


Subject: Consolidated guidelines for availing Leaves by the Officers/Officials-reg. 

The Consolidated Guidelines for availing leaves by the Officers/Officials of the Board issued 
vide Office Memo No.CBSE/Personnel-N2018/3377-83 dated· 04.07.2018, Circular No.CBSE/ 
Personnel-B/2017/11107-116 dated 03.10.2017, Office Memo No.CBSE/ Pers.B/Misc/2018/587- 
617 dated 03.08.2018, Offfice Order No.CBSE/Hq/Personnel-NMISC/Off.Order/ 2017/2833-39 
dated 11.12.2017, Office Order No.CBSE/HQ/Pers.NMisc/Off.Order/201/1487-97 dt. 26.08.2016, 

. Office Order No. Personnel-A/Misc/Leave/2016/1973-77 dated 03.11.2016, Circular No. Personnel 
A/MISC/ 2016/4431-35 dated 27.04.2017 are reiterated as under:- 

1. Delegation powers to sanction leaves to the Head of the Units:- 
i. The leave sanctioning authority (for sanctioning earned leave & leave of any kind) is 

Head of respective Unit other than HQ located in Delhi/NCR i.e. JEE Unit, UGC 
NET, CTET, JNVST & Misc. Exam Unit. Academic and Vocational & Training Unit of 
Delhi/NCR. 

ii. For maintenance of leave records, the following information shall be submitted to 
HQ on monthly basis:- 
a. Duly sanctioned leave application along-with joining report and supporting 

documents for the leaves availed by the respective Officer/Official of their Unit. 
b. Leave record in the enclosed pro-forms. 

iii. The Regional Officer shall be leave sanctioning authority for sanction of all kind of 
leaves of staff at Regional Offices and the Controller of Examinations in case of 
Regional Officers. 

iv. The administrative power to sanction Earned Leave in respect of Section Officers 
Assistant Secretaries and Deputy Secretaries posted in Delhi/NCR is Joint 
Secretary (A&L), HQ. 

v. Leave Sanctioning Authority will make sure that leaves applied for and leaves 
sanctioned are in consonance with the CBSE Service Rules-1985 and CCS (Leave) 
Rules 1972. 

2. Process to apply for leaves: 
i. Every employee shall apply for any kind of leave viz to Earned Leave, Commuted 

Leave and Casual Leave in the enclosed Performa 
ii. The employees of the Board will submit leave application in advance and should not 

be proceeded for leave without the approval of the Competent Authority. 
iii. The leave period may not be extended without information/written permission. 
iv. The Reporting Officer shall take immediate action on the leave application of 

employees and forward a copy to Personnel Units (HQ) including sending the 
scanned copy on email. 

v. In emergent and unforeseen circumstances, the employee may submit their 
application/ intimation to Reporting Officer and proceed on leave. The Reporting 
Officer will ensure that such information is forwarded for sanction to the Competent 
Authority immediately with recording of such reasons . 
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Distribution: 
1. PS to the Hon'ble Chairperson, CBSE. 
2. SPS to the Secretary/Controller of Exams/Directors/Regional Directors, CBSE of the Board. 
3. PS/PA to Joint Secy., IT/ Sr.PRQ/IAFA, CBSE. 
4. All the Regional Officers/lncharge, CoEs of the Board for compliance. 
5. All the Officers up to the level of Section Officers, CBSE. 
6. President, SBSWA, CBSE. 
7. Personnel File. 
8. Notice Board. 
9. Guard File. 
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SECRETARY 

This issues with the approval of the Competent Authority. 

i. Not to avail leave or leave their offices/stations without prior approval/intimation to 
the Competent Authority. Tour programme with to and fro journey details for all 
tours for official purposes shall be sent in advance for obtaining prior approval of the 
Competent Authority. 

ii. To take prior approval of the Competent Authority of accompanying subordinate/ 
associate staffs for official purposes, before proceeding for journey/leaving the 
station. 

iii. The subordinate/associate staffs are required to perform the journey, strictly as per 
their entitled classes, as per rules. 

iv. Further, not forward the e-mails with CC to the Competent Authority, unless it is 
required for perusal. 

i. Prior approval/ sanction before availing CCL is mandatory. 
ii. The request for grant of CCL should be made with bonafide reasons only. 
iii. The request should be made to the Leave Sanctioning Authority in advance of at 

least 15 days, prior to the date of commencement of the leave. 
iv. The leave application received after the specified period of time shall not be 

entertained and lead to rejection/deduction of other leaves even in the event of 
recommendation of the Reporting Officer. 

4. The Regional Directors/Directors/Regional Officers/Head of the Units/Head of COEs shall 
avail leave or leave their respective offices/station without prior approval/intimation to the 
Competent Authority and ensure the compliance of the following instructions :- 

As with reference to the introduction of Child Care Leave (CCL) in respect of women 
employees, the Competent Authority has decided that:- 

3. Child Care Leave: 
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