 

necessary for availing the leave. 

 

                                                                    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CHAPTER   IX 

PAYMENT OF LEAVE ALLOWANCE 

 

110. Leave allowances are payable after the end of each calendar month. 

111. When leave is sanctioned with retrospective effect or when one kind of leave is 

commuted retrospectively into any other kind of leave admissible under these rules after 

the lapse of one year from the date of relief, the leave allowance shall not become payable 

without the sanction of Sangha. 

112. The leave salary shall be drawn in rupees in India, except in the case of Sangha servants  

proceeding outside India on study leave or any other type of leave granted specially for the 

purpose of study. 

113. If the leave of a Sangha servant is extended or commuted, the head of the office must 

communicate it to the Accounts Officer, Vokkaligara sangha. He should also communicate 

any other circumstances connected with the leave which may be required to be known to 

the accounts officer who passes the leave allowances of the sangha servant. 

114. The leave allowances of a Sangha servant on leave can be drawn only at the place 

where his salary is paid, and under the signature of the Head of his office who is responsible 

for ay overcharges; no other security is required. 

In case where a period of leave is followed by transfer, such portion of the leave salary as 

could not be drawn at the old station, may be drawn at the office/institution from which the 

pay in respect of the new post is drawn. 

 

 

 

 

 

 

 

 



 

CHAPTER X 

Maintenance of Records of Service. 

 

115. A record of the service of each Sangha employee shall be maintained by the Head of 

the Office in form…. which is supplied to every employee on his first appointment. It shall be 

maintained for an employee from the date of his first appointment to the Vokkaligara 

sangha service (Whether permanent, temporary r officiating).  It must be kept in the 

custody of the Head of the office in which he is serving, and transferred with him from office 

to office. 

Note: Service books are to be supplied by the Sangha fund to the employees 

Maintenance of Service Book 

116. Every step in a Sangha servant’s official life including temporary and officiating, 

promotions of all kinds, the date on which the period of probation is satisfactorily 

completed, increment’s and transfers and leave of absence taken should be regularly and 

concurrently recorded in the service book each entry being duty verified with reference to 

departmental orders, pay bills and leave statements  and attested by the Head of the Office 

if the Sangha servant is himself if the Head of an Office, the attestation should be made by 

his immediate superior. There should be no erasure or overwriting and all corrections 

should be neatly made and properly tested. Any special test or examination passes by the 

Sangha servant should be entered in the service book together with a reference to the 

number and date of the Notification directing the publication of the names of the successful 

candidates in the test.   

Note: whenever the certificate mentioned in (Note 1 to clues (b) of Rules 33 issued by the 

competent   administrative: authority, a very concise entry such as “certificate under Note 1 

to Rules 33 (b) Vokkaligara Sangha service Rules, issued for the period from …….. To ……… 

should also be recorded after the entry regarding leave, in the service book. 

117. When a sangha servant is reduced is lower post, dismissed or removed from service or 

suspended from employment or subjected to any other penalty , the reason for the 



 

reduction dismissal, removal or suspension or other penalty, a the case may be , should 

always be briefly stated thus, 

“Reduced for inefficiency”, “Reduced owing to revision of establishment etc.,” The Head of 

the Office should make efficient arrangement for these entries being made with regularity 

the duty should not be left to the Sangha servant concerned. 

Copies of all orders regarding, dismissal, removal, suspension or other penalty should be 

filed with the Service book. 

Note: An entry regarding “censure” would not be necessary in the Service Book, but such 

entry should be recorded in the confidential Rolls. 

118. The entries in the leave accounts should be attested by the head of the office. 

119.  The declarations of Sangha servants exercising their option regarding scales of pay, 

leave rules, or other rules regulating the conditions of service should be pasted in the 

service books themselves with dated and  signature of the Head of the Office. 

120.  The date of birth should be verified with reference to the documentary evidence and 

certificate recorded to that effect stating the nature of document relied on 

121.  Finger prints of the Sangha servant should be recorded in the column “personal marks 

of identification” in the service book itself in the case of Sangha servant who are not literate  

The impression should not be taken on separate slips of paper and pasted to the service 

book. 

122.  It shall be the duty of every Head of Office to initiate action to show the service books 

to the Sangha servants under his administrative control every  year and to obtain their 

signatures there in token of their having inspected the service books. A certificate to the 

effect that he has done so in respect of the preceding financial year should be submitted by 

him to his next Superior Officer by the end of every September. 

The Sangha servants shall inter alia ensure before affixing their signatures, that their 

services have been duty verified and certificated as such in case of Sangha servant on 



 

Foreign Service his signature shall be obtained in his service book after the Accounts Officers 

Vokkaligara Sangha has made therein necessary entries connected with his foreign service. 

123.  When a Sangha servant is transferred, whether permanently or temporary, from one 

office to another, the necessary entry and the nature and reason of the transfer should be 

made in this service book in the office from which the Officer is transferred and the book, 

after being duty verified up to date and attested by the book maintained in his office. If the 

head of the latter office find any error or omission in the book on receipt, he should return it 

to the forwarding officer for the purpose of having the error rectified or the omission 

supplied before the book is taken over by him. The service book should not be handed over 

to the employee who has been transferred nor should it be given to him when proceeding 

on leave. 

124.  (1) the service book should not be returned to the Sangha servant on retirement, 

resignation or   discharge from service. 

         (2)When the service of a sangha servant is terminated by removal or dismissal, his 

service book is retained for a period of five years or until the Sangha servant’s death, 

whichever is earlier, after which it will be destroyed. A similar procedure should be followed 

in the case of Sangha servant whose probation is terminated. The Head of the office in 

which he was last employed should retain the service book in such cases  

(3)   When the service of a Sangha servant is terminated by resignation or discharge without 

his fault, the service book should be retained for period of five years from the date of his 

resignation or discharge. In the event of his death within the period of five years, the Service 

book should be retained for a period of six months only from the date of his death. 

 (4) The service book of a Sangha servant who has been dismissed, removed or compulsorily 

retired and who is afterwards reinstated should on requisition be returned to the head of 

the office in which he is re-employed. 

(5) A similar course should be adopted when a sangha servant has been discharged without 

fault or resigns and is subsequently re-employed. 

 



 

V E R I F I C A T I O N 

125. Ministerial heads of sections in each office should maintain the service registers of 

sangha servants serving under them up-to-date. Manger to check the service register once a 

quarter and furnish a certificate to the Head of Office or Department, as the case may be. 

The service books should be taken for verification once a year by the Head of the office who, 

after satisfying himself that the service of the Sangha Servants concerned and the up to date 

residential address of the members of his family are correctly recorded in his service book in 

conformity with these rules, should record therein a certificate in the following words over 

his signature. 

Verified the services from the pay bills, acquaintance rolls and similar records (to be 

specified by reference to which the verification was made) and also residential address of 

the members of the family up to date.  

Note: 1. The annual verification is an important item of work and has to be one by the Head 

of the Office Generally. 

126.The Head of the office in recording the annual verification should in the case of any 

portion of service that cannot be verified  from office records, distinctly state that for the 

accepted periods (naming them), a statement in wring by the officer as well as a record of 

the evidence of his contemporary employs is attached to the Book. 

127. The Head of Offices and Department should attach to their salary bills for (May) each 

year a certificate to the effect that the service registers of officials in their offices have been 

duly verified In accordance with the prescribed rules and found to be correct. 

 

PERIODICAL INSPECTION. 

128. It is the duty of sangha servants inspecting subordinated offices to inspect the service 

books maintained there. They should see that they are maintained up to date that entries 

are properly made and attested, that verification has been properly carried out and the 

necessary statement and evidence secured and verification certificates have been properly 

recorded by the heads of the offices. 



 

CHAPTER XI 

TRAVLLING ALLOWANCE 

GENERAL RULES. 

129. Travelling Allowances means an allowance granted to a Sangha servant to cover the 

expenses which he incurs in travelling in the interests of the Sangha service. Allowance shall 

be as decided and fixed by the Executive Committee from time to time.  

                                                     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CHAPTER XII- RETIREMENT 

                                                              DATE OF RETIREMENT 

130.(1)The date of compulsory retirement of Sangha employee shall be the afternoon of the 

last day of the month in which he\she attains the age of superannuation of 60 year. 

           Provided that date of compulsory retirement of a Sangha servant whose date of birth 

is the first day of a month shall be the afternoon of the last day of the month preceding  the 

which he attains the age of 60 years. 

           Provided further that where date of compulsory retirement of a Sangha servant in a 

General Holiday or the date of compulsory retirement and the days (s) preceding there to 

are general holidays, he may be permitted to hand over charge on the afternoon of the last 

working day before the date of such retirement and may be allowed pay and allowance for 

the holiday or holidays. 

            (2)Not withstanding anything contained in sub rules (1) Sangha may grant re-

employment to any Sangha servant beyond the date of his compulsory retirement  if he is 

physically fit, on public grounds, which must be recorded in writing subject to the condition 

that such re-employment shall not be granted beyond the age of 60 years, except in very 

special circumstances. No sangha servant shall be continued in service beyond the date of 

compulsory retirement, except with the prior and specific sanction of sangha. 

(3) Notwithstanding anything contained in sub –rule (1) a competent authority may remove 

or dismiss any sangha service or may require him to retire from it compulsory, on the 

ground of misconduct or insolvency or inefficiency provided that before any such order is 

issued, the procedure laid down in the VS CDA rules, shall be followed.  

(4) Not withstanding anything to the contrary contained in this rule or any other rule made 

or in the contract, or the terms and conditions of retention of any sangha servant in service 

after the date of compulsory retirement, the services of a sangha servant so retained shall 

be liable for termination at any time by a notice in writing given either by the sangha 

servant to the  appointing authority or the appointing authority  the sangha servant and the 

period of such notice shall be one month. 



 

Provided that the service of any such sangha servant may be terminated forthwith and on 

such termination of sangha servant shall be entitled to claim a sum equivalent to the 

amount of his pay plus allowance for the period of notice at the same rates at which he was 

drawing them immediately before the termination of his services or as the case may be for 

the period by which such notice falls short of one month. 

(5) The authority competent to sanction Terminal benefits shall prepare every six months 

i.e. on the 1st January and 1st July of each year a list indicating the names, designations, date 

of birth and date of retirement of all employees of sangha employees who are due to retire 

within the next 12 to 18 months and of every sangha employee  shall send the list to Sangha 

office not later than 31st January and 31st July respectively. 

Note: In the case of a sangha employee retiring for reasons other than superannuation the 

Head of the office shall promptly inform the Sangha office as soon as the impending 

retirement becomes known to him. 

131.  Voluntary Retirement/Compulsory Retirement 

            Voluntary Retirement: A person may be permitted to retire from service any time; 

a) After completion of qualifying service of not less than 15 years subject to the 

condition specified in  Sub-rules(1) here under , or 

b) On attaining the age of 50year subject to the condition specified under Sub-

Rules(2) here under; 

Compulsory Retirement: 

c) A person may be retired in Sangha interest any time after completion of 55 years 

subject to conditions specified in Sub Rules (3)  hereunder, 

 

(1) Conditions governing voluntary retirement of a sangha servant on completion of a 

qualifying service of not less than(15 years) 

i) The sangha servant shall give a notice of at least 3 months in writing to the 

appointing authority. 



 

ii) The scheme is voluntary the initiative resting with the  Sangha servant 

himself; 

iii) Sangha does not have the reciprocal rights to retire Sangha servant on its 

own under this scheme; 

iv) A notice of less than three months may be accepted by the appointing 

authority in deserving cases, with the prior approval of Sangha. 

v) A notice of voluntary retirement may be withdrawn subsequently  only 

with the approval of the appointing authority provided that the request for 

such withdrawal is made within the intended date of retirement and the 

sangha servant is in a position to establish that has been a material change 

in the circumstances in consideration of which the notice was originally 

given. 

vi) The voluntary retirement shall not become effective merely on the ground 

that a notice to that effect has been given by the sangha servant unless it is 

duly accepted by the appointing authority. Such acceptance may be 

generally given in all cases except those. 

(a) in which disciplinary proceedings are pending or contemplated against the 

sangha servant concerned for the imposition of any the penalties specified in 

clauses (v) to (vii) of rule of the Vokkaligara sangha 

(b) In which prosecution is contemplated or may have been launched in Court of 

law against the sangha servant concerned. 

Where it is proposed to accept the notice of voluntary retirement in such cases, 

prior approval of sangha should invariably be concerned. 

vii) A  sangha servant  who has given notice under clause(1) of this sub- rule 

may  granted   leave due and admissible to him, not extending beyond the 

date on which he attains the age of superannuation, he even though such 

leave extends beyond the date on which he retires on the expiry of the 

notice. 

 



 

viii) Order permitting a Sangha servant to retire under clause (a) of sub- rule (1) 

shall not be issued until after the fact that he has put in a qualifying service 

not less than (15 years) has been verified in consultation with the accounts 

Officer. 

ix) The term appointing authority referred to in this sub-rule means 

appointing authority as defined in Vokkaligara Sangha conduct, Discipline 

& appeal Rules. 

x) A sangha servant who has voluntarily retired under this scheme after 

having put in qualifying services of not less than 15 years of shall not be 

eligible to seek direct recruitment to any service under the sangha. 

(1) Conditions governing voluntary retirement of sangha servants after attaining the 

age of 50 years. 

(i) The retirement of a Sangha servant on attaining the age of 50uears is 

subject to the conditions specified under clauses (1),(iv), (v),(vi),(vii), (ix), of 

sub- rule(1) mentioned above. 

(2) Retirement of a sangha servant in Sangha interest under the orders of Sangha. 

(i) Sangha may , by order, retire- 

And 

(a) after he has attained the age of 55 years or after he has completed 25 years of 

qualifying service, if the retirement is in their opinion necessary in the Sangha 

interest, provided that the Sangha servant concerned shall either be given a notice of 

three months before  the date of retirement or if he is ordered to retire forthwith be 

permitted to draw, every month for the period of three months, from the date of 

such retirement, a sure equivalent to the salary which he was drawing accrues to 

him during the said period shall be paid to him and the said period for which he 

draws such salary shall be treated as duty. 

(ii) Salary for this purpose will include (special allowance) dearness allowance, 

city compensatory allowance, deputation allowance, and any other 

allowance; expect conveyance allowance and the fixed travelling 

Allowance. If the service of the Sangha servant who is on depilation for a 

specified period on specified  terms and conditions, are withdrawn to his 



 

parent department before orders are passed under this sub-rule, no 

deputation or foreign service allowance will be paid. 

(iii) Orders retiring a sangha servant under this sub- rule, any time after his 

completion of 25 years of qualifying service shall not be issued until after 

the fact that he has put in qualifying service or not less than 25 years has 

been verified in consultation with the Officer. 

132. Retirement benefits sangha employee shall be regulated as per the provisions 

of provident fund and payment of Gratuity Act.1972 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ANNEXURE-A 

RULES REGULATING THE GRANT OF CASUAL LEAVE IN RESPECT OF VOKKALIGARA 

SANGHA SERVANT WITH EFFECT FROM  10.11.2001……………………………….. 

   The Sangha are pleased to issue following to regulate the grant of casual leave to Sangha 

servant. 

   Subject to the provisions of the succeeding rules, casual leave may be granted to 

permanent or temporary Sangha servant, whether he enjoys annual  vacation or not, for 

(fifteen days) in each calendar year, but not for more than seven days at a time. 

Provided that a Sangha servant who has not put in a service of one year in a post, 

may be granted casual leave in proportion to the period of his service at the rate of one day 

for every completed service of one month. 

 Provided further that nothing in these rules shall be applicable to any absence from 

duty in pursuance of strike and no authority shall be competent to grant casual leave in 

respect of such absence. 

Explanation:  In this rule, ‘strike’ shall have the same meaning as in section 2 of the 

Karnataka State Civil Services (Prevention of Strikes) Act, 1966 ( Karnataka Act 30 of 1966). 

Note:- Casual leave of half-a-day effective up to  or from 2 p.m. on any working day 

may be granted subject to the prescribed limit of 3 (fifteen days). 

(1A). No Sangha Servant can claim casual leave as a matter of right. The authority 

empowered to grant casual leave may refuse or revoke casual leave at any time according to 

the exigencies of sangha service. 

(1B). Where the casual leave is required on any ground, no sangha servant shall 

absent himself from duty unless he has been granted such leave by the competent 

authority. 

 Provided that where a sangha servant is unable to attend due to illness or other 

sufficient cause and obtain orders of the competent authority in time, he may granted 



 

casual leave subsequently if he establishes to the satisfaction of such authority that he was 

unable to attend his duty for reasons beyond his control. 

(2)Casual leave shall not be granted so as to cause evasion of the rules regarding: 

(i) Date of reckoning allowance, 

(ii) Change of office, 

(iii) Commencement and end of leave, or 

(iv) Return to duty. 

It shall not ordinarily be granted in continuation of other leave, but the sanction  in 

authority may direct that it may be combined with Sundays and other authority holidays, 

provided that not more than seven day’s casual leave, absence and provided also that such 

period of absence shall not exceed ten days in  all. 

 

(3)Leave without allowance shall not be granted in continuation of casual leave. In cases 

where leave without allowance is requested in continuation of casual leave, the casual leave 

already granted shall be cancelled and the leave without allowances shall commence from 

the date on which the casual leave commenced. 

 (4)The limitation of seven days at a time is not applicable in cases of enforced absences 

from duty, as for instance on account of detentions in plague camps or account of orders 

not to attend office in consequence of infection in the family or house hold of Sangha 

servant when such absence are treated as causal leave as provided for in explanation under 

the note below:- 

Note: This rules is not to be read as precluding the treatment as casual leave or 

absence from duty following leave granted under the rules, so long as such absence 

is due to reasons involving no evasion of the rule in regard to the matters above 

specified, as for instance, when it is necessitated by detention in plague camps on 

the way to rejoin or by orders not to attend office in consequence of the presence of 

infectious disease in the family or house hold of the person concerned. 



 

Absence from duty for reasons of the nature indicate above should be treated as 

follows:- 

a) In the case of person who has not taken any leave at his option, as 

casual leave or earned leave / at his credit; if he has neither of these 

kinds of leave to his credit, as any other kind of leave admissible. 

b) In the case of a person who has  already taken leave at his option , as 

casual leave or leave of the same kind on which he already is , if such 

leave is available or if he has no leave at his credit, as leave without 

allowance.   

      (5)  Any Sangha servant who has been bitten by a rabid animal may, to enable him to 

proceed for treatment, be granted casual leave for the actual period of treatment -14 days 

any leave required in excess of leave being treated as earned leave or half pay leave. 

  Note:  Casual leave granted under this rule shall be treated as special casual leave not 

debitable to the regular casual leave. 

(6) A Sangha servant, to whom casual leave has been granted, is not treated as absent 

from duty and his salary is not intermitted. 

Note:  sangha should not be put to any extra expense in consequence of the absence of an 

officer on Casual leave. 

                In circumstances where it is found impracticable to make local arrangements to 

look after the work of an absentee on casual leave. Heads of Departments may make 

arrangements involving extra cost by way of travelling allowance. They should, however, 

simultaneously  report to sangha in each case, the circumstances necessitating such 

arrangements, Travelling allowance to the officers concerned will be admitted in audit only 

after Sangha certify the arrangements suggested by the Competent Authority.  

(7)  Casual leave may be sanctioned by the Head of the office to all officers subordinate to 

him he may also delegate this power to the senior officers. 

i) In respect of the Heads of officials, casual leave shall be sanctioned by the next higher 

authorities. 



 

ii) A male Sangha servant whose wife undergoes a Gynoeciasterlisation (Tubectomy 

operation without delivery) may also be granted special casual leave not exceeding 7 days. 

The grant of such special casual leave shall be subject to production of a Medical Certificate 

from the Doctor who actually performs the operation and certifies to the effect that the 

presence of the Sangha servant is essential for the period of leave to look after his wife who 

has under gone Gynaecsterlisation. The special casual leave granted under this rule may be 

combined with ordinary casual leave or other kinds leave ie… earned leave, privilege leave 

and half pay leave and can also be combined in any Sundays and other authorized three 

days. 

Iii) In the event of failure of a sterilization operation, if the Sangha servant under goes 

Vasectomy operation for the second time, he shall be granted special casual leave for six 

days again on production of Medical Certificate from the Medical Officer performing such an 

operation to the effect that first operation was a failure and the second operation was 

actually performed. 

8.  Special casual leave not exceeding 14 days may be sanctioned by the Heads of Offices to 

the women employees subordinate to them who undergo the non- puerperal sterilization 

and not puerperal sterilization ) on the strength of a medical certificate granted by the 

Sangha medical Officer performing the operation. In respect of Heads of offices such leave 

should be sanctioned by the next higher authorities. 

         Such special casual leave may also be sanctioned to female Sangha servants having 

three or more living children who are not entitled to grant of maternity leave but who 

undergo Tubectomy operation even during  puerperal under the family planning scheme. 

          In the event of failure of Tubectomy operation, if the Sangha servant under goes non- 

puerperal Tubectomy operation for the second time, she shall be granted special casual 

leave not exceeding 14 days again, on production of a Medical Certificate from the Sangha 

Medical officers performing such an operation, to the effect that the first operation was a 

failure and the second operation was actually performed. 

9. (1).  A Sangha servant who:- 

  (i) is unmarried or 



 

 (ii) Has less than two children or 

 (iii)for substantial reasons, e.g. having lost all made children or all female children after 

Vasectomy/ Tubectomy operation performed earlier, desires to undergo recanalization 

operation, may be granted by the Heads of Department, Special casual Leave up to a period 

of 21 days or actual period of hospitalization as certified by the authorized  medical 

attendant, whichever is less. In addition, special casual leave may also be granted for the 

minimum journey period actually required and spent for to and from journey performed for 

undergoing this operation. The grant of special casual leave shall be further subject to the 

following   conditions. 

(a) The operation should have been performed in govt. or Sangha Hospital/Medical 

college institute where facilities for recanalization are available. 

(b) The request for grant of special casual leave is supported by a Medical Certificate 

from the Doctor who performed the operation to the effect that Hospitalization of 

the Sangha servant for the period stipulated therein was essential for operation and 

post-operation al recovery. 

2. The period of absence in excess of the period of special casual leave admissible in 

sub-rule(1) above, may be treated as such kind of leave admissible, including 

ordinary casual leave, and as may be applied for by the Sangha servant concerned. 

For the purpose of combining special casual leave with any other kind of leave 

admissible Sunday and other general holidays intervening the period of special 

casual leave should be taken into account for calculating special casual leave and 

prefixing of regular leave or casual leave to special casual leave is not admissible. 

 10. A married Sangha servant who develops post-sterilization operation complication 

may be allowed special casual leave to cover the period for which he or she is hospitalized. 

 11. All woman Sangha servants who undergo I.U.C.D. placement may be granted a 

day’s special casual leave on the day of insertion.  

 12. The office bearers and member of executive of the all India secondary teacher 

federation may be granted special casual leave of not more than 15 days in a year to enable 

them to attend the all India meetings, seminars in general and conferences and symposiums 

that may be arranged by the all India federation of secondary teachers, on production of 



 

proper certificates and subject to the condition that they attend such meeting etc.. At their 

own cost without any claim for travelling allowance and daily allowance, etc… from the 

department and previous permission of their immediate superiors is obtained in writing 

before they leave their respective Headquarters for attending such 

Seminars/Conferences/Meeting/Symposiums etc… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

(FORM-1) 

(See Rule 94) 

FORM OF APPLICATION FOR LEAVE 

Note: Item 1to 9 must be filled in by all applicants. 

1 Name of the applicant  

2 Leave Rules applicable , (i.e., M.S. Rs./B.C.Rs/F.Rs.(Madras 

Central ) H.C.S. Rs, K.C.S. Rs) V.S.S. Rs. 

 

3 Post held  

4 Department or Office  

5 Pay.  

6 House Rent Allowance, conveyance allowance, or other 

compensatory allowance drawn in the present post. 

 

7 Nature and period of leave applied for and date from which 

required. 

 

8 Ground on which leave is applied for.  

9 Date of return from Last leave and the nature and period of 

that leave 

 

2(9 a) Address during leave  

3(10 xxx)  

11 Remarks and /or recommendation of the controlling 

officer.  

 

 Date………………. 

                                      Designation………… 

Signature………………. 

12 Report of the accts officer  

 Date………………. 

                                  Designation………… 

Signature………………. 

13 Statement of leave granted to applicant previous to this 

application. 

 

 Nature of leave Earned (Furlough) on average salary/ on 

average pay on M.C./commuted on half Verge pay half 

In current during past year 

total        




	1. PREAMBLE
	2. JURISDICTION
	3. ETHICS ANDCONDUCT
	5 APPEALS:
	6. ACADEMICINTEGRITY:
	7. ANTI-RAGGING
	8. STUDENT PARTICIPATION INGOVERNANCE

