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Annexure-I

Duties of MTS:-

Briei duties oI MTS includes but not limited to the lbllowings:-

1, Opening & closing of rooms. cleaning of rooms/areas, lixturcs & dusting

of furniture et.c. Clr:aning ir-rch-rciing housekeeping of buildings at the

stations, IMDs, IMSDs, stoiT quarters, scrr''ice buildings, running rooms'

etc.
2. Upkeep oi parks, lau'ns, potted planls, et.r:., i[ rcquircd'
3. Carrying tools/plar"rts lrom onc placc to another for attending

maintenancc work.
4. Minor digging & eart.hu,<:rk r.r,or.ks rlrrring m:rintrnancc if required in case

of exigencics.
5. Responsible for cielivering of dak ancl czrrrving o[ liles & others papcrs

from one placc to Othcr or dclivcring to someonc iri thc o{Tice/unit or some

other place outsirle the office/ ur-rit.

6. Assisting in routine ollic;e q,ork likc diary, clispatch ctc. including working

on computer.
7, Doing the Print, Photocopy & sending of FAX etr:.

8. Proper upkeep of harcl records of installalion s / scction s / sta tion s / office,

if any.
g. Othe rs non-clcric:ll u't rk in the Sectior-r/ LJnit.

1O. Entertaining official anci Visitors
11. Driving of vchiclcs, il' in posscssiort ol' vailid clriving liccnse

12. Minor painting q,'orks iI nccdc<1.

13. Oiling and greasir"rg of rncchr,rnical part of signaling, t,c gate, elcctric.rl,

P-way fittings like srx,itches, SSDs, SEJs ctc & olher similar gears'

14. Gencral lookout of the section 1l'o n-r salct,v poirrt oI vicrv and informing in

case of any intrusiol or out.sicle intcrferencc or urtusuzll to thc reportillg
officer.

15. Regular patrolling during any season as directed by the superior

authority so as t() avoicl any intrusion or outside interference.
16, Schedule patrolling of beat as pcr rcquircmt:nts of track, Otl E, S&T

cablcs, gears & installatiotls t-1r''

1?. General clcanlincss &, rrpkecp of the '[rack, Briclgcs, Stat.ions, Oolt.rnics,

IMDs, IMSDs, S&'l'and Dlcctriczrl lnstallations, gcars, c:qeiiptncnl roolns,
el c.

18. work to the levcl of his/her ITI qualiticat.ions in arcas of his/her dutics.
19. Cleaning of equipmcnt perti:ining to S&T, Elcctrir;al i"rrrd Civil and duly

taking necessa{,' precaution in regards to safet.t'.

2O. Cleaning, top up etc lor batteries upkeep.
21. Changing of light fittings.
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22. Attcncling to $'orks pcrtlrirlit'rg to o1i)cration &' ntairtlr:t.l:lllt:c ol Cllvil

Engineering Asscls, ()tlE, TSS ctt'

23, Operation oI clcctrical cqnipmc:nr inclucling D(l sets tt its rclaled

activitiesa|stationszrnclirtbcl'rrct:trse(:tionSaspcrtlrclelrcli.Lncharges'
24. Working r,r'ith track {!, ot her teslirlg rnnchirtt:s'

25. At.tending to maintt:nallcrl si1(ls, rt:movnI t ' recouptncnt ol ballast'

manual packing of tr;rck & turrloLtLs' rclatcd ciirth r'r'orks' recoupmt-'nt of

missing fit.trngs' rt t'oupitlg 'rl lttisstltg sigrr'rgt '

replacemcntf maneuvering of slccpcrs, cess repair' etc'

26. Attending rail/r'u'eld iiactures ar-rd distressitrg associatcd with it'

2?.Drainagemainlenernccincluclirrgirrrprtlvir.rgdri.rinergc,clcaningofdrarrns
of Track including at RUBs'

28. Jungle clcaning and de-u'r:cdir-rg, if nce dcrl'

29. Water supply and s.lnitation \ rorks'

3O. Cleaning of t'at.cr u'ays arncl altcnciirlg strLlctLlres of the bridge '

31. Keeping points & switchcs <:lean of obstrucliol"ls & bzrllast'

32. Handir"rg ovcr papel'atutllrrrilit's lr) lr:rirl ( rcw'

33. Cranking of p<.rints. Clalrrping & padlocking t>l'su'itches'

34. Loco attachme nt / cle lac htrtt- l-t t, rcsunlpriott ol brcak poi'ver inclucling

related activitie s likc conncc:ting hosc pipcs, securir-rg hanging parts' if

any and any othcr rolling stock relalr:d activitics'

35, Assisting in prcparation t:ll vchiclc col-rsists' taking nulul;ers & assisl'ing

the executivcs itr trerin opcrations'
36. Any other rvork assigncd by the superior allthoritJi '

PaBe 3

J



HI{ Manual of DFCCIL

Chapter-XI

Leave Rules
Ol.Short Title and Commencement:-

These Rules may be called DFCCIL Leave Rules'2008'

They shall come into force from 26'12'2008' However' Leave on Average Pay

U,npt ".rO 
Leave on Half Average Pay (LHAP) already earned by the regular

employees of the Company prior to commencement of these Rules shall be

credited to their lrave Account'

(a)

(b)

O2.Extent of AoPlication:-
(a) These Rules shall aPPIY to all

the ComPanY and such other
regular employees in the permanent strength of

category of employees brought under these Rules

by special order.
(b) ftrese Rules shall NOT apply to the employees working on Deputation terms

fromlndianRailwaysandotherGovemmentDepartments/organizations.
These Rules shall also NOT apply to the employees appointed on contract

terms, those on casual employment and those engaged as Consultants'

(c) In the matter of leave, the employees appointed on Contract terms or as

Consultants, etc shall U" got'"t""a by the mutually agreed terms and conditions

of their aPPointment.
O3.Procedure in case of DePutationist
(a) In terms of Rule No.-ziro -a 2023-(6'6)-(c)-(iii) & (67) :l'ii':i^:*-i:

read with Appendix-l of the Indian Railwav l')"t'bli"hrn""t Cod" (Volume.Il)and

- ;;;ffi;i *a. go,r..,e-rr), 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

l,eave 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'

(b) The procedure for making application for leave and grant of leave for a

Deputationist shall be 
"ame 

as followed for regular employees of the Company'

However, the l,eave sanction order indicating the details of the kave availed by

such deputationist, while on deputation with DFCCIL' shall be periodically sent

by HR/'Corporate Oflice to the Pay and Accounts Office of their parent

organization for making necessary debit in their leave Account A copy of such

leavesanctionshallinvariablybeendors.dtothedeputationistandtothe
Finance/ Corporate Ofhce for making necessary adjustments whiie calculating

the kave salary contribution The teave Salary and Foreign Sewice

Contributions shall be determined as prescribed in Rule No -2007 and 2008

Page 115



HR Manual of DF'CCIL

also be issued in consolidated form for each category of employee in suitable

frequency. A copy of each such sanction shall be placed in the Personal File of

the employee and necessary debit entry shall be made in the Leave Account'

(g) kave Account: - A leave account shall be maintained in the format as

prescribed at Annexure-Il for each employee of the Company in the HR/
-Corporate 

Offrce. The Leave Account may either be manually maintained in an

alphabetical register framed in the format prescribed at Annexure-Il or may be

maintained in a suitable software developed for the purpose' The custodian of

leave account shall put up every leave application (sanctioned or

recommended), after veriSing the admissibility of leave' to the designated HR

officer, on page-2 of the leave application form, for formal sanction' The leave

account shall be put up along with the applications and the designated HR

officer shall also make an initial in the leave accor-rnt against the relevant entry

as a token of having ensured proper debit in the leave account'

(h) Extension of trave: - An employee who desires to extend his leave shall apply to

ihe sanctioning authority giving reasons for extension well in time so as to

reach the sanctioning auGority before the expiry of leave already granted'

Excepting in the case of an emergency, the employee shall not avail the leave for

theextendedperiodbeforeitissanctionedbytheleavesanctioningauthority.
(i) Absence after expirv of Leave: - Willful absence after expiry of leave/extended
'. 

1"".r" or Unauthorized absence from duty shall render an employee liable to

disciplinary action. An employee who remains absent from duty after expiry of

leave unless it is extended shall not be entitled for leave salary for the period of

such absence and such period shall be debited as leave without pay i'e against

the EOL. However, if the employee proves to the satisfaction of the leave

sanctioning authority that his absence was on account of sickness or other

validreasons,thatauthoritymayathisdiscretionregularizehisabsenceinto
any leave due with or without PaY.

(j) Recall from Leave: - In case the Company finds it necessary to recall an
- 

"rrrpfoy* 
to duty before the expiry of sanctioned leave' it shall be obligatory for

the employee to comply with the orders and report for duty'

(k) Grant of Leave on Medical grounds: - An application for grant of leave or

extension of leave, on medical grounds, must bc accompanied by a Medical

certificate from any "Authorized Medical Attended" nominated by the company

or by any medical practitioner duly qualified in the Allopathic' Homeopathic or

ayurvedic systems of medicines and registered in the appropriate schedule of

the State and acceptable to the Company' An employee who has been

sanctioned leave or an extension of leave on medical grounds shall not resume

duty unless he produces a "Fitness Ccrtificate" from the aforesaid medical

authority or any other higher Medical Authority/ Medical Board as may be

required by the leave sanctioning authority'
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the required amount of cheque along with its dctails shall bc periodically sent

Uy pirurr"./ Corporate Office;o the Pay and Account Officc ol their parent office'

under intimation to the dcputationist'

O4.General Con<litions ano procequrcs '"' """' -'
(a)Rieht to Leave: - Leave cannot be.claimed as a titi":-t:lin:^l::i:I::t:l:
''' ffifffr;i ""i "ri". 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'

(b) Combination of different kinds of Leave: - Lxcept as provided otherwise under

these rules, any kind of te''ve under thesc rules may be granted in combination

with or in continuatlon of any other kind of leave ' Casual kave (CL) shall not

be combined with any other kind of leave admissible under these rules'

(c) Combination of Holidavs with Leave: - Holiday or a series of holidays (including

Restricted Holidays) falling before commencement of the leave or after expiry of

the leave may be prehxed and/or suffixed with leave'

(d) Emplovment durine t€ave:- The employec on leave shall not take any servlce or

accept any e-ployment without the previol'ls sanction of the competent

authoritY in tJle ComPanY'

(e) Application for Irave: - An apptication for grant of Ieave or for extension of ieave

shatl be made to tfre Controlling oflicer in the format as prescribed at

Anaexure-I. Except in tt "-ttg"rriy' 
leave for three days or less shall O: 

T1O"
at least twenty-four t'ot'tt" ptio-t to the start of the requested leave and if the

leaveisrequiredfo..o,"thanthreedays,theleaveapplicationshallbemade
seven days prior to the start of the requested leave '

(f) Grant of Leave: - The leave shall be sanctioned by the authority in accordance

with the powers delegated in the Schedule of Powers (SOP)-Schedule-III (Estt'

Matters) of the Company. Leave shall not be granted to an employee whom the

comPetent authority has decided to dismiss' renlove or compulsorily retire from

service. All appiication for Leave (except CL)' shall be submitted through the

controlling officer for the orders of the I'eave sanctioning authority on the

prescribed leave appl-ication form' ln case the CPM or GGM or GM is the leave

sanctioning authority ior the kind and duration of leave applied for ' that

authority may sanction the leave' subject to its verification by HR as regards

admissibility of the leave Such leave application' duly sanctioned' shall P: :"tt
to HR/ Corp. Office for verification of admissibility' making necessary debit in

the leave account and to convey the formal sanction of leave to finance and

other concemed. 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 for issue of the lbrmal leave sancLion order to all concerned ln case large

number of leave appucations is to be dealt with' the Leave sanction orders may
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Kinds and Amount of Leave admissiblQ:-

l5l Leave on Average PavlLAPl:-

1"j fn" 
"-ptoyees 

shall be entitled to 3O (thirty) days l'eave on Average Pay (LAP) in

a calendar year. The kave Account of every employee shall be credited with

LAP in ad.vance, in two installments of 15 days each on the first day of January

and July of every calendar year. LAP account of the employees shall be

maintained in two parts i.e. Encashable lcave and Non-Encashable ['eave' The

LAP earned shall be credited in ratio of 5O:50 under the above two parts on I

of January and July every year. Any part or whole of Encashable leave may be

availed ofas Leave and it is not necessary that it should be Encashed'

(b) During the half yearly period in which appointment was made' LAP shall be

credited to the leave "..tr.,t @ 2 Y' days for each completed calendar month of

service which he 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 while in service' credit of LAP to

his leave account shall be affordcd Ql 2 )/'' d'ays per completed calendar month'

In both the cases the period of 15 days or more shall be ta-ken as one month

and less than 15 days shall be ignored'

(c) The leave at the credit of an employee at the close ofthe previous halfyear shall

be carried forward to the next half year subject to the leave so carried forward

plusthecreditforthehalfyeardonotexceedthemaximumlimitof30o(three
hundred) daYs.

(d) During employment only the leave in the Encashable Leave Account can be

encashedonceacalendaryear,ontheemployceactuallyavailinghimselfofan
equal amount of LAP. The requirement of actual avaiting of LAP is subject to

ceiling of 30 days and it can be relaxed if the leave is not granted by the

sanctioning authority on account of exigencies ofwork'
(e)Themaximumaccumr:lationoftotalLAPatcreditshallnotexceed3OOdaysat

any given point of time out of which the ceiling under the Encashable Leave

Account shall be i5O days. The maximum amount of LAP that can be granted

at a time to an employee shall be 150 days'

(f) An employee who proceeds on l,eave on Average Pay (LAP) shall be entitled to

leave salary equivalent to that he/she was drawing immediately before

proceeding on LAP.

16l Leave on Half Averase PaytLHAPl:-

i"j ffr" .-ptoyees shall be entitled to Leave on Flalf Average Pay (LHAP) of 2O days

in respect of each completcd year of service The account of LHAP of every

employeeshallbecreditedwithLllAPinadvance,intwoinstallmentsoflo
days each on the l"t day of January and 1* day of July of every calendar year'

LHAP can be accumulated to any extent in the leave account of an employee.

(b) The LHAP shall be credited to the leave account @ 5/3 days for each completed
employee is likely to render in the half-yearcalendar month of service which the
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of the calendar year in which he/she is appointed. similarly, the credit for half
year in which the employee is due to retire or resign from service shail be

allowed @ 5/3 days per completed month upto the date of retirement or

resignation. However, when an employee is removed or dismissed or dies while

in service, credit of LHAP shall be allowed (@ 513 per completed calendar month
upto the end of calendar month preceding the calendar month in which the

employee is removed or dismissed from service or dies while in service. In all

these cases fraction of a day shall be rounded off to the nearest day'

(c) The amount of LHAP that can be availed of in one spell irrespective of its being

combined with any other kind of leave or not shall be limited to 24 months'

(d) An employee who proceeds on LHAP shail be entitled to leave salary equal to

half of that he /she was drawing immediately before proceeding on such 1eave.

l7l Corrmuted Leave:-
Commuted leave not exceeding half the amount of LHAP due may be granted'

on Medical Certifrcate, to the employees with the following conditions:-

(a) The authority competent to grant leave is satisfied that there is reasonable

prospect of the employee returning to duty on its expiry;

(b) when commuted leave is granted, twice the amount of such leave shall be

debited against the LHAP due;
(c) There is no limit to the number of days of commuted leave to be availed of

during the entire service;
(d) Where an employee who has been granted commuted leave and resigns from

service or at his request is permitted to retire voluntarily without retuming to

duty, the commuted leave shall be treated as LHAP and the difference between

the leave salary in respect of commuted leave and LHAP shall be recovered.

However, no such recovery shall be made if the retirement is compulsorily

thrust upon him by reason of ill health incapacitating the employee for further

service or in the event of his death;
(e) Commuted leave may be granted at the request of the employee even when LAP

is due to him.

(8t Extraordlnarv Leave IEOLI i.e. Leave wlthout Pav :-

(a) Extraordinary leave (EOL) i.e. leave without pay may be granted to an employee

in special circumstances, when no other leave is admissible to him'
(b) EOL shall not be granted to an employee on probation and to those re-employed

with the comPany.
(c) Two spells of EoL, if intervened by any other kind of leave, shall be treated as

one continuous sPell of EOL.

(d) where an employee fai.ls to resume duty on the expiry of the EoL sanctioned to

him/her, admissible under these rules, he/she shall be deemed to have

resigned from the service, unless the competent authority of the Company in

view of the exceptional circumstances of the case otherwise determines'
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(e) An employee who proceeds on Extraordinary Leave (EOL) shall not be entitled
to any leave salary.

(9f Leave Preoaratorv to RetlrementlLPRb
(a) An employee not desirous of encashment of lrave on Average Pay (LAP) at his

credit at the time of retirement on superannuation may be permitted by a
competent authority to take leave preparatory to retirement to the extent of LAP

due, not exceeding 180 days together with HLAP due, subject to the condition
that such leave extends only upto and includes the day preceding the date of
retirement.

(b) The leave granted as leave preparatory to retirement shall not include EOL.

llOlMaternity Leave:-
(a) A female employee with less than two surviving children may be granted

maternity leave for a period of 18O days from the date of its commencement, on

production of medical certificate.
(b) A further period of leave upto two vcar of leave due to her(including commuted

leave upto 6O days and Leave Not Due) may be granted, without production of
medical certilicate.

(c) A total period of Maternity Leave on account of Miscarriage/Abortion/Abortion
induced under the Medical Termination of the Pregnan cy Act'197 7 shall be
restricted to 45 days in the entire career of a female employee.

(d) Maternity leave may be combined with any other kind of leave.

(e) The maternity leave shall not be debited against the leave account'

(1 llChild Care LeavelCCLl:-
(a) Women employees having minor children may be granted Child Care

kave(CCL) by an authoritlr competent to grant leave, for a maximum period of
two years (i.e. 730 days) during their entire service for taking care of upto two
eldest surviving childrerr whether for rearing or to look after any of their needs

like examination, sickness etc. Child Care Leave shall be granted to women
employees having minor children below the aqe of eiehteen vears (18).

(b) Child Care Leave cannot be demanded as a matter of right. Under no
circumstances can any employee proceed on CCL without prior proper approval
of the leave by the leave sanctioning authority.

(c) The leave is to be treated like the LAP and sanctioned as such. Consequently,
Saturdays, Sundays, Gazetted holidays etc. falling during the period of leave

would also count for Child Care Leave, as in the case of LAP.

(d) The CCL can be availed subject to the following further conditions:

i) CCL may not be granted in more than 3 spells in a calendar year.
ii) CCL may not be granted for less than 15 days.
iii) CCL should not ordinarily be granted during the probation period except

in the case of certain extreme situations where the leave sanctioning
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authority is fully satisficd about thc ncccl ot Lhllcl ( are Leave to rrrt:

probationer. It may also be ensured that the period for which this leave is
of Care Leave thcsatisficd about thc nccd child

sanctioned during probation is minimal'
(e) During the period of CCI. the women employee shall be paid leave sa1ary equal

to the-pay drawn immediately before ptoi""dit'g on leave lt may be availed of

in -ore tlhrr) o.r" spell. child care Leave shall not be debited against the leave

account. It may be combined with leave of the kind due and admissible' The

leave account for child care leave shall be maintained in the proforma as at

A.rr"*." IV, and it shail be kept alongwith the Service Book of the concemed

women emploYee.
(0 ;; Not bue only for the purpose of Matemity Leave and Child Care Leave ' 

if

required, may be granted by the competent leave sanctioning authority based

on the medical certificate. LND in such cases shall be debited against the LHAP

due to the women emPloYee.

l1.2l Paternitv lrave:-
ia) A male employee with less than two surviving children may be granted Patemity

kave for a period of 15 days during the confinement of his wife i'e' upto I 5

days before or upto 06 months from the date of delivery of child and if such

leave is not availed of within this period, it shatl be treated as lapsed'

(b) It shall not be debited against the leave account and may be combined with any

other kind of leave.

(c) This leave may not normally be refused to the employee'

(d) It shaU be sanctioned only in a single spell'

(e) During the period of such leave, he shall be paid leave salary equal to the pay

drawn immediately before proceeding on leave'

(131 Sneclal Dieabllity L€aver

ia) Special disability leave may be granted to an employee' who is disabled by

iniury accidentally incurred in, or in consequence of due performance of his

official duties or in consequences of his olficiat position, or by illness incurred

intheperformanceofanyparticulardutywhichhastheeffectofincreasinghis
liability to illness or injury beyond the ordinary risk attaching to the post which

he holds.
(b}Suchleaveshallnotbegrantedunlessthedisabilitymanifesteditselfwithino3

months of the occurrence to which it is attributed, and the person disabled

acted with due promptitude in bringing it to notice'

(c) The period of leave shall be such as certified to be necessary by the proper

medical authority/ authorized medical attended of the company' however' the

maximum period of such leave ehall not exceed 24 months in consequence of

any one disabilitY.
(d) Special disability leave may be combined with any other kind of leave' Such

leave shall not be debited against the leave account'

(e) teave salary during such leave for the first 12O days shall be allowed equal to

the leave salary while on LAP; and for the remaining period of any such leave'

leave salary shall be equal to that admissible during LHAP'
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(0 ln the case of a person to
applies, the amount of leave

the amount of comPensation
(141 Leave Encashment:-

whom the Workman's Compensation Act, 1923

salary payable under this rule shall be reduced by

payable under thc said Act.

(a)

(bl

In case of death while in service: - In case an employee dies while in service'

the cash equivalent of the leave salary that the deceased employee would have

got had he gone on LAP that would have been due and admissible to him but

ior the death, on the date immediately following the date of death, and in any

case not exceeding leave salary (including DA) for 300 days, shall be paid to his

family.
:- AII

employees retiring on superannuation shall be paid cash equivalent of leave

salary in respect of LAP at their credit at the time of retirement' The payment of

cash equivalent of leave salary shall be limited to a maximum of 3OO days of

LAP and shall be paid in one lump sum as one time settlement' Cash payment

shallbeequaltoleavesalaryasadmissibleforLAPandDAadmissibleonthat
leave salary @ in force on the date of retirement' No CCA and/or HRA shall be

payable. The above rule shall not apply to the cases where an employee is

iismissea, removed from service or compulsorily retired as a measure of

punishment under DFCCIL (Discipline & Appeal Rules)' The cash payment for

unutilized LAP shall be made in the manner indicated below:

Multiptied bY thePay admissible
of rctirement
I)A admissiblc

on the date
+

on that
Number of unutilized
I-AP at credit on the date
of retirement, subject to
a maximum of 3OO daYs

(c)

(d)

Ttre employee who retires by giving notice to the Company or the employee is

retired or his services are terminated by the Company by giving him the notice

or pay and allowances in lieu of such notice in accordance with the terms and

conditions of his service, may be allowed encashment in respect of LAP at his

credit, subject to a maximum of 3OO days. The amount shall be determined as

at (b) above and shall be paid in one lump sum as a onetime settlement' No

HRA or CCA shall be PaYable. - In

case of an employee retiring from service on attaining the age of retirement

while under suspension or while disciplinary or criminal proceedings are

pending against him at the time of retirement, the competent authority may

withhold whole or part of cash equivalent of LAP payable to him, if in the view of

such an authority there is possibility of some money recoverable from him on

Cash Pavment
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conclusion of proceedings against him. On conclusion of the proceedings, he

will be eligible to the amount withheld after adjustment of Company's dues, if
any.

(el In cases of resignation or quitting of service:- In the cases of resignation or
quitting of service , the employee may be granted cash equivalent in respect of
LAP at his credit on the date of cessation of service to the extent of HALF of
such [,AP at his credit, subject to a maximum of 15O davs.

(Q Encashment of Leave oa Half Averaqe Pav (LHAPI:-
The half pay leave shall be considered for encashment of leave alongwith LAP,
subject to overall limit of 3OO days. The cash equivalent payable for half pay
leave shall be equal to leave salary as admissible for half pay leave plus
Deamess allowance admissiblc on the leave salary without any reduction being
made on account of pension equivalent of other retirement benefits payable. To
make up the shortfall in I-AP, no commutation of half pay leave shall be
permissible. The cash equivalent for half pay Ieave component shall be
calculated in the manner indicatcd below:-

Cash Payment in lieu of
Half Pay Leave
component

Half Pay Leave salary
admissible on the date of
retirement r DA
admissible on that date.

Multiplied by the
Number of days of half
pay leave at credit
subject to the total of
l,AP ald LHAP at credit
not exceeding 3OO days.

30

(gl Whlle aveilins LTC:-
The employees shall be permitted to en-cash leave on average pay upto 10 days

at the time of availing of LTC while in service, subject to the condition that:
i) A balance ofat least 30 days of leave on average pay should be available

to his credit after taking into account the period of encashment as well

as leave availed of.
ii) The total leave so encashed during the entire career shall not exceed 6O

days in the aggregate subject to the condition that successive

encashment cannot be made before a minimum period of two years has

elapsed. The period of two years for the purpose of successive

encashment of LAP shall be w.r.t. a two year block, the first one

commencing. from 01.09.2008 and ending on 31.08.2010 w.r.t. the
outward journey performed. The next block would commence from
01.09.2010 and ending on 31.08.2012 and successive blocks would
follow the similar pattern.

iii) The cash equivalent shall be calculated as follows namely:-

Cash Pay in the respective pay
equivalent scale/band plus grade pay

= admissible on the date of availing of X
LTC plus dearness allowance
admissible on that date

30

Number of days of leave on
average pay subject to the
Maximum 10 days at one
time.
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No llouse Rent Allowance or Transport Allowance shall be payable;

The period of leave encashcd shall not be deducted from thc maximum

quantum of leave cncashablc (300 days) at thc timc of retirement'

Where, both husband and wife arc the cmployccs of DFCCIL' the

entitlemcnt for encashment of lcave cqual to ten days at the time of

availing of LTC will bc available to both , slrbject t o a maximum of 60

days each during the carecr.

(15)Casual Leave and Restricted Holidayi:-

(a) Casual Leave may be granted to an employee subject to cxigencies of the work'

A total of o8 cL is admissible to the cmployees in a calendar year' Half a day's

CL can also bc granted, if rcquested by the cmployee'

(b) CL shall not be combined with any other kind of leave; however' it can be

prehxed and suffixcd with holidays'
(c) An employce on CL shall bc trcatcd as or) drlty for thc purpose of drawal of

salary.
(d) CL shall be sanctioncd by thc conccrncrl controlling officer of the employecs

only in the CL/ RH Card prepared in the proforma as at Annexure-Ill' The CL

record as reflccted in the CL/Rtl card shall bc maintained by the employees

themselves. Ilowcver, thc controlling officers before sanctioning CL shall satisfo

himself/herself of thc proper maintcnancc and admissibility of CL to the

concerned cmployee. The loss of CL card by thc cmployee shall be treated as

ZERO balance in thc employec\ CL account'

(e) In addition to thc CL, the employccs shall be entitled to avail 02 Restricled

Holidays(intheCL/R}{Carditself)tobeChosenfromalistofltHnotifiedby
the Central/ State Govt. where the olTicc of I)I"CCII- is locatcd

(l6lAmendments and Interpretations:-

(a)WherearrydoubtarisestothcinterpretationofthescRules,itshallbereferred
to thc HR/Corporatc Office for a decision by the Compctent Authority' which

shall be hnal.
(b) The Company may amend, Dclctc or Acld to thcsc rulcs, from timc to time' and

allsuchamendments,dcletionorarirlitionsshalltakccffectfromthedate
stated therein

iv)

v)
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SubJect: Revised Leave Rules'

BOD in its 65'!' meeting hcld on 13.08.2018 has accc.'rdecl approval towards

the following modifications in the Lcavc Rules contained in Chapter - XI of
DFCCIL's HR Manual :-

Existing Rule Revised Rule

'I'he ettploqees sh.all l>e enti.lecl to 30
(thirtA) daAs leaue on auerage pay (LAP)

in a calentlar year. The lea.ve crccount of
euery employee shatL be credited with
LAP in aduance, in two installments o/ i 5
dags each ort the firsi d.ag of January
and July4 of euerg calend.ar qear. I.AP
accounl ol' the entplogees shall be
mairttrinecl in t1.uo ports i.e. Enl:usl'to.ble
Le<tue: a:td Ntrtt -Ett r:oshrzble I'eaue. The
LAP earned shatl be creditecT h rcttio of
5O:50 urLder Lh.e a.bt>ue tLUo porls on .l'" o/'
January and July (:uet! Aear. Any part
or uhole of Encashable leartc rnag lse

a.uailed oJ as Leave and ir i.s not
that it should be Encashed.

Duing ernplctyrnenl orLlg the lea.ue in ttrc-

Encashaltle [.eaue Acctntn.l c:rtT be
encashed once a calendar t1ear, on tlrc
empLoa ee ectu all!.1 au aitirtg himself / he rset[
of an equal antount of LAP. The
requirelrcnt o.f acutttl auailing of I-AP is
subject to ce-iling of 30 danls alrd it can' be
relaxed iJ the lcfl.ue is rtot gronted by the
sanctiortirtg attlhont!! o,l oc( ottttt of
exigencies of u:ork.

l'he emplotlees shalt be
entitled to 30 {thirtg) daYs
leaue on. ouerage Pag (LAP)

irr a calendar year. The

Ieaue accouttt of eueru
ernplogee shall be credited
tuitlr LAP in aduance, in tuo
in.st../lme nts of 1 5 days eaclt
on llrc Jirst tlay oJ January
und Jt.tlg oJ' euery calendar
aeQ r.

Lcaue encashmcat
Dting emploAment only,
lhe emplogee tuould be
allouted to encash uPto
5O% of LAP to ltis/ her credit
as on the date on uhich
he/ she applies for
encoshment, once a
colendar year prouided that
he/ she is left wilh atleast
3O days LAP to his/ her
credit after such
encashtnenL as on the date
ol' such application.

The peiod of leaue
encashed shall not be
deducted from the
ntaximum quattum of teaue
encashable(300 daAs) at

Rule
s (d)

the tine of retirement.



Rute lLeave Encashment
14 | While availinq LTC)'. The employees
(c) l 

"noti 
tr" pennitted to en-cash lecLue on

', or.rog" poA upto 10 day-s al the tune of
auoitiig ol L1'C uhile in seruice. subjecl
to the condil.ions that:

0 A bctlance o-f at least 30 daYs of
leaue on auetage PaA should be

<tuailable to his/ her credit after taking
into accoun.t the penod of encctshment

as tuell as leole uuuiled of.

liil Thte t(iul leave so encoshetd
'tlurin() 

I l1e etllire cu''eer shall nt-tl exceed

60 diys in th.e ogllregat.e subject to the

cond,itior-t that successiue encctshtnen"t

cannol he ntatle before a rntnimunt
peiod ol lwo Aears has clnPscd' The
'peru:a o1 ft.t)o acors for he purpose oJ-

,r,"".-""ir. encashn'rent oJ' LAP sha|l be

LU.r.l.. a ttuct yectr ltlock, the lirst one

contnl.encinll frorn 01 09 2008 o:d

Deleted

ending oi 31 .08.2o1o u) r't the

outuardjourney perfonned'fhe next

block rpoutcl contmeftce frotn
O1.Og.2O1O and. endirtg otL 31 08'2012
and successiue.
(ii, blocks tuoukl foltow the similar
pattem..

(jr,) Thc cash cquivalent shall be

calculated as folloq's
C."ll -i;,; in- the I Nurnber ol
equir, ,rcspectivc Pavl dals ol
allnt rscale/band 

Plus I leave on

= glaclc Pa\r 1 
average

admissible on I PaY
the clale of I sub.iect to
a,,,ailing oi LTC I thc
pltr s rlt'ttrr tcss tnaximltm
allos attrcc l O da)'s al
Adrnissible on I one time
that date 30
x
Ho.rs" RenL Allowance or

Transporl t\llou'ance shall be pa1''able;

(v) The Pcriocl of leavc encashed
shall not i:c clcductecl froln lhc
maximunr qtiantum of lcat'c

encashable (300 davs) at the time of
t.

a--



(ri) Whcre, borh husband and rlifc
are the cmplor,ces of DFCCIL. rhe
entitlement lor cncashment ol leave
equal to ten davs at thc time of
availing of LTC rvill be ar,arlable to
both, subject to a mzuiimum of 6O davs
each during the carcer.

Accordingll'. the I-cavc Ruics of DFCOIL stand n.roclifieil as abovc in DFCCIL,s
HR Manual urth immediate effect. All orher tcrms ancl conclitions ancl instructions
issued vide this office circurar number lre/HR/3/Leai,e Rules/ l4 dated
28.O2.2O 14 rema.in unchangcd.

- This has the appro\'al of Lhe competenr authoritv.

No. - HQ/HR/Leave Encashment Date :04.10.2019
Copy for kind information and necessary action to:-

1. Secy to MD for kind information of MD.
2. Director (lnfra), Director (OP&BD), Director (pp), Director (Fin) & CVO
3. GM /lT - is requested to kindly incorporate the above changes in SAp by

modifying the Leave encashment program in SAp.
4. All CG Ms/G M(Co-ordination)/G Ms/CpMs - all units - for wide circulation
5. shri Prakash Kumar, AM/rr- for placing on DFCCIL lntranet for wide circulation,
6. Notice Board

Irl ,'.-i* ( Tt*,,,
JGM/HR
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