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ORDINANCE NO: 14
LEAVE RULES FOR THE TEACHING STAFF

General Rules Relating to Leave:

No teacher can claim leave as a matter of right and when the exigencies or service so demand, leave of any
description may be refused or revoked by the leave sanctioning authority.

In case a teacher is recalled to duty before the expiry of his leave, such recall to duty shall be treated as binding
and compulsory in all cases.

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

No teacher shall avail leave of any kind, except in case of emergency or for reasons beyond his/her control,
unless the leave has been sanctioned by the competent authority. Provided further that application for leave
must reach the competent authority in advance giving sufficient time to grant or deny the leave.

As a general rule, such long leave as Study Leave, Sabbatical Leave, Extra Ordinary Leave can be availed from
the commencement of the academic session and no teacher would be permitted to proceed on long leave while
the academic session is in progress and continuing.

The Leave Rules, as laid down by the University Grants Commission, and as amended from time to
time, will be followed for the University Teachers.

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.

Weekly holidays or other public holidays (except vacations) may be prefixed as well as suffixed to leave.
Teachers are normally expected to be present on the last day of the academic session and on the opening day of
the session after a vacation. However, in exceptional or special circumstances, combination of vacations at one
end might be allowed by the Vice-Chancellor 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
each equivalent of leave salary in respect of the period of earned leave at his credit at the time of retirement on
superannuating subject to the following conditions:

The payment of cash equivalent of leave salary for earned leave shall be limited to 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-motu 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 a maximum of 300 days.
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The cash payment will be equal to leave salary as admissible for earned leave and dearness allowance
admissible on that leave salary at the rates in force on the date of retirement. No city compensatory allowance
and/or rent allowance shall be payable.

The cash payment for unutilized earned leave shall equivalent to the pay admissible on the date of
superannuation plus dearness allowance for the number of unutilized earned leave at the date of superannuation
subject to maximum of 300 days.

A teacher who is re-employed after retirement may, on termination of his re- employment, be granted suo-
moto by the authority competent to grant leave, cash equivalent in respect of earned leave at his credit on the
date of termination of re-employment; subject to a maximum of 300 days, including the period for which
encashment was allowed at the time of retirement.

A teacher can also avail of, as leave preparatory to retirement, a part of earned leave at his credit. In that case,
he will be allowed benefits of this rule for the earned leave that remains at credit on the date of retirement in
accordance with the terms and conditions stipulated in this rule.

A teacher already on leave preparatory to retirement who has been allowed to return to duty shall also be
entitled to benefit under this rule on the date of retirement.

The authority competent to grant leave may withhold whole or part of cash equivalent of earned leave in the
case of a teacher who retires from service on attaining the age of superannuation while under suspension or
while disciplinary or criminal proceedings are pending against him, if in the view of such authority there is a
possibility of some money becoming recoverable from him on conclusion of the proceedings against him. On
conclusion of the proceedings, he will become eligible to the amount so withheld after adjustment of

University's dues, if any.

Conversion of one kind of Leave into another kind:

At the request of the 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.

Extra Ordinary Leave granted on medical certificate or otherwise may be converted retrospectively into leave
not due subject to the provisions of Rule 9 (Leave not due).

Rejoining of Duty on return from Leave on Medical Grounds:

A teacher who has been granted leave on medical certificate will be required to produce a medical certificate of
fitness before resuming duties in such manner and from such persons as may be prescribed.

The authority competent to grant leave may in its discretion, waive the production of a medical certificate in
case of an application for leave for a period not exceeding 3 days at a time on medical ground. Such leave shall
not however, be treated as a leave on medical certificate and shall be debited against leave other than leave on
medical grounds.

Increment during Leave:
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If the increment falls during leave other than casual leave or special causal leave, the effect of increase of pay
will be given from the date the employee resumes duty without prejudice to the normal date of his increment.
No permanent employee shall be granted leave of any kind for a continuous period exceeding three years.
When an employee does not resume duty after availing leave for continuous period of three years, or whether
an employee after the expiry of his leave remains absent from duty, otherwise than on foreign service or on
account of suspension, for any period which together with the period of leave granted to him exceeds three
years his lien shall, unless the Executive Council in view of the exceptional circumstances of the case
otherwise determines, be deemed to have terminated and he shall cease to be in the University service.
Absence after Expiry of Leave:

Unless the authority competent to grant leave extends the leave, a University employee who remains absent
after the end of leave is entitled to no leave salary for the period of such absence and period shall be debited
against his leave account as though it were half pay leave, to the extent such leave is due, the period in excess
of such leave due being Treated as extra-ordinary leave.

The leave account except casual and compensatory leave shall be maintained for each teacher in the Office of
the Registrar.

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

Leave Salary:

Except as provided in these rules, a teacher on earned leave is entitled to leave salary equivalent to the pay
drawn immediately before proceeding on leave.

Teacher on half pay leave or leave not due is entitled to leave salary' equal to half the amount specified in sub-
rule(l).

A teacher on commuted leave is entitled to leave salary equal to the amount admissible under sub-rule(l).

A teacher on extra ordinary leave is not entitled to any leave salary.

A teacher who is granted leave beyond the date of retirement or quitting of service, as the case may be, shall be
entitled during such leave, to leave salary as admissible under the rules in lump sum for the entire period of
such leave as one time settlement, reduced by the amount of pension and pension equivalent of other
retirement benefits.

Where such teacher is re-employed during such leave, the leave salary shall be restricted to the amount of leave
admissible while on half pay leave and further reduced by the amount of pension and pension equivalent of
other retirement benefits. Provided that it shall be open to the teacher not to avail himself of the leave but to
avail of full pension

Advance of Leave Salary:

The advance in lieu of leave salary admissible to a teacher proceeding on leave of not less than thirty days shall
include allowances as well subject to deduction on account of income tax, provident fund, house rent recovery
of advance etc.

In case a teacher who dies in harness, the cash equivalent of the leave salary that the deceased employee would
have got, had he gone on earned leave, but for the death, due and admissible, on the date immediately

following the date of death, subject to a maximum of leave salary for 300 days, shall be paid to his family.
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Further, such cash equivalent shall not be subject to reduction on account of pension equivalent of death-cum-
retirement, gratuity.

Half Pay Leave up to a maximum of 180 days shall be allowed to be commuted during the entire service where
such leave is utilized for an approved course of study i.e. a course which is certified to be in the public interest
by the leave sanctioning authority.

Teacher appointed on Probation:

A teacher, appointed as a probationer against a substantive vacancy and with definite terms of probation, shall
during the period of probation be granted leave which would be admissible to him if he held his post
substantively otherwise than on probation.

If for any reason it is proposed to terminate the services of a probationer, any leave granted to him should not
extend beyond the date on which the probationary period expires or any earlier date on which his services are
terminated by the orders of the Executive Council.

On the other hand, a teacher appointed 'on probation' to a post, not substantively vacant to assess his suitability
to the post shall until he is substantively confirmed, be treated as a temporary teacher for purposes of grant of
leave.

If a person in the permanent service of the University is appointed on deputation to a higher post he shall not,
during probation, be deprived of the benefit of leave rules applicable to his permanent post.

Temporary Teacher:

The teachers appointed on temporary basis in the University are entitled to the same privileges of leave and
annual increments as are given to permanent teachers.

ANNEXURE - I

OFFICE OF THE REGISTRAR
MAHATMA GANDHI CENTRAL UNIVERSITY
MOTIHARI, DISTRICT — EAST CHAMPARAN, BIHAR
FORM OF BOND FOR STUDY LEAVE
Form of bond to be executed by the employees of the MAHATMA GANDHI CENTRAL UNIVERSITY,
MOTIHARI, DISTRICT — EAST CHAMPARAN, BIHAR on a Non-judicial stamp paper of the value of
Rs.10/- (According to the Stamp Act, if the value of the Bond is Rs.1000/- then the stamp would be Rs.10/-

only but if it exceeds, than a stamp of Rs.5/- per Rs.500/- in excess of Rs.1000/-).

THIS BOND is executed on the day of two thousand by
Shri/Smt./Km. S/0, D/O, W/O (hereinafter
called ‘the employee’) in favour of the MAHATMA GANDHI CENTRAL UNIVERSITY, being a Central
University under an Act of Parliament (hereinafter called ‘the UNIVERSITY”). Whereas the UNIVERSITY

upon an application made by the Employee has granted to the Employee Study Leave for a period of
from to for the purpose of
in  pursuance of  Resolution No

passed by the Executive Council of the UNIVERSITY in its meeting held on

And whereas the Employee has agreed to accept the said leave on the terms, and conditions



laid down by the UNIVERSITY under ........ccccceeeveenene , as applicable NOW IT IS HEREBY COVENANTED
BY THE EMPLOYEE as follows:-

That the Employee availing himself/herself of Study Leave undertake that he/she shall serve the
UNIVERSITY for a continuous period of at least three years to be calculated from the date of his/her resuming
duty after expiry of the Study Leave.

That the employee binds himself/herself under this Bond for the due fulfilment of the conditions and give
security of Immovable property to the satisfaction of the Finance Officer, or a fidelity bond of an insurance
company or a guarantee of a scheduled Bank or furnish a security of two permanent teachers for the amount
which shall become refundable to the University, in case of non-joining of the said employee or fails to satisfy
the other imposed conditions, in facts or in law.

That if the Employee, who is granted Study Leave on full, half or no pay, either fails to complete his studies
within the period of Study Leave or with a maximum period of 5 years or fails to rejoin the service of the
MGCU on the expiry of his/her Study Leave or fails to complete the prescribed period of service after
rejoining the service which he/she has covenanted to perform as Clause 1 or he/she is dismissed or removed
from the service by the University within the said period, then the said employee hereby binds himself/herself,
his/her heirs, executors, representatives or assigns to pay back to the University, the amount of leave salary and
allowances and other expenses incurred on him/her or paid to him/her behalf to others in connection with
his/her course of study or research pursuit, together with the interest or such proportion thereof as the
Executive Council may fix in its discretion, from time to time.

Should the Employee be refused extension applied for and he/she does not rejoin duty on the expiry of his/her
Study Leave originally sanctioned, he/she will be deemed to have failed to rejoin the service of the MGCU on
the expiry of his/her Study Leave for the purpose of recovery of the amount payable to the University under
this Bond.

In witness thereof the Employees puts his/her signature to this Bond on the day aforesaid.

EMPLOYEE
Name:
S/o, D/o, W/o
RO
In the presence of the Officer of the MGCU
In the presence of:
REGISTRAR
Mahatma Gandhi Central University
(Stamp)
1. Name :
S/o, D/o, W/o

R/o




2. Name:

S/o, D/o, W/o
R/o
ANNEXURE - II
FORM OF SURETY BOND
KNOW ALL MEN BY THESE PRESENTS THAT I, S/0, D/O, W/O
, permanently resident of , presently
resident of , employed as with in the
present scale of (hereinafter called the ‘Surety’) am held and firmly bound up to the

MAHATMA GANDHI CENTRAL UNIVERSITY, a Central University ESTABLISHED UNDER THE
CENTRAL UNIVERSITIES (AMENDMENT) ACT 2014 acting through its Registrar in the sum of an
amount calculated by the Registrar with interest as specified and all costs incurred, legal or otherwise, as also
all expenses incurred by or occasioned by the MAHATMA GANDHI CENTRAL UNIVERSITY AND I
hereby voluntarily and truly bind myself, my heirs, executors, administrators and representatives firmly by

these Presents putting my hand herein below on this the day of ,20

WHEREAS the MAHATMA GANDHI CENTRAL UNIVERSITY has agreed to grant/accord to

S/O R/O
employed as (hereinafter called the Teacher of University/Employee of the University) at
his/her own request Study Leave as per Ordinance of the CENTRAL UNIVERSITIES
ACT 20__ vide an office order bearing no. dated issued by

AND WHEREAS the said Teacher of the University has undertaken vide a Bond duly executed by him/her on
, binding himself/herself for the due fulfilment of the conditions incorporated in Ordinance

of the University.

AND WHEREAS in consideration of the MAHATMA GANDHI CENTRAL UNIVERSITY having agreed to
grant / accord the Study Leave to the Teacher/Employee of the University, the Surety herein has consented /
agreed to execute this Bond with such conditions as are written hereunder:-

The Surety herein shall stand discharged from the obligations of this Bond if the Teacher/Employee of the
MAHATMA GANDHI CENTRAL UNIVERSITY pays all such sums (inclusive of costs, clerkages, and
expenses (legal or otherwise) as calculated by the Registrar of MAHATMA GANDHI CENTRAL
UNIVERSITY or any other Officer authorized on his behalf for any default commissioned by the said
Teacher/Employee of the University in violation of the terms and conditions of the Bond executed by him/her
on or non-fulfillment of the requirements of Ordinance

BUT SO NEVERTHELESS that if the said Teacher / Employee of the University shall die or become insolvent
or any time ceases to be in the service of the MAHATMA GANDHI CENTRAL UNIVERSITY or for any

reason whatsoever, the whole or part of the Liability (as the case may be) imposed upon him/her by the



University shall remain unpaid/unsatisfied, the same shall become immediately payable and due to the
MAHATMA GANDHI CENTRAL UNIVERSITY by the Surety herein in one installment by virtue of this
Bond. The obligation undertaken by the Surety herein shall not be discharged or in any way affected by an
extension of the Study Leave granted to the said Teacher / Employee of the University whether with or without

the knowledge of the Surety herein.

Signed by the Surety on this the day of ,20

( )
Signature of Surety

Designation & Seal
In the present of:

1.

2.

(Name and Designation of the Witnesses)

ANNEXURE - III

FORM OF SURETY BOND
KNOW ALL MEN BY THESE PRESENTS THAT I, son of
permanently resident of House No. , street name and No.
, employed / self-employed as , having
Permanent Account No. with the Income Tax Authorities ( hereinafter called the ‘Surety’) am

held and firmly bound up to the Central Universities Act, 2009 action through its Registrar in the sum of an
amount calculated by the Registrar with interest as specified and all costs incurred, legal or otherwise, as also
all expenses incurred by or occasioned by the Mahatma Gandhi Central University AND I hereby voluntarily
and truly bind myself, my heirs, executors, administrators and representatives firmly by these Presents putting

my hand herein below on this the day of , 20

WHEREAS the Mahatma Gandhi Central University has agreed to  grant/accord to

s S/o , resident of

, employed as (hereinafter

called the Teacher of the University/Employee of the University) at his/her own request Study Leave as per
Ordinance No. 14 of the Mahatma Gandhi Central University vide an office order bearing no.

dated issued by
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And WHEREAS the said Teacher of the University has undertaken vide a bond duly executed by him/her on
, binding himself/herself for the due fulfillment of the conditions incorporated in Ordinance No.

13 of the University.

AND WHEREAS I am the true and lawful owner of immoveable property/properties the details of which are

laid out herein below:

S.NO DESCRIPTION OF THE SITUATED| AREAS ESTIMATED
PROPERTY AT VALUATION

1

2

3

(True copies of the relevant documents of the said properties are annexed herewith for the perusal and
satisfaction of the Finance Officer, MGCU)

AND WHEREAS in consideration of the Mahatma Gandhi Central University having agreed to grant/accord
the Study Leave to the Teacher/Employee of the University, the Surety herein has consented/agreed to execute
this Bond with such conditions as are written hereunder:-

The Surety Herein shall stand discharged from the obligations of this Bond if the Teacher/Employees of the
Mahatma Gandhi Central University pays all such sums (inclusive of costs, clerkages, and expenses (legal or
otherwise) as calculated by the Registrar of Mahatma Gandhi Central University or any other officer
authorized on his behalf for any default commissioned by the said Teacher/Employee of the University in
violation of the terms and conditions of the Bond executed by him/her on or non-fulfillment of
the requirements of Ordinance

BUT SO NEVERTHELESS that if the said Teacher / Employees of the University shall die or become
insolvent or any time ceases to be in the service of the Mahatma Gandhi Central University or for any reason
whatsoever, the whole or part of the liability (as the case may be) imposed upon him/her by the University
shall remain unpaid/unsatisfied, the same shall become immediately payable and due to the Mahatma Gandhi
Central University by the Surety herein in one installment by virtue of this Bond.

The obligation undertaken by the Surety herein shall not be discharged or in any way affected by an extension
of the Study Leave granted to the said Teacher / Employee of the University whether with or without the
knowledge of the Surety herein.

Signed by the Surety on this the day of 20

( )
Signature of Surety

Designation & Seal

IN THE PRESENCE OF:



(Name and Designation of the Witness)

(Affidavit of the Surety)
AFFIDAVIT

I, son of , resident of , do hereby

solemnly affirm and declare as under:

That I am the true and lawful owner of the following immoveable property / properties:

S. NO | DESCRIPTION OF THE SITUATED AT AREAS ESTIMATED
PROPERTY VALUATION

1

2

3

I affirm on oath that the said properties have not been sold, transferred, or assigned in favour of anyone

whomsoever and command a good marketable title.

That I have stood surety binding myself to Mahatma Gandhi Central University vide a Surety Bond dated

and I affirm that I shall not in any way transfer / assign or part with the said properties

till my Surety is duly discharged by the said University.

(DEPONENT)
VERIFICATION:
Verified at Motihari on this the day of , 20 that the contents of my above Affidavit are

true and correct, no part thereof is false and nothing material has been concealed there from.

(DEPONENT)



