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Chapter-XI

Leave Rules

ShortTitleand Commencement:-

(a)

(b)

These Rules may be called DFCCIL Leave Rules' 2008.

They shall come into force from 26.12.2008. However, Leave on Average Pay (LAP) and
Leave on Half Average Pay (LHAP) already earned by the regular employees of the
Company priorto commencement of these Rules shall be credited to their Leave Account.

Extent of Application:-

(@)

(b)

(c)

These Rules shallapply to all regularemployeesin the permanent strength of the Company
andsuch other category of employees brought under these Rules by special order.

These Rules shall NOT apply to the employees working on Deputation terms from Indian
Railways and other Government Departments/Organizations. These Rules shall also NOT
apply to the employees appointed on Contract terms, those on casual employment and
those engaged as Consultants.

In the matter of leave, the employees appointed on Contract terms or as Consultants, etc
shallbe governed by the mutually agreed terms and conditions of their appointment.

Procedurein case of Deputationist:-

(a)

(b)

In terms of Rule No.-2016 and 2023-(6.6)-(c)-(iii) & (6.7) of Indian Railway Establishment
Code (Volume-l), all Railway Employees on deputation to DFCCIL shall be regulated by the
Leave Rules of their Parent Organization. Employees from other Govt. Deptt.on deputation
to DFCCIL shall also be governed by the Leave Rules of their Parent Organization. DFCCIL
shall pay Leave salary contribution (except for the period of leave availed while on
deputation with DFCCIL) in favour of such deputationist, along with Foreign Service
Contribution (FSC) towards the cost of their Pension.

The procedure for making application for leave and grant of leave for a Deputationist shall
be same as followed for regular employees of the Company. However, the Leave sanction
order indicating the details of the Leave availed by such deputationist, while on
deputation with DFCCIL, shall be periodically sent by HR/Corporate Office to the Pay and
Accounts Office of their parent organization for making necessary debit in their Leave
Account. A copy of such leave sanction shallinvariably be endorsed to the deputationist

“and to the Finance/Corporate Office for making necessary adjustments while calculating

the Leave salary contribution. The Leave Salary and Foreign Service Contributions shall be
determined as prescribed in Rule No.-2007 and 2008 read with Appendix-I of the Indian
Railway Establishment Code (Volume-Il) and the required amount of cheque along withits
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details shall be periodically sent by Finance/Corporate Office to the Pay and Account Office

of their parent office, underintimation to the deputationist.

4. General Conditions and procedures for Grant of Leave:-

(a)

(c)

(e)

(f)

Rightto Leave: - Leave cannot be claimed as a matter of right.The competent authority shall
not alter the kind of leave due and applied for except at the written request of the
employee. Leave of any kind may be refused or revoked by the authority competent to
grant Leave to ensure that no dislocation in the normal working of the establishment is
caused.

Combination of different kinds of Leave: - Except as provided otherwise under these rules,
any kind of leave under these rules may be granted in combination with or in continuation
of any other kind of leave. Casual Leave (CL) shall not be combined with any other kind of
leave admissible under these rules.

Combination of Holidays with Leave: - Holiday or a series of holidays (includ ing Restricted
Holidays) falling before commencement of the leave or after expiry of the leave may be
prefixed and/or suffixed with leave.

Employment during Leave:- The employee on leave shall not take any service or accept any
employment without the previous sanction of the competentauthority in the Company.

Application for Leave: - An application for grant of leave or for extension of leave shall be
made to the Controlling officer in the format as prescribed at Annexure-I. Except in an
emergency, leave for three days or less shall be made at least twenty-four hours prior to the
start of the requested leave and if the leave is required for more than three days, the leave
application shall be made seven days priortothe start of the requested leave.

Grant of Leave: - The leave shall be sanctioned by the authority in accordance with the
powers delegated in the Schedule of Powers (SOP)-Schedule-lll (Estt. Matters) of the
Company. Leave shall not be granted to an employee whom the competent authority has
decided to dismiss, remove or compulsorily retire from service. All application for Leave
(except CL), shall be submitted through the controlling officer for the orders of the Leave
sanctioning authority on the prescribed leave application form. In case the CPM or GGM or
GM is the leave sanctioning authority for the kind and duration of leave applied for, that
authority may sanction the leave, subjecttoits verification by HR as regards admissibility of
the leave. Such leave application, duly sanctioned, shall be sent to HR/Corp. Office for
verification of admissibility, making necessary debitin the leave accountand to conveythe
formal sanction of leave to finance and other concerned. Where the leave sanctioning
authority for the kind and duration of leave applied for is an authority higher than CPM or

'GGM or GM, the recommendations or otherwise for grant of leave shall be sent to HR/Corp.

Office for obtaining the orders of the appropriate leave sanctioning authority and forissue
of the formal leave sanction order to all concerned. In case large number of leave
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applications is to be dealt with, the Leave sanction orders may also be issued in
consolidated form for each category of employee in Suitable frequency. A copy of each
such sanction shall pe placed in the Persona| File of the employee and necessary debit
entry shall be madein the Leave Account.

- T — —_—

Leave Account: - A leave account shall be maintained in the format as prescribed at
Annexure-Ii for each employee of the Company in the HR/ Corporate Office. The Leave
Account may either be manually maintained in an alphabetical register framed in the
format prescribed at Annexure-i| or may be maintained in a suitable software developed

properdebitin the leave account.

Extension of Leave: - An employee who desires to extend his/her léave shall apply to the

Grant of Leave on Medical grounds: - An application for grant of leave or extension of leave,
on medical grounds, must be accompanied by a Medical Certificate from any “Authorized
Medical Attended” nominated by the Company or by any medical practitioner duly

employee who has been sanctioned leave or an extension of leave on medical grounds

~shall not resume duty unless he/she produces a “Fitness Certificate” from the aforesaid

medical authority or any other highér Medical Authority/Medical Board as may be
required by the leave sanctioning authority. '
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Kindsand Amountof Leave admissible:-

5. Leaveon Average Pay(LAP):-
| (@)  Theemployees shall be entitled to 30 (thirty) days Leave on Average Pay (LAP)in a calendar

Parts on 1st of January and July every year, Any part or whole of Encashable leave may be
availed ofas Leave and itis not necessarythatitshould be Encashed.

(b)  Duringthe half yearly period in which appointment was made, LAP shall be credited to the
leave account @ 2 1 days for each completed calendar month of service which he/she is
likely to render in that half year. Similarly, during the calendar half year in which an
employee is due to retire or resign from service or is removed or dismissed from service or
dies whilein service, credit of LAPto his/her leave account shall be afforded @ 2 14 days per
completed calendar month. In both the cases the period of 15 days or more shall be taken
asonemonthandlessthan 15 days shall be ignored.

() Theleave at the credit of an employee at the close of the previous half year shall be carried
forward to the next half year subject to the leave so carried forward plus the credit for the
halfyear do not exceed the maximum limit of 300 (three hundred) days.

(d) ) During employmentonly the leavein the Encashable Leave Account can beencashed once
a calendar year, on the employee actually availing himself/herself of an equal amount of
LAP. The requirement of actual availing of LAP is subject to ceiling of 30 days and it can be

(€) The maximum accumulation of total LAP at credit shall not exceed 300 days at any given
point of time out of which the ceiling under the Encashable Leave Account shall be 150
days. The maximum amount of LAP that can be granted at a time to an employee shall be
150days.

(f)  Anemployee who proceeds on Leave on Average Pay (LAP) shall be entitled to leave salary
equivalenttothat he/she was drawing immediately before proceeding on LAP.

6. Leaveon Half Average Pay(LHAP):-
(@) The employees shall be entitled to Leave on Half Average Pay (LHAP) of 20 days in respect

accountofanemployee.

(b)  The LHAP shall be credited to the leave account @'5/3 days for each completed calendar
month of service which the employeeis likely to renderin the half-year of the calendar year
in which he/she is appointed. Similarly, the credit for half year in which the employee is
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