- I.K Gujral Punjab Technical University, Jalandhar

_ Department of Human Resource Management
IKGPTUIARIHRM/I'?O b * Date: [ 2 / ;/ Zs 9
Office Order

Subject: Policy regarding Leave Rules for Faculty of IKGPTU.
As approved by the Vice Chancellor on 25.02.2019, the amendment in point No. 14
(a) I of notification No. IKGPTU/REG/N/01 dated 01-01-2018 with regards to casual

leave granted to a whole time permanent teacher of the University is hereby re-
notified as under inline with Punjab Govt. norms.

Casual Leave:

A whole time teacher of the University shall be eligible for casual-1éave each
year as mentioned below:

(a) To employees with 10 years service or less -10 days
(b) To employees with more than 10 years service

but iess than 20 Years service _ -15 days
() To employee with over 20 Years service -20 days

(d) To all female Teachers irrespective of their
length of service -20 days
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| K GUJRAL PUNJAB TECHNICAL UNIVERSITY

Estd. Under Punjab Technical University Act, 1996

- (Punjub Act No- 1 of 1997)
Ref. No. : IKGPTU/Reg/N/ ol Dated :0/.01.2018
NOTIFICATION

sub:  Policy regarding Leave rules for faculty of IKGPTU.

As approved by Vice-Chancellor on 29.12.2017, following leave rules for faculty. and other
academic staff members of 1.K. Gujral Punjab Technical University are hereby notified.

Leave
1!

(a)

(b)

©

(d)
(e)

in the case of University Teachers and other academic staff members:
In these Rules:

Leave includes wCasual Leaves”, “Special Casual Leave’, “Duty Leave”, "Earned
Leave", "Half Pay Leave", "Commuted Leave", "Extra-Ordinary Leave", “Leave not
due”, "Maternity Leave", “Child care Leave”, "Paternity Leave", “Study Leave"”
"Sabbatical Leave". :

"Earned Leave" means leave earned on the basis of actual service rendered
including the vacations. |

"Half Pay Leave" means earned in respect of completed years of service calculated
accordingly to the rules hereinafter contained.

"Commuted Leave" means leave as provided hereinafter.

"Completed years of service" means continuous service of the specified duration
under the University and includes periods spent on duty as well as on deputation
with Government and leave including Extra-Ordinary Leave, unless otherwise
provided.

Note: Notwithstanding anything contained in these rules, medical leave in respect of

teachers in the service of the University on the date immediately preceding that
on which these revised rules come into force, will be accounted for separately
and granted according to the rules, which were immediately previously in force.

Right of Leave

Leave cannot be claimed as matter of right and when the exigencies of serviceé SO

demand, leave of any description may be refused or revoked by the leave sanctioning
authotity. In case a teacher is recalled to duty before the expiry of his/her leave, such

recall to duty shall be treated as compulsory in all cases. ,
ﬁ"p e :
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(a)
(b)

Earning of Leave

Except as otherwise provided in these rules, leave shall be earned by period spent
on duty only.

Commencement and Termination of Leave

Leave ordinarily begins from the date on which leave as such is actually availed of
and ends on the day preceding on which duty is resumed.

Sunday or other public holidays (except vacations) may be prefixed a§ v_veil as
suffixed to leave, except in case where for administrative reason, permission for
suffixing, prefixing holidays to leave is specifically withheld.

Note: Teachers are normally ex;aected to be present on the last day of the term and

on the opening day of the term after a vacation. However, in exceptional or
special circumstances, combination of vacations might be allowed to any kind of
leave except casual leave, ;

Return to Duty on Expiry of Leave

Except with the permission of the authority which granted the leave, no person on
leave may return to duty before the expiry of the period of leave granted to him.

Combination of Leave

Except as otherwise provided in these rules, any kind of leave under these rules
may be granted in combination with or in continuation of any other kind of leave.

Grant of Leave Beyond the Date of Retirement and on Resignation

No leave shall be granted beyond the date on which a teacher must retire, provided
that a teacher may be paid equivalent of leave salary in respect of the period of

earned leave at his credit at the time of retirement on superannuation subject to
the following conditions:-

The payment of cash equivalent of leave salary for earned leave shall be limited to
maximum of 300 days.

In respect of a teacher who retires on attaining the normal age prescribed for
retirement under the terms and conditions governing his service, the authority
competent to grant leave shall suo-moto issue an order granting cash equivalent of
leave salary for earned leave, if any at the credit of the teacher on the date of his
retirement subject to maximum number of 300 days. The cash payment for
unutilized earned leave shall include pay and allowances.

Pravided further that a teacher who is retired by the University by giving him pay
and allowances in lieu of notice, cash .equivalent of leave salary shall be allowed

only for the period of leave excluding that period for which any allowances in lieu of
notice have been allowed:

N
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i, Where the services of a teacher are terminated by nogce or b\{t hpat:::tg n?: gi\é
. in fi i therwise in accordance W
and allowances in lieu of notice or O i
diti i i be granted suo-motto DY
conditions of his appointment, he may ] J
t in respect of earned leave @
competent to grant leave, cash equivalen ‘ : :
on tﬁe date on which he ceases to be in service subject to a maximum number O
300 days.

ii. If a teacher resigns or quits service, he may be -granted suo-mottcc)!,tbyv ethar-.;
authority competent to grant leave, cash equivalent in respect of eameh ‘ea :
his credit on the dage of cessation of service to the extent of half of such leave a
his credit, subject to @ maximum of 90 days.

ii. If the teacher remains absent without leave or overstays his/her leave, he/she

(@)

(b)

shall forfelt his/her entire salary for the period of absence; and if he/she remains
absent without leave or overstays his/her leave for more than one week in India
or for four weeks abroad, his/her office shall be liable to be declared vacant after
following due procedure and giving adequate opportunity to him/her to explain
his/her position and he/she shall be liable to pay an amount equivalent to his/her
salary in lieu of notice for the prescribed period. However, the competent
authority may grant exemption from such recovery on the merit of the case.

Conversion of One Kind of Leave into another Kind.

At the request of teacher, the sanctioning authority may convert any kind of leave
retrospectively into leave of a different kind which was due and admissible to him
at the time the leave was granted, but the teacher cannot claim such conversion as
a matter of right. .

The conversion of one kind of leave into another, shall be subject to adjustment of
leave salary on the basis of leave finally granted to the teacher, that is to say any

amount paid to him in excess shall be recovered or any arrears due to him shall be
paid.

Note: Extraordinary Leave granted on medical certificate or otherwise may be

8!

converted retrospectively into leave not due subject to the provisions of Rules
14(h) (Leave not due).

Re-joining of Duty on Return from Leave on Medical Grounds.

A teacher who has been granted leave on medical grounds will be required to

produce a medical certificate of fitness before resuming duties in such manner and
from such persons as may be prescribed.

In case of leave on medical certificate, if the day on which employee is certified
medically fit for re-joining duty happens to be a holiday(s), he/she shall be

@\/B 3 v Page3ofl4d
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10.

11.

13,

14,

i i shall
automatically allowed suffix such holidays’ to his medical leave & such day(s)
not be counted as leave.

' i
prefixing and suffixing holidays to leave other than leave on med1f:al ?c:"(’)un?:as;;
be allowed automatically except in case whgre for_ admlms‘crra‘ che 3
permission for suffixing/ prefixing holidays to leave is specifically withheid.

Sanction of Leave. o :
Leave should always be applied for and sanctioned before it is taken except in case

of emergency and for satisfactory reasons.

Leave Account:
The leave accour?f should be maintained for each teacher In the
Department/Faculty concerned.

Balance of Leave: .
The order sanctioning earned leave/half pay leave to a teacher shall thereafter
indicate the balance of such leave at his credit.

Leave year: |
The leave year means a calendar year i.e. January to December.

Counting of leave of temporary service:
Continuous temporary service followed by permanent service without any break
shall be included in permanent service for the purpose of computation of leave.

Kinds of Leave admissible to Permanent Teachers:-

Permanent teacher is a faculty member who has been confirmed by the University
after successful completion of his/her probation period.

The following kinds-of leave would be admissible to permanent teachers:

(i) Leave treated as duty: Casual Leave, Special Casual Leave and Duty Leave.

(i) Leave earned by Duty: Earned Leave, Half Pay Leave and Commuted Leave.
. () Leave not earned by Duty: Extra Ordinary Leave and Leave not due.

(iv) Leave on ground of Health: Maternity leave and Paternity leave.

(v) Sabbatical leave, Study leave and Child care leave.

The Board of Governors may in exceptional cases grant, for the reason to be recorded,

any other kind of leave subject to such terms and conditions as it may deem fit to
impose.

(a) Tasual Leavé

>

A whole-time permanent teacher of the University shall be eligible for casual

leave as approved by University inline with UGC norms i.e. 08 casual leaves per
leave year (January-December). T

mb,g ' Pagedofld
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Note:

‘ xt leave year.
Casual Leave cannot be carried over to the ne :
Casual leave cannot be combined with any other kind pf leavg except when
leave is granted on account of sickness supported by medical certificate.
A teacher on casual leave cannot be treated as absent from duty and his pay

shall not be intermitted. :
Public Holidays and Sundays falling in between the Casual Leave shall not be

counted as part of Casual Leave.
Half day casual leave can be granted. .
Casual leave not exceeding five days can be availed at a time.

During the year #f joining a teacher shall be entitled for Casual Leaves in .
proportion to his/her month of joining during a calendar year.

(b) Special Casual Leave

L
D
I
I,
IV,
Note:

Special Casual leave, not exceeding 10 days in a leave year, may be granted to
a teacher for following:

i, To conduct examination of a University/ Public Service Commission/Board
of examination or other similar bodies/institutions; and

ii. To inspect academic institutions attached to a statutory board, etc.

ii. To participate in literary, scientific, educational, symposia, cultural, athletic
activities.

In computing the 10 days’ leave admissible, the days of actual journey, if any,
to and from the places where activities specified above, take place, will be
excluded. 8

In addition, special casual leave to the extent mentioned below, may also be
granted:

i. To undergo sterilization operation (vasectomy or salpingectomy) under
family welfare programme. Leave in this case will be restricted to 6
working days; and

ii. To a female teacher who undergoes non-puerperal sterilization. Leave in
this case will be restricted to 14 days.

Special casual leave cannot be accumulated, nor can it be combined with any
oth_er kind of leave except casual leave. It may be granted in combination with
h’olrdays or vacation by the sanctioning authority on each occasion;

Special casual leave shall be applied by applicant following the same process as
that of Casual Leave alongwith a copy of invitation for service to be rendered or
event to be attended. It shall be mandatory for a teacher after availing the
special casual leave to submit a proof of attending the event/activity for which

the leave was applied. ~
. ‘ " .:\: [’,Q *  Page5of14
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(<) Duty Leave
1. Duty leave

maximum 30 days in a leave year may be grantef

nces, congress, symposia[refreshel <
nd/or with the per-

i. Attending confere ;
If of the University 2@

seminars on beha

University. . : ’
ii. Delivering lectures in institutions and Universities

institutions oF Universities received by the Universi

Vice-Chancelior.
li. Working In sanother
institution or organiza
iv. Participating in @ delegation OF
Central government, State Government
other academic body; and for performing an

University.

5t the invitation of sut.
ty and accepted by the

Indian or Foreign University, any other agency,

tion when so deputed DY the University

working on a committee appointed Dy the
, the UGC, @ sister university or any
y other duty assigned by

II. The duration of leave should be such as may be considered necessary by the

sanctioning authority on gach occasion.
[II. The leave may be granted on full pay.

Provided, that if the teacher receives a fellowship or honorarium or any other
financial assistance beyond the amount needed for normal expenses, he/she
may be sanctioned duty leave on reduced pay and allowances.

IV. Duty Leave may be combined with
earned leave, half-pa :
e e 5 : pay leave or extra

V. i

1 : :
) In consideration of the interest of students durin

total faculty strength of a de 9 ongoing semester only 10% of

for attending Ref partment shall be recomme
the COﬂcerng Refresher course/GoC/Short Term P nded by concerned Hob

course b -
Y conducting extra classes within the se?ngestt’;?- h:a/she shall complete the
only,

3) No permissi
\ ission  shall
" e be granted
9ram/FDP etc during probation p;?- ;ttend Refresher course/Go
104, G
4) Duty leave shall not o

c be a i H
Ompetent authority, vailed without the prior appro

_.,Val of Vice-r
I R
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(d) Earned Leave

Earned Leave admissible to a teacher shall be:

ice ‘ jon; plus
t of gctual service including vacation; P ‘ e
III- ig?" ooff :he period, if any, during which hefshe IS required to p
during vacation.
Note:

i except
1) For purpose of computation of period of actual service, all periods of leave p

cluded. :
: ecial casual and duty leave shall be ex : davs. The
casualé T_Zave at the E‘redit of a teacher shall not accumulate beyond 300 days
s be sanctioned at a time shall not exceed 60 days.

maximum earned leave that may : :
Earned leave exceeding 60 days may, however, be sanctioned in ciiz cl::at:lé;hz'r-
study, or training, or leave with medical certificate or when the enti !

ortion thereof, is spent outside India. ; . :
3) -&!hen a teacher combines vacation with ecarned leave, the period of vacation shall

6 be reckoned as leave in calculating the maximum amount of leave on average pay

which may be included in the particular period of leave. : i
4) In case where only a portion of leave is spent outside India, the- grant of leave in
excess of 120 days shall be subject to the condition that the portion of leave spent
in India shall not, in the aggregate exceed 120 days. ;
5) Encashment of earned leave shall be allowed to non-vacation members of the

teaching staff as applicable to the employees of the State Government.

Provided earned leave taken as leave preparatory to retirement can be availed upto
maximum number of days as decided by the University from time to time. However,
no leave for private employment except with Public Sector Undertaking of
Government of India/Punjab shall be granted.

(e) Half-pay Leave

‘ Half-pay leave admissible to a permanent teacher shall be 20 days for each
con?p!eted year of service. Such leave may be granted on medical certificate from 3
registered medical practitioner, for private affairs or for academic purposes,

Note: A completed year of service means con
under the University and includes
extraordinary leave.

. tinuous service of Specified duration
periads spent on duty as well as leave including

(f) Commuted leave

;;rgg;tegn!e?ed'no[t exceeding half the amount of half pay leave due
edical certificate from a reqj

. . gistered medi
permanent tegcher Subject to the following conditions: 9

b
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I I "he .tota1 d . : .

not exceed 240 daysata time.
. When commuted leave is gran .
i i = »an :
debited against the half-pay leave due; i s EIR

d under the provis
v. No commuted leave may be grante : , : :
competent to sanction leave has reasons to helieve that the teacher will retu

to duty on its expiry.

amount of such leave shall be

(g) Extra-Ordinary Leaye

. A permanent teacher may be granted extra-ordinary leave:

i,  When no other leave Is admissible; of

ii. When other leave is admissible and the
grant of extraordinary leave.

II. Extra-ordinary leave shall always De without pay and allowances. Extra-
ordinary-Leave shall not count for increment except in the following cases:

teacher applies in writing for the

i. Leave taken on medical certificate.
ii.  Cases where the Vice-Chancellor is satisfied that the leave was taken due

to causes beyond the control of the teacher, such as inability to join or
rejoin duty due to civil commotion or @ natural calamity, provided that the
teacher has no other kind of leave to his credit.

ii.  Leave taken for pursuing higher studies and

iv. Leave granted to accept an invitation to a teaching post or fellowship or
research-cum-teaching post or an assignment for technical or academic
work of importance.

I Extra-ordinary Leave may be combined with any other leave except casual leave
and special casual leave, provided that the total period of continuous absence
frorr'm duty on leave (including period of vacation when such vacation is taken in
conjunction with leave) shall not exceed three years except, in cases where

I . I i. I -ﬁ -n { . ! .
.

The authority empowered t
: 0 grant leave may commute ret i ‘
of absence without leave into extra-ordinary leave. bl e

(h) Leave Not Due

L les ‘ i '
ve not due may, at the discretion of the Vice-Chancellor be granted to a

.
DEIH‘IaIlent teacher for a pEIIOd not exceeding 360 days dUliIlg the entire
Servic u i d 1 .
ice, out of which not more than 90 days at a time and days in all I
may

Page8of14
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\eave shall be debited against the

be otherwise than on medical certificate. Such
sequently.

half pay-leave earned by him/her sub ‘
ess the Vice—Chancellor is satisfied that

all not be granted unl : ‘
ably be foreseen, the teacher will return t0 duty on the

granted.

1. ‘'Leave not due' sh
as far as can reason
expiry of the leave and earn the leave

L. A teacher O whom 'Leave not due' is granted shall no; ?e p:rg:itﬁgnt‘c;rtelr;:;
: ignati ' T the debit balanc .
his resignation fromn service SO long as
account is not wiped off by active service, OF he/she refunds the amount paigetrc:3
him/her as pay and allowances for the period not SO earneq. In a case W .
retirement is unavoidable on account of reason of iliness incapacitating . a
teacher for further service, refund of leave salary for the period of leave still to

be earned may be walved by the Board of Governors.

Provided further that the Board of Governors may, in any other exceptional
cases waive, for reasons to be recorded, the refund of leave salary for the

| . period of leave <till to be earned.

(i) Maternity Leave

/ [ Matemity leave on full pay may be granted to apermanent woman teacher ON
full pay for a period not exceeding 180 days.
provided that no leave under this Rule shall be granted to a woman teacher
who has two or more living children.

. Maternity leave under this Rule may also be granted in cases of miscarriage
including abortion, subject to the condition that the total period of maternity
lea\{e on account of miscarriage/abortion should be restricted to 45 days in the
entll.‘e career of a female employee® application Is supported by a medical
cerhﬁcgte from such persons as may be prescribed by -University.

P :::irmgj tLet:Z.ei ;iy be cc.)mblned.with leave of any other kind, except casual
grant:ed S ag ;E:S;ed.for in continuation of maternity leave may be

Leave in con'tinuationpof m:::1 lS'SUDDOI’tEG yamgh
of a newly born baby SUbjeftrrt]:)typ!riZ\;it ;nay also be granted in case of iliness
7 on of medical certificate to the effect

that the condition of the ailing b
iling baby warrants mother! :
h other's person i
S e st . o5t personal attention and

IIL

v,

(J) Child Care Leave

Women teach :
¢ er having mi ;
taking care of thei inor children may b _
their mi : y De grante
years (730 days) rm Z:”g; children. Child care leave fc.fj ale‘;ve_upto two years for
period. In the cas granted to the wome Maximum period of tw
es, where n teachers durin 0
g entire service

I

th

Deputy Registrar (HRM) : N r/&
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University may appe!
UGC.

() paternity Leave

i f
paternity leave 0
of their Wives, and such leave sha

cher
anted to male te2 iidren.
15 days may bel?;e qranted only Upto tWO childre

0 SGIEOT ntry level appol
. Study leave may be granted for the € gof bhysical Education and Sports

H . H of
meessor(@lﬁn;’fl:hree years of continuous service, to pur
after a minimu

4 related to his/her WOt : methods of
i rezea:;ht:gi:gous aspects of university organization and
special study

:on giving full pian of work. . racnect of granting
Z?;!J:ac:g: :og;l:: %erms contained in Clause of Study Lea;f%. 'mli;\e 3vhile iy SeIVICe,
% stuciy leave with pay for acquiring Ph.D: in @ relevant discP

ini f t the
: the number of years to be putin after entry .wouid be a mtnimgm of 2:0 ?r: .
. ears of probation specified in the university statutes concerned, keeping .
\:nind the availability of vacant positions for teacfhers ar'ld othﬁr ct:a;l;&; L ;
University, so that a teacher and other cadres entt_anng service wit out Ph. .the
higher qualification could be encouraged to acquire these quahficaﬁons in
relevant disciplines at the earliest rather than at a later stage of the career.

[II. The paid period of study leave should be for three years, but two years may be
given in the first instance, extendable Dy one mOre year, if there is adequate
progress as reported by the Research Guide. Care should be taken that the
number of teachers given study leave, does not exceed the stipulated
percentage of teachers in any department. Provided that the BoG may, in the

special circumstances of a case, walve the condition of two years service being
continuous.

: /"[

& Explanation: In computing the length of service, the time during which a
person was on probation or engaged as a research assis g
provided: ch assistant may be reckoned

1) the persen is a teacher on the date of the application;
2) there is no break in service; and

3) the leave is requested for undertaking the Ph.D. research work

IV.  Study leave shall be granted by

th ;
Chancellor. ¢ BoG on the recommendation of the Vice-

Study leave shall not be granted to a teacher

wWho i : : e
years of the date on which he/she is expected g s WithinGve

of study leave. to return to duty after the expiry
Deputy Registrar (HRM) ‘ va ;
IK Guiral Puntah Tachnical University Page 10 of 14
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Prov\ded

; ; 'e career.
awice during ones _ i
nted not more than dmissible during
S g i?fu?:\Ztances the maximum of study leave 3
that, under no c ' s, _
g g exce[?tig Vsi:dy \eave, shall D& pern;\tte(é ::e Z‘:;:
: e h withou
teacher, who has bee 9 me of researc
vii. No rse of study Of the program i <hort of Y udy

i he cou
substantially U e B0G. In the event, the course

ssion of t
- d, the teacher shall resu

leave sanctione ’
of such course of study, unless @ prior apil -
shortfall as ordinary leave has been obta n A e ki granted
j .sions of sub-clauses (ix) below, : , R
yil. Subject to the provision :

on full pay up to,.two years extendable by one year |

vibiarslty. ¢ other financial assistance that 2

. The amount of scholarship, fellowship © : s Y
5 teacher, granted study leave, has been awarded will not 'pl'edtlde—hlsl-hegtbeir;g
granted study leave with pay and allowances but the scholarship, €tC.,

o account in .determining the pay and allowance 0n

received shall be taken int : | _
which the study leave may be granted. The Foreign scholarship/fellowship

would be set off against pay only if the fellowship is above a specified amount,
which shall be determined by the UGC, from time to time, based on the cost of
living for a family in the country in which the study is to be undertaken. In the
case of an Indian fellowship, which exceeds the salary of the teacher, the salary
would be forfeited.
tst:Jb]eCt to the maximum period of absence from duty on leave not exceeding
; xrtt:aeosrz;ars, study leave may be combined with earned leave, half-pay leave
4l teac;fzfvhlel?\;e or vacation, provided that the eamned leave at the credit 01'=
shall be avalled of at the discret] ' -
retion of the teacher. A teacher, who s

selected to a higher i -
post during study leave, will ‘ :
get the higher scale onl 9 Study leave, will be placed in that posi
y after joini ; o pasition and
A teacher granted stud T "

the conclusion
BoG to treat the period of

X.

X1.

study leave, N
: - No -
o teacher shall however, be gf

XIL. Study leave shall coy

; . nt as servi :
provided the teacher in ice for pension/congi :
Study leave granr:gzr igfgstﬁﬁe JLtlfiivurersity on the exgiwng;il:ft?;y Provident fung
not availed I €acher sha|| be I5/her study :
Of within 12 monhs of jrs Samiien;ed to be. ¥ leave,
N S0 cag - Frovided §
ng himgecfef?:d' the teacher may a}:m: . a4y
€ University conifse’f of study leaye b eave,
ey o bgugat]ﬁ!); double the periog ore <@ that hefshe
: cu
" Hhe ©X0iy ofthe sty o ated from the gate o dy leave sypjact
4 €ave has peen i e - his/
€rself of the leave, execuc?:

XII1.

23 LIor s
Sha” undEl‘ta uch

. Shall serve th
to maximum
dUty after U’]e
After th
himseif/

ned, the teacher shalf
a bond in favor of the L’r f
nﬂﬂs!ty
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of the conditions laid down in sub-cla

for the due faimest rty to the satisfaction of the Finance

himself/ herself immovable prope

of two permanent teache!
the university in acco

Officer or 3 fidell

scheduled bank Orf
which might pbecome refundable tO

above. . : o
X1 ﬁ)teacher shall supmit o the Reglstrar, s;em\c-)‘:i; Y
: his/her studies from his/her super_vxsor or

report shall rea o . f
f the study leave. : B
?;;;225 time, th¥ payment of leave salary may be deferred kill p

such report.

Note:

A teacher:

1)  who fails to rejoin the service of the University on the expiry of his Study
Leave, Or : .

2) who rejoins the service of the University but leaves the service without
completing the prescribed period of service after rejoining the service, or

3) who within the said period is dismissed or removed from the service by
the University, shall be liable to refund to the University, the amount of
leave salary and allowances and other expenses incurred on the teacher
or paid to him or on hi i {on With. -

n his behalf in connection wntﬁ;the course of study.

Provided that if a teacher héd served i ven :
. ed in the University for i '
t:;arlwl half the period of service under the Bond on reﬂti&;froa . Of th £

the teacher has been granted Study Leave without e Iﬁic&se

sh i Pay ar ces,
all be liable to pay the University an amount equi o dlowanes e

pay and al : valent to hj |
Universitya- lowances last drawn as well as other f° .hls four months
In connection with the course of Stud\,) eXpense%-lncurred by the

Explanation:

sanctioned, he yyip o 0N duty o SV and is pop ,
: + Ne will be deeme N the expipy. X Granteq
d to have faj PIY. of the jamw. the
iled to reg

Notwrthstand,ng the r the purpose of recov J aP.:W_-"riginauy
éﬂ these rules shall aabOVe’ the Board of Go L under : ice on the
uty from g PPly to a t Vernors m S
tUdy L : eacher wh Ic rd mles
grounds €ave s permi 0 With = e
: tted to ree | THEE years op - SoA
etire 1S Of ratyr o

Deputy Registrar (HRM) o _za_%;/
IK Gual Punjab Technical Universiy
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2) A teacher who is on Sahbatical Leave could not take classes.| However, if
the Professor on Sabbatical Leave SO desired he could guide research
students and carry on research work himself during the period of

. Gabbatical Leave.

3) A teacher who is on Sabbatical leave should not attend the staff meeting,

as well as other meetings of the Departmental Committees including the

Departmental Selection Committees etc.

15. Leave Performa(s):

The following leave performas are included as Annexure-I:
P

I. Leave performas for ~ casual leave/special casual leave/restricted/
compensatory/Station Leave/Duty leave/Earned Leave

II. Medical .

III.  Paternity Leave/Maternity Leave :

IV. Request for attending National/International Conference/Workshop/Short Term
Course/Seminar

V. Joining report in case of earned leave/Half Pay Leave/Extra Ordinary
Leave/Commuted Leave/Medical Leave

16. Leave in case of faculty & other academic staff appointed on Adhac/
Contract/Temporary /Part-time basis.

Faculty & other academic staff appointed on Adhoc/Contract/Temporary/Part-time
basis shall be allowed for Casual Leave only on the same pattern as that ifi'case of
permanent teachers. i

4

(Dr. Amanpreet Singh)

Registrar

Endst. No. : IKGPTU/Reg/N/d2- £S Dated:@/.01.2018
A Copy is forwarded to the following: |

OSD to Vice Chancellor: For information of Vice Chancellor
All HODs (Teaching & Non-Teaching)

DR(ITS): For upload on website

DR (HRD): For information

:hbdl\)l—l

r

foili®
(Dr. Amaripreet §i 3{1)[5/

. Registrar

Deputy Registrar (HRM)
K Guiral Puniab Technical University
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IKG PUNJAB TECHNICAL UNIVERSITY, JALANDHAR

Application for Casual Leave/ Special Casual Leave/ Restricted/ Compensatory/
Station Leave/ Earned Leave

1. Applicant Name (Employee Code)

.................................................................................

2. Designation

.................................................................................

3. Department

4. Leave applied for =Rae ... .. Datea PO . . cisir il sscriosssinessis
S TR N SR e SO . - S S Y
6. Station Leave (if required) : Yes / No
Ay e T S B U v, S T i
(Signature of applicant)
Adjustment
Date | Time duration and Period No. | Room No. | Assigned to Signature
(eg.,10am-12/2,3)
l
L sl R |
Details regarding CL (8)/ SPL (10) (Tick One)
Availed:-
Balance:-
Entered in leave register at Pg. No......... T | SR
H.0.D (Name & Signature of Dealing Hand)
e LA )
Dean (P&EP) E a
DR (HRD) Registrar (HRM)
I?fe?:llwq Dg:rnah Tachnical University
| A )

AW



IKG PUNJAB TECHNICAL UNIVERSITY, JALANDHAR
Application for Duty Leave/On Duty Leave

1. Applicant Name (Employee Code) o o b e o
2. Designation 7 AP RITE SR T ORE S B LI L Sk A N 1 I I B

3. Department

4. Leave applied for LS. .. Dated:-From........ccc.ccceos IO iy
5. Purpose

6. Deputed by TSI« RO - AT - ST e 9

(Attach duty orders issued by University)
7. Address during leave b i A A N
(Signature of applicant)
Adjustment
Date | Time duration and Period | Room No. Assigned to Signature

NO. (eg.,10am-12/2,3)

Details regarding Duty Leave (30)
Availed:-
Balance:-
Entered in leave register at Pg. No......... SENG ..
&
H.0.D (Name & Signature of Dealing Hand)
L S )

Dean (P&EP) § Z

Deputy Registrar (HRM)
DR (HRD) j"‘ Gujral Punjab Technr.anniversity
alandh -

=




I.LK. GUJRAL PUNJAB TECHNICAL UNIVERSITY

Estd. Under Punjab Technical University Act, 1996
(Punjab Act No. I af 1997)

/

. Ref, No. : IKGPTU/Reg/N/GS Dated =1 3.03.2018

NOTIFICATION
Sub: Modification in Policy regarding Leave rules for faculty of IKGPTU.

In partial modification of policy regarding leave rules for faculty of IKGPTU notified
vide no. IKGPTU/REG/N/01-05 dated 01.01.2018, a permanent faculty member
appointed on probation shall also be eligible for same number of Casual leaves as

that of whole time permanent teachers during the period of probation.

— S8
(Dr. Amanpreet Singh)
Registrar

Endst. No. IKGPTU/Reg/N/%¢ ~ 99 Dated:+3.03.2018

A copy is forwarded to the following officers for information and necessary action
please.

1. 0SD to VC: For information of Vice Chancellor, IKGPTU
2. _Afl HoDs (Teaching and Non-Teaching)

3. DR (ITS): For upload on website

1 DR (HRD): For information and record please : /)

Yoo ok

@ Registrar

Deputy Registrar (HRM) ;
X Guira! Puniab Tachnical University

e AR
I. K. Gujral Punjab Technical University, Jalandhar

Julandhar Kapurthala Highway, Near Pushpa Gujral Science City, Kapurtitala - 144 603
Ph. No. 01832 - 662521, 662501 Fux Ne. : 01822-255506, 662526, Email : registrar@pii.ac.in

balandh 2
-
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9616/2019/Registrar Office

I.K. GUJRAL PUNJAB TECHNICAL UNIVERSITY

Estd. Under Punjab Technical University Act, 1996

(Punjab Act No. 1 of 1997)

Ref. No. : IKGPTUReg/NF/Z3() P4 Dated : QL=§g2019

NOTIFICATION

Sub: Grant of benefit of Earned leave in lieu on non-allowance of vacation
during probation period.

In continuation of the notice vide ref. No. IKGPTU/REG/294 dated 12.06.2017 issued
by University, Vice Chancellor has approved conversion of not allowed vacations

during probation period into earned leave as per following conditions:

1. Such conversion of earned leave shall be allowed only after successful
completion of the probation period.

7. The conversion shall be for such period of vacation during which the faculty
attended the office.

3. The conversion shall be as per the clause 1(b) policy regarding leave rules for
faculty issued vide Natification No. IKGPTU/REG/N/01 dated 01.01.2018.

4. This will be applicable to all confirmed faculty members of University only.

Endst. No. IKGPTU/REG/NF/40 7 740 80 Dated:  (7L.11.2019

A copy is forwarded to the following officers for information please.

1. 1/c Secretariat, O/o Vice Chancellor: For information of Vice Chancelior
2. All HODs (Non-Teaching) ;

3. Director (Main Campus): To inform ali HoDs (Teaching) and Incharge, all
constituent Campuses
4, Deputy Registrar (HRM)

(Dr. S. S. Walia)
Registrar

I. K. Gujral Punjab Techuical University, Jalundhar
Julandhar-Kapurthalu Highway, Near Pushpa Gujral Science City, Kapurthala - 144 603 Page 1 of 1
 Ph. No. 01822 - 282521, 282501, Email : registrar@pne.ac.in

ical University
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CHNICAL UNIVERSITY JALANDHAR

1.K. Gujral PUNJAB TE
(Registrar Office)

Notification

No. IKGPTU/REG/N/ 2/ 97 Dated: 04-06—(9

Subject: Policy regarding leave rules for faculty of IKGPTU and TA/DA while
participating in Refresher courses/Orientation Courses

As per University Grants Commission letter no. F.5-1/2018 (HRDC) dated 4™ June 2018, the
following is added in the clause No. 14 (c) ‘Duty Leave’ admissible to Permanent Techers notified
by No. IKGPTU/REG/N/01 dated 01.01.2018: :

“The period for which the regular teachers are participating in RCs/OPs etc. at UGC-HRDC's will
be treated as *ON DUTY' and not as on duty leave.”

Further to this, as per UGC letter no. F.No. 1-13/2017 (HRDC) dated 04.06.2018 and 14.06.2018
‘no Dearness Allowance shall be paid, only Travelling Allowance will be admissible to permanent
teachers participating in RCs/OPs etc. at UGC-HRDC's.

This has approval of Vice-Chancellor, IKGPTU. The above is effective from the date of issuance

of. notification.
(Dr.S.5. Wa 155/ [2,
Registrar
et NO. IKGPTU/REG/N/ 0] 4 §-303 Dated: 0L 06~ 19

A copy of the above is forwarded to following for information & necessary action:

(i) Incharge VC Secretariat- for kind information of Vice-Chancellor

(i)  Director (IKGPTU - Hoshiarpur Campus)- to bring into notice of all concerned

(i)  Director (IKGPTU-Main Campus & constituent campuses- to bring into notice of all
concerned. O

(iv) DR (HRM)- for.récord

(v)  Deputy Controller (Finance & Accounts)

(vi) File
1
\ : &/ (Dr. S.S. Walia)
‘ Registrar
Deputy Registrar (HRM) il :
IK Gujral Punjab Technical University ™

Jalandhar




File No. AJ710/2018-HRM (Computer No. 9987 )

| Receipt No: 42955/2020/Reglstrar Office REG/OE/2020-2
e e 1.K. Gujral punjab Technical University
o4, of (Registrar office)
. IKGPTU/REG/QO/ O\ Dated: 93.01.2020
Office Order

ancellor it has been decided that all the cases

 as per approval of Vice Ch
faculty members at

related to apply Orientation and Refresher Course by
IKGPTU Main campus and its. Constituent Campuses, chall be dealt at Director
d Director Constituent Campus levels. As per UGC

| [KGPTU Main Campus an
‘norms a faculty member has to apply for refresher course after a gap of oné

year.

As and when the faculty members finally get short listed to attend the course,
_ his/her case chall forwarded to HRM Branch for approval to attend such
course. His/her departure report & joining report to HRM Branch through
- Director Main Campus for updation In his/her personal record along with copy
of self attested copy of complete certificate. -

Endst. No. IKGPTU/REG/00/63~ as pated: ©3.01.2020

A copy of the above 5 forwarded to the following for information and
y necessary action please.

1. /€ -Secr:etarlat, o/o Vice Chancellor: For information of Vice Chancellor

& Directq_r (Ma_‘m Campus): To inform all Deputy Dean (Faculty), HoDs
e (Teaching) and Incharge, Constituent Campuses
3. Director, IKGPTU Hoshlarpur Campus

e 4, Deputy Registrar (HRM)
@ i 4 r ! \ ,I‘."“ A P ../..u’-el'Slly

Jaicdi T\
U

-

(pr. 5. 5. walia)
Registrar - "
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I.LK. GUJRAL. PUNJAB TECHNICAL UNIVERSITY

Estd. Under Punjab Technical [niversity Act, I 996
(Punjab Act No. 1 of 1997)

Dated : C?'(:J' ob [6

Ref: No. : IKGPTU/Reg/N /693

NOTiFICATlON

Board of Governors IKGPTU in its 52" meeting held on March 20" 2014 on the
e, the faculty and the officers of

recommendation of 26" meeting of Finance Committe

d the following facility of travel grant scheme for attending

University have peen grante

National and Intemationa'l ConferencesfSeminars.

Title:
nt Scheme for participants of Faculty

s may be called Travel Gra
| and International Conference /

1) These regulation
of PTU to attend Nationa

Members / Officers
Seminars.

Applicability:
culty & Officers of PTU.

2) These regulations shall apply to the full time Fa

on regular basis.
d after retirement.
tract basis (more than one year duration)

a) Who are appointed
b) Who are re-employe

¢) Who are appointed on con
d) Who are on deputation to the University.

3) These regulations <hall not apply t©

a) Who are not employed full time basis.

pAdmissibility:
4) Maximum of Two visits in @ year (Financial vear) for attending national. of
inWrences | seminars of repute within any part of the country.

5) One conference / 5eminars of repute outside the country can be permitted.

to acceptance of rese

6) The above shall be subjected
ted during the conference [ seminars Of getting

paper to be physicaily presen
invitation to deliver key-note address.
et
(. :

1. K. Gujral Punjab Techmical [Ryiversity, Jalandhar £ Lr
Near Pushpa G Science City, Kapurthala - 144 603 Kv‘ ;

Jalandhar Kapurthala Highway.

Deputy Registrar (HRM)
IK Gujral Punjab Technical University
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arch paper and allowing the
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-02-

rs | Officers desirous of attending Conference / Seminar must
assess its relevance before sending paper, they must intimate their respective HOD /
Deans / Directors about title of topic of Conference / Seminar, date, duration, place
and title of paper. The HOD's / Dean / Director of the concerned Department will
ascertain whether proposed Seminar / Conference is of high repute. They will
further ascertain that such type of Conference / Seminar would not adversely affect
the academic / administrative schedule of their Department and will not impede

normal working of their Department.

7) The Faculty Membe

8) Getting acceptance of Paper, respective HOD's / Dean's / Directors's will evaluate
the Conference relevance & paper to be presented, whether papers will lead to a
publication in the proceedings, preferably referral and send recommendations along
with budget requirement to the Hon'ble Vice Chancellor for the approval of tour

programme.

9) Approval of paper presentation, tour approval, tentative budget approval and

advance sanction shall be accorded by the Hon'ble NG,

10) Travel bill / claim along with approved letters and other documents should be
submitted to the Finance & Accounts Department through their respective HOD /

Dean / Director within the delegated power for payment of claim as per the rules in
torces and claim beyond it shall be submitted to Hon'ble Vice Chancellor for his

approval.

11) If a faculty is sent on official duty by Hon'ble Vice Chancellor for meeting /
interaction within country or abroad, these visits will not be considered to be as his

personal conference under this scheme.
ﬁ é1c U

Registrar

End . )69k 1685
ndorsement No: /684-1685 Dated: 660" /¢
Copy to:
1. :
Secretary to Vice Chancellor: For kind information to Vice Chancellor

2. All HODs
3. File

-
Deputy Registrar (HRM) egistrar
IK Guiral Puniab Tachnical Universily
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