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No. CBSE/Personnel-A/Leave/2018 { Ylqz-8° Date: 16 .10.2018

CORRIGENDUM

Subject: Consolidated guidelines for availing leave by the Officers/Officials —reg.

In continuation to Office Order No.CBSE/Personnel-A/Leave/2018/4062-70 dated
23-Aug.,2018, the Clause No.1(iv) may be read as “The administrative power to
sanction earned leave and leave of any kind in respect of Officers/Officials upto
level of Deputy Secretary posted in Hqrs. is Joint Secretary (A&L)".

This issues with the approval of the Competent Authority of the Board.
&o,,pé

(Satpal Kaur)

Assistant Secretary (Pers.A)

Distribution:

PS to the Hon’ble Chairperson, CBSE.

SPS to the Secretary/Controller of Exams/Directors/Regional Directors, CBSE.
PS/PA to Joint Secy., IT/ Sr.PRO/IAFA, CBSE.

All the Regional Officers/Incharge, CoEs of the Board for compliance.

All the Officers up to the level of Section Officers, CBSE.

President, SBSWA, CBSE.

Personnel File.

Notice Board.

Guard File.
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No. CBSE/Personnel-A/Leave/201 8/ Wotél-"0 Date: 20-August, 2018
23
OFFICE ORDER

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-A/2018/3377-83 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-

IHa/Personnel-A/MISC/Off Order/ 2017/2833-39)

617 dated 03.08.207T8] Offfice Order No.CBSE
dated 0 Office Order No.CBSE/HQ/Pers.A/Misc/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/MISC7 201674437-35 dated 27.04.2077| 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.

i. 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.

ii. 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

i. 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.

ii. 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.
Contd...2
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3. Child Care Leave:

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

i.  Prior approval/ sanction before availing CCL is mandatory.
ii.  The request for grant of CCL should be made with bonafide reasons only.
ii.  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 :-

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.

This issues with the approval of the Competent Authority.

(ANURAG TRIPATHI)
SECRETARY

Distribution:

PS to the Hon'ble Chairperson, CBSE.

SPS to the Secretary/Controller of Exams/Directors/Regional Directors, CBSE of the Board.
PS/PA to Joint Secy., IT/ Sr.PRO/IAFA, CBSE.

All the Regional Officers/Incharge, CoEs of the Board for compliance.

All the Officers up to the level of Section Officers, CBSE.

President, SBSWA, CBSE.

Personnel File.

Notice Board.

Guard File.
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CENTRAL BOARD OF SECONDARY EDUCATION

(An autonomous organization under thre-Union Ministry of Human Resource Development, Govt. of India)
~ “SHIKSHA KENDRA”, 2, COMMUNITY CENTRE, PREET VIHAR, DELHI-110 092

Mo. Pers. AIMISC./Leave/2016/ | I} —{ 1 Date:({] .10.2016

CIRCULAR 03\

It Has been observed that some employees of the Board are availing different kinds of
loave such as Earned Leave, Child Care Leave including Paternity Leave without prior
intimation & approval of the Competent Authority of the Board. In some cases, the leave
applications have also been found lying with Reporting Officer and the same are forwarded to
Pearsonnel Units, (HQ) after the leave has already been availed by the employee concerned. As
par Rule 8.10.1 of CBSE Service Rule 1985, prior approval of leave by the Competent Authority
15 mandatory.

2. In this regargd, the following guidelines are issued:-

).  The employees of the Board will submit leave application for Earned Leavé,‘ Child‘Care
Leave and Paternity Leave well in advance and should not proceed without the approval
of the Competent Authority.

ii).  The leave period may not be extended without information/written permission.

ii). The Reporting Officer shall take immediate action on the. leave application of
employee(s) and forward copy to Personnel Units, (HQ) including sending the scanned
copy on email. :

iv).  In emergent & 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.

This issues with the approval of the Competent Authority.

i
i \

AN
Sv:‘ PR ;
(Ajay Mishra
Deputy Secretary (A&L)
DISTRIBUTION |
. Sr. P.S. to Chairman, CBSE. o

. Sr. P.S. to Secretary, CBSE.

. Sr.P.S./P.S. to all Head of Departments. :

. All the officers of the Board up to the level of Section Officer with the direc}ion to bring the
W above circular in notice to the employees working under them.

> Notice Board/Scrap file.
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CENTRAL B OARD OF SECONDARY EDUCATION
tAn UL organizan log under the Limian Ministry 61 Hama Resource Dey Clepunent Gove o litidiag
"SHIKSHA KENDRA™ 2. COMMLUNITY (g TIRE,

PREET v THAR, DELHI- ) 10092

CBSE!}:‘OPGI’ AlMiscl./ OFf, Orderf2016/ 1;_431,_.(.“ Date24 .08 2015

QFFICE ORDER

it has heen observed by the Competent Authority thal Regional Officars/ Raglonal Direclors/
Cirectors of (he Board avail Leave or leave their fespective offices/ station without prior approvai/
mlimation to he Con ent Authorily. This hag been viewed serously by the Chairman, case

All Regional Officers/ Regional Directors ang Directors of the Boary are therefore. dirggiaq
E’ut o avail Leave or leave their officesistation without prior approvall intimation to the Chairman,
BGE.

This issuss with fhe approval of the Compelen| Autherity, %
(Joseph n?anur:l}

Secretary

Copy lo:-
. S.PS tothe Chairman, CRSE
Allthe Directors/ HODs of the Board (AcademiciNEE THEEINET/CTETR Misc. Exam)
All the Regional Directors/ Regiona Officers of the Boarg
- Depuly Secretary (A&L), CBSE, HQ, Dalhj
- LAFA,  CBSE HQ, Delhi
- 5.0. Recl! Cell, CBSE, Hyrs, Defhi
Office Order file
8. Serap Regisler
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No. Pers. AIMISC ./Leave/2016/ {4y~ s Date: 21.04.2017

CIRCULAR

e

In continuation to the circular no. Pers. AMisc./Leave/2016/1973-77 dated 03.11.2016, a
‘Standard Process Sheet’ has been approved by the Competent Authority for dealing with the
cases related to Earned Leave, Medical Leave & Casual Leave in respect of OfficerstOfficials of
the Board. {

2 All the employees of the Board are hereby informed to apply leave in the enclosed
proforma.

;This issues with the approval of the Competent Authority.
o Ve

. " (Ajay Mishra)
Joint Secretary (A&L)

DISTRIB_UTIONI

E.O. to Chairman, CBSE.

Sr. P.S./P.S. to all Head of Departments. -
All Regional Offices/Units /¢, £¢

All the officers of the Board up to the level of Section Officer with the direction to bring
the above circular in notice to the employees working under them. ;

Notice Board/Scrap file.
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Form of application for Leave or Extension of Leave

1 qreff &1 A1/ Name of Applicant

1(a) | FTE FS / Employee Code

2 9c/ Post Held

3 faemer, srterg 3R swemEr
Deptt., Office & Section

4 adeT Pay

5 AR a5 Tl B e, IEf AR 3EF ow
gl & i@ / Nature and period of leave applied
for and date from which required

6 |TOF ot Il #s @, Gx oed & wgad &
g1e # ST d18d & / Holidays if any proposed
to be prefixed/ suffixed to leave.

7 mﬁo CCI T hIXOT / Reason for Leave

8 foeh godr & ot & aliE 3R 37 ged & |-
fFe 3 31af® / Date of return from last leave
and the nature & period of that leave

9 FIT P & SN V¥ B W & / Whether
leaving station during the leave period

10 | 3R &F, ar Sl e & 9aT / If so, then
address during Leave Period

11 | 7 AR 3w gl F TS A &
ffr gc&r o & fEma o« &
/6T & /| propose/ do not propose to avail myself
of leave travel concession in the block years
................... during the ensuing leave.

ai@ / Date : greff & g&ATeR / Signature of the Applicant

12 | TorEor ey i Ruelr 3k ar R
Remarks and /or Recommendation of the

| Controlling Officer. :
| §EaT&IY / Signature .
d@ / Date. : 9esITH / Designation:

Page 1 of 2




ice work only)
Q;M%.o,, %aﬂ G o
Certificate Regarding Admissibility of Leave

gafog ferr s g .. ... L Ll L W oivsnnnomanss < (R . feet drdivw (gl fAg#mae,
1972 F e . ... ... F el (oo & e Amfarss. . ... L. H
HAAE & |

Certified that . . . . . .. .....( Nature of Leave) in respect of ShrifSmt./Ms. . . . ... .. ... .. ... ... ... ... .........

JOT. : vvwiasessnun [day(s)] from. .. ... ... ... to.............isadmissible under CCS (Leave) Rules, 1972.
af@ Date gTAER Signature .

q&oTH Designation :

13 * Tefa & ae s & g
Orders of the Sanctioning Authority

a@ Date
qeoTH Designation g&diRil  Signature .

Page 2 of 2
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CENTRAL BOARD OF SECONDARY EDUCATION

No : CBSE/Pers. B/Misc./201 7// Dol Date: /09/2017
/% / o;//o

CIiRCULAR

CBSE vide Office order No. Admn.i/10(1)/2008/11107-116 dated 08.09.2008 had
delegated the administrative power to sanction Earned leave in respect of Section Officers
Assistant Secretaries and Deputy Sezretaries posted in Delhi/NCR to the Joint Secretary
(A&L) HQ:

; This has been reviewed and the Competent Authority has decided to delegate the
. leave sanctioning authority (for sanctioniiig eamed ieave & leave of any kind) to the Head of
respective Unit other than HQ located in Delhi/NCR i e.

JEE Unit : ‘
UGC-NET . : :
CTET, JNVST & Misc. Exam Unit
Academic Unit

2aooow

For maintenance of leave recoras ine foliowing information will be submitted to HQ |
on monthiy basis:

; a. Duly sanctioned leave applications along-with joining ,r.e-portr and supporting !
documenis for the leaves availed by the respective Officer/Official of their Unit. - 7
‘b. Leave record in the enclosed pro-forma. 235 ; :

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

The Joint Secretary (A&L) wouid continue © be the leave sarnctioning authority for
the Officers, Utficiais up-lo the ievel ¢f ¢ araty Becretery posted in CBSE, KQ as per carlier :
Office order. :

This issues with the approva. of 1h@ on palent ALNOTITY,

(Anurag Tripathi)
Secretary, CBSE
ncl: As abcvs

£

Distribution: 3

1. EOts Chairperson, CBSE g

2. SPE to Secretary.

3. SPS to Controiler of Examinations. : &

4: SPS'PS to Directors/HODS, CESE or imormanon and fe bring this into notice of t‘ne%

Ofticers/Cificials working in Ll Lot concernsed. : g4
S. All the Officers of the CBSE. HQ up-to the leval of Section Officers/Branch In- 4

Charges for further circulatio am 2ri3at the stafl working under their control.

R s IR riot i~ A revrt
6. Scras File/Notics Beurd
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___CENTRAL BOARD DF SECONDARY EDUCATION ,

No.CBSE/Hg/Pers. AMisc. /Off. Order/2017/ 2833~ 39 Dated: 08.12.2017
I

OFFICE ORDER

It has been observed by the Competent Authority  that Regional
Directors/Directors/ Regional Officers/Head of the Units/Head COEs avail Leave or leave
their respective offices/station without prior approval/intimation to the Competent
Authority and also forward the E-Mails with CC to Competent Authority which are not of

important nature & usually are not required to be forwarded to the Competent Authority.
This has been viewed seriously by the Competent Authority.

Therefore, in continuation to Officer Order No‘CBSE/HQ/Per.A/MiscI./Off.
Order/2016/1487_-94 dated 26.08.2016 (copy enclosed), the Regional Directors/Directors/
Regional Officers/Head of the Units/Head COEs of the Board are therefore, directed to
ensure compliance of the following instructions:-

1%

of the Competent Authority. -

2. T0 ‘take prior approval of the Competent Authority  of accompanying
subordinate/associated staffs for official purposes, before proceeding for

joumey/leavmg the station.

3. The subordinate/associated staffs are required to perform the journey, strictly as
per their entitled Class, as per rules.

4. Further, not to forward the E-Mails with CC to the Competent Authority, unless it

is required for perusal.

This issues with the approval of the Competent Authority,

(Anurag Tripathi)
Secretary
Copy to:-

P8 o Chairperson, CBSE.

All the Directors/HODs of the Board (Academic/NEET/JEE/UGC-NET/CTET).
All the Regional Directors/Directors/ Regional Officers/Head of the Units/Head
COEs of the Units of the Board. ;

Deputy Secretary (A&L), CBSE Hg., Delhi.

IAFA, CBSE Hq.. Delhi. ;

S0 Recruitment Cell, CBSE Hq., Delhi.

Office Order File.

SR
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No : CBSE/Pers. B/Misc./2018/ 5&7’ (/’7‘ Date:03/08/2018

OFFICE MEMORANDUM -

In continuation to the Circular No:CBSE/Pers.B/Misc./2017/1700-10 dated

03.10.2017, the Competent Authority has delegated the leave sanctioning authority (for
sanction of earned leave & leave of any kind) in respect of the Officers/Officials posted
at Vocational & Training Unit in Delhi/NCR to the Director (Vocational & Training). The
other conditions of the above stated Circular dated 03.10.2017 remains the same.

This issues with the approval of the Competent Authority.

W&‘
(Jaiprakash Ccl;xa %ﬂ%

Deputy Secretary (A&L)

Copy to:-

i
2

3.

o B

P.S to Chairperson, CBSE.

SPS to the Secretary/Controller of Exammatuon/Dnrectors/Reglonal Dlrectors
CBSE of the Board.

All the Officers up-to the level of Section Officers at HQ, Academic Unit, CoE,
Delhi for further circulation amongst the staff working under their control.

Notice Board.

Guard File.
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CENTRAL BOARD OF SECONDARY EDUCATION

F.No.CBSE/PersonneI-A/2018/3377 ~ 8% Date: _.06.2018
" ERE N PR

OFFICE MEMORANDUM

Subject: Child Care Leave (CCL) -reg

With reference to the introduction of Child Care Leave (CCL) in respect of women
employees, undersigned is directed to convey the decision of the Competent Authority
that:-

1. Prior approval/ sanction before availing CCL is mandatory.
2. The request for grant of CCL should be made with bonafide reasons only.

3. 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.

4. 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.

—ap VE
(Jaiprakash Chaturvedi)
Deputy Secretary (A&L)

Distribution: _
1. P.S. to the Chairperson, CBSE Delhi.
Sr.P.S. to the Secretary, CBSE Delhi.
Sr.P.S. to all Directors /CE, CBSE Delhi.
All the DDOs concerned of the Board/Ro’/C"E" CBSE.
S.0. (Rectt.Cell/Guard File) CBSE HQ Delhi
Personal file of the incumbent.
Scrap register.
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