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1. ACADEMIC DEPARTMENT 
 

SR. NO. NAME OF THE 

DEPARTMENT 

NAME OF 

THE HEADS 

WORK FIELDS 

1. Chemistry  Dr. Jasmeet 

Sethi 

The students are able to understand the 

interdisciplinary nature of chemistry and to integrate 

knowledge of mathematics, physics, and other 

disciplines to a wide variety of chemical problems. 

They also learn the laboratory skills needed to design, 

safely conduct and interpret chemical research. They 

could appreciate the central role of chemistry in our 

society and use this as a basis for ethical behaviour in 

issues facing chemists including an understanding of 

safe handling of chemicals, environmental issues and 

key issues facing our society in energy, health and 

medicine. 

2. Botany Dr. Jasmeet 

Sethi 

A student completing the course is able to understand 

different branches of Botany such as systematics, 

evolution, ecology, developmental biology, 

physiology, biochemistry, plant interactions with 

microbes and insects, morphology, anatomy, 

reproduction, genetics and molecular biology of 

various life-forms. It enhances the knowledge of plants 

and their various species. Botanist can work as a 

Technical Assistant, Field Assistant or Scientific 

Assistant in private and government sectors. Private 

firms like nursery farms and environmental 

consultancies are good options for a Botanist. 

3. Zoology Dr. Jasmeet 

Sethi 

Students are able to explain how organisms function at 

the level of the gene, genome, cell, tissue, organ and 

organ-system. Drawing upon this knowledge, they will 

be able to give specific examples of the physiological 

adaptations, development, reproduction and behaviour 

of different forms of life. Zoology makes a huge 

impact on our world through the scientific study of the 

evolution, anatomy, physiology, behaviour, habitats, 

and health of animals and humans. Zoologists may 

work in a variety of settings, including universities, 

research institutes, museums, zoos, aquariums, and 

government agencies. The scope of zoology also 

extends to interdisciplinary fields, such as 

environmental science, genetics, and neuroscience. 

4. Physics Dr. Jasmeet 

Sethi 

All students should be able to Explain how physics 

applies to phenomena in the world around them. 

Students in physics courses that provide the foundation 

for later courses in their disciplines should additionally 

be able to Recognize how and when physics methods 

and principles can help address problems in their study 

and then apply those methods and principles to solve 

problems in life. Physicists are renowned for the 

power of their problem-solving capabilities. Great 

emphasis and effort is spent providing students with 

tools and methods to approach and solve increasingly 
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challenging problems.  These challenges will not only 

broaden and deepen students’ skills but will amplify 

their drive to participate in discovery. Students are able 

to solve complex and diverse problems by 

Recognizing universal physical laws relevant to the 

problem, Applying the relevant laws to the problem, 

Applying mathematical and computational techniques, 

Using experimental, computational, and/or theoretical 

methods, and Evaluating the limitations of their 

solutions. 

5. Mathematics Mrs. Nidhi 

Kanda 

Engage in analysing, solving, and computing real-

world applications of finite and discrete mathematics, 

Explain why mathematical thinking is valuable in 

daily life. Express mathematical concepts accurately 

and concisely in numerical and spoken language. 

Apply mathematical concepts to concrete and abstract 

problems, and draw logical conclusions using the 

logic, and inductive and deductive reasoning. 

6. Commerce Dr. Monika 

Khanna 

Convert Students as real time Professionals in the 

areas of finance, accounting and taxation. Prepare 

Students to face the challenges in the current job 

market. Apply the knowledge gained in the field of 

finance, law, taxation, treasury, accounting, etc. 

Recognize various managerial and accounting skills 

needed for better professional opportunities. Examine 

the capabilities in varied areas developing 

communication skills with an aim towards holistic 

development of learner.  Develop the capability of 

decision making at personal and professional levels 

and inculcate entrepreneurial skills. Synthesis the 

knowledge to face the challenges in competitive global 

environment. 

7. Computer 

Science 

Dr. Sandeep Computer Science prepares students for positions as 

computer scientists in business, industry and 

government, or for graduate study in computer 

science. The curriculum’s main objectives are to 

impart students with an understanding of the basics of 

computer science, to develop proficiency in the 

practice of computing, and to prepare them for 

continued professional development. In this digital 

world computer knowledge is the key to success. It 

enhances career prospects of the students 

8. English Mr. Happy 

Kumar 

English language plays an essential role in our 

lives as it helps in communication. It is the main 

language for studying any subject all over the 

world. English is important for students as it 

broadens their minds, develops emotional skills, 

improve the quality of life by providing job 

opportunities. Moreover, the use of English as an 

International language is growing with time 

because it is the only medium for communication 

in many countries. English is also used widely in 

the literature and media section to publish books, 
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most of the writers write in the English language 

due to the vast majority of readers know only the 

English language and they can describe their ideas 

best in this language. 

9. Punjabi Mr. Happy 

Kumar 

Punjabi literature aims to enhance the proficiency in 

reading and writing of Punjabi poetry. The objective is 

to encourage recognition of different Punjabi genres 

like medieval narrative poetry and modern poetry., 

Prose, Plays, Short stories etc. Literature and language 

learning are to introduce students to the fundamentals 

And tools of communication skills in Punjabi such as 

speaking, report Writing, translation etc.  

10. Hindi Mr. Happy 

Kumar 

Learning a typical language introduces learners to 

diverse cultures and a range of ways of expression and 

communication with other speakers of the language in 

a variety of contexts. Students also understand the 

basic concept and subject of Hindi & its origin. They 

are able to understand various aspect of Hindi 

literature with a process to reach method and giving 

New mode and direction. They make a attempt in 

different area and theory such as vocabulary and vice 

versa. They also understand in the Literature more in a 

border areas than mere confined to subject and 

Elaborating and understanding its philosophical 

methods of Hindi Literature. 

 Following are some learning outcomes of Hindi 

a. Realization of human values  

b. Sense of social service.  

c. Responsible and dutiful citizen.  

d. Critical temper 

e. Creative ability. 

11. Sanskrit Mr. Happy 

Kumar 

The students Understand the relation of Sanskrit 

Language with other subjects. Examine authentic 

literary and non-literary text and develop insight and 

appreciation. They Understand about the teaching of 

prose, poetry and drama at different levels. Students 

are able to frame correct sentences both in spoken and 

written forms. Students receive advanced knowledge 

of ancient Indian religion, literature, and history 

through the study of Sanskrit texts. 

12. Geography Mrs. Sneh 

Sharma 

Students will learn to conduct legitimate and 

original research on geographical topics. Students 

will develop an ability to communicate clearly 

and effectively. Students will prepare themselves 

for professional careers in Geography. Students 

will acquire an understanding of and appreciation 

for the relationship between geography and 

culture. Students will acquire an understanding of and 

appreciation for the role that geography can play in 

community engagement. Students will develop the 

ethical aptitudes and dispositions necessary to acquire 

and hold leadership positions in industry, government, 

and professional organizations. Students will read, 
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interpret, and generate maps and other geographic 

representations as well as extract, analyse, and present 

information from a spatial perspective. 

13. History Mrs. Rashmi 

Virk 

This subject instils traditional and historical 

significance in the students. By reading history they 

learn the old norms, values, lifestyle of past. The 

students interpret and analyse contemporary social, 

political and economic conditions of past. They learn 

to identify the various problems by recalling historical 

events and find the solution on the basis of the past 

events. They learn to apply historical methods to 

evaluate critically the record of the past and how 

historians and others have interpreted it.  

14. Economics Dr. Monika 

Khanna 

Economics, at its core, is the study of how to 

evaluate alternatives and make better choices. It 

develops critical-thinking and problem-solving 

skills to make good decisions. It develops 

analytical skills to examine data to support good 

decisions. These skills are desired across careers 

in the public and private sectors. An annual study 

by the National Association of Colleges and 

Employers (NACE) consistently finds that 

employers want the skills gained from studying 

economics—the ability to make decisions, solve 

problems, obtain and process information, analyse 

data, and write and speak effectively. 

15. Physical 

Education 

Mr. Ranjit 

Kumar 

Physically educated person is one who has mastered 

the necessary movement skills to participate 

confidently in many different forms of physical 

activity; one who values physical fitness and 

understands that both are related to health and well- 

being. The vision is for all students to be physically 

educated and have fun while moving.  Students who 

choose to actively participate in quality physical 

education programs receive a variety of benefits, 

including the development of:  A variety of motor 

skills and abilities related to lifetime leisure activities 

Improved understanding of the importance of 

maintaining a healthy lifestyle Improved 

understanding of movement and the human body.  

Improved knowledge of rules and strategies of 

particular games and sports. Self-confidence and self-

worth as they relate to physical education recreation 

programs. 

16. Home Science Dr. Monika 

Khanna 

It is a need-based, professionally oriented 

education to assist family and community towards 

improved living. Home science, then becomes the 

key subject in shaping the future course of our 

lives, as it equips the future citizens with relevant 

knowledge, competencies and prepares them to 

become efficient custodians of the nation’s future. 
Home science promotes the moral, familial and 

spiritual aspects of family living: Moral values of 
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honesty, truthfulness, dependability and objectivity 

and decision making are some important values that a 

home is expected to develop in its members. 

17. Music 

(Instrumental) 

Dr. Monika 

Khanna 

The Music Program is committed to providing the 

highest quality musical education in an environment 

that provides an inclusive and engaging learning 

experience for all students. The Music provides the 

foundation for the study of traditional and 

contemporary musical styles, digital music production, 

as well as music performance, theory, composition, 

and music therapy. This program also enhances 

students ‘professional skills. 

18. Music (Vocal) Dr. Monika 

Khanna 

Singing activity fosters our intellectual 

engagement with music. This includes an 

understanding of musical structure, phrasing, the 

development of musical memory (including 

music's repetition and variation) and tone 

colouring, as well as other musical building 

blocks (such as pitch, rhythm, loudness). 

19. Political Science Mrs. Rashmi 

Virk 

Political Science is excellent preparation for 

effective citizenship. Studying political science 

grounds students in the importance of political 

participation and prepares them to take part in the 

political life of their communities and the nation. 

20. Philosophy Mrs. Anita 

Sagar 

The students’understanding of concepts of right, 

wrong, good and bad; understanding of moral 

principles and their application in everyday life is 

enhanced. These skills are largely, but not exclusively, 

applied in our Values and Evaluation classes, 

particularly Ethics and Applied Ethics classes and our 

Philosophy of Law classes. They acquire ability to 

read and interpret philosophical texts. This skill is 

acquired in all of our lower and upper division 

Philosophy classes. Reading texts and interpreting 

them is fundamental to all of our Philosophy classes. 

The students gain ability to recognize, express, and 

analyse arguments in philosophical texts. This is a 

crucial skill. Students are able to extract arguments 

from philosophical texts. They also learn to summarize 

and explain difficult ideas and concepts. It is achieved 

through analysis and critical thinking and student 

practice in class discussions, presentations, and 

argumentation. It enhances the ability in writing that 

reflects careful attention to language, logic, and 

subtleties of reasoning. They gain ability to write 

philosophical essays that have coherent theses and 

reasonable supporting arguments. They also gain 

Ability to understand reality from different 

perspectives and thus to understand that different 

people will define issues in different ways.  
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2. COMMITTEE / CELL 
SR. 

NO. 

NAME OF THE 

COMMITTEE / 

CELLS 

CONVENED 

BY 

WORK FIELD 

1 Property Committee 

 

Prof. Anita 

Sagar 
 The work field of a property 

committee in a college 

typically involves the 

management, maintenance, 

and development of the 

college's property and 

facilities. 

  The committee is responsible 

for overseeing various aspects 

related to the college's real 

estate and physical 

infrastructure. 

2 Alumni Committee 

 

Mr. Happy 

Kumar 
 The role of an alumni 

committee in a college is to 

engage and connect with 

former students (alumni) of 

the college.  

 The committee serves as a 

bridge between the college 

and its alumni, fostering a 

sense of community and 

creating opportunities for 

interaction and collaboration. 

3 Hospitality Committee Mrs. Sneh 

Sharma 

 

 The committee helps to create 

a warm and friendly 

environment for new students 

by organizing orientation 

programs, welcome events, 

and activities that facilitate 

their transition into college 

life. 

 Looks after the refreshment 

served to the guests 

4 Cultural Activities and 

Youth Welfare Services 

 

Prof. Anita 

Sagar 
 The committee is responsible 

for planning and executing 

various cultural events such as 

festivals, talent shows, dance 

competitions, drama 

performances, and other 

cultural celebrations.  

 These events provide a 

platform for students to 

showcase their talents, express 

their creativity, and appreciate 

diverse cultures. 
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5 Red Cross Committee 

 

Mrs. Anita 

Manocha 
 The committee raises 

awareness about the Red 

Cross movement and its 

humanitarian principles 

among students and staff. 

They can organize workshops, 

seminars, and campaigns to 

educate the college 

community about first aid, 

disaster preparedness, health 

promotion, and other relevant 

topics. 

6 Women Sexual 

Harassment Redressal 

Committee 

 

Dr. Monika 

Khanna 

 

 The role of a women's sexual 

harassment committee in a 

college is to create a safe and 

supportive environment for 

female students and staff 

members, and to address any 

instances of sexual harassment 

that may occur within the 

college community.  

 The committee plays a crucial 

role in preventing and 

combating sexual harassment, 

ensuring the well-being and 

rights of women are protected. 

7 U.G.C./I.Q.A.C 

Committee 

 

Prof. Anita 

Sagar 
 The Internal Quality 

Assurance Cell (IQAC) plays 

a crucial role in maintaining 

and enhancing the quality of 

education and overall 

institutional functioning in a 

college or university. 

  The IQAC committee is 

responsible for the planning, 

implementation, and 

monitoring of quality 

assurance and quality 

enhancement activities. 

8 College Magazine: 

Randhir 

 

Dr. Jasmeet 

Sethi 
 Magazine committee takes out 

the annual magazine of the 

college which is a showcase of 

activities performed by college 

students throughout the year. 

 The magazine serves as a 

platform for students, faculty, 

and staff to connect and 

engage with one another.  

 It provides a shared space 
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where members of the college 

community can share their 

experiences, and perspectives. 

This fosters a sense of 

belonging and community 

spirit within the college. 

 The college magazine 

committee plays a crucial role 

in documenting important 

events, achievements, and 

milestones within the college. 

This helps create a historical 

record of the institution and 

preserves its legacy for future 

generations. 

9 College Campus And 

Beautification 

Committee 

 

Dr. Meena 

Sethi 
 The role of a college campus 

beautification committee is to 

create a welcoming and 

visually appealing 

environment that enhances the 

overall experience of students, 

faculty, staff, and visitors on 

campus.  

 By undertaking these 

responsibilities, the committee 

contributes to a positive and 

inspiring atmosphere that 

promotes learning, creativity, 

and well-being. 

10 Canteen Committee Dr. Meena 

Sethi 
 The role of a college canteen 

committee is to oversee the 

operations and management of 

the college canteen or 

cafeteria. 

 The college canteen 

committee plays a vital role in 

providing a pleasant 

refreshment experience for 

students and staff, maintaining 

high-quality food and services, 

and addressing any concerns 

or issues related to the 

canteen. 

  Their efforts contribute to 

create a healthy and conducive 

environment within the 

college campus. 

11 Career Counselling And 

Placement Cell 

 

Dr. Jasmeet 

Sethi 
 The role of a career 

counselling and guidance 
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committee in a college is to 

provide students with valuable 

support and resources to help 

them make informed decisions 

about their future careers.  

 Committee members arrange 

seminars or extension lectures 

for the students, where they 

can discuss their career goals, 

aspirations, and concerns. 

These sessions may involve 

reviewing academic progress, 

identifying strengths and 

weaknesses, and offering 

guidance on suitable career 

choices. 

12 Electricity/Generator/Wat

er/Sound System 

Committee 

 

Mr. Ranjit 

Kumar 
 The role of an Electricity and 

Water Supply Committee in a 

college typically involves 

managing and ensuring the 

availability of reliable 

electricity and water supply 

within the college campus. 

  The committee is responsible 

for various tasks related to the 

efficient functioning and 

maintenance of electrical and 

water systems in the college. 

13 Press Committee Mr. Happy 

Kumar 
 The press committee acts as a 

bridge between the college 

administration, students, 

faculty, and the public.  

 The press committee covers 

various events and activities 

taking place on campus, 

including academic seminars, 

sports events, cultural 

festivals, guest lectures, and 

more 

14 Time Table 

/Proctorial/Buddy 

Tutorial Group 

Committee 

Dr. Meena 

Sethi 
 The committee collaborates to 

create a timetable that 

allocates time slots for classes, 

labs, tutorials, and other 

academic activities. They 

consider factors such as 

faculty availability, classroom 

capacity, and the availability 

of specialized facilities or 

equipment. 
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15 Photography Committee 

 

Mr. Sukhdeep 

Singh 
 The committee is responsible 

for documenting various 

events and activities 

happening in the college. This 

includes capturing 

photographs of college fests, 

cultural events, sports meets , 

graduation ceremonies, and 

other significant occasions. 

16 Student Welfare 

Committee 

 

Dr. Jasmeet 

Sethi 
 A Student Welfare Committee 

plays a vital role in 

safeguarding the well-being, 

interests, and rights of 

students. 

  By providing support, 

advocating for students' 

concerns, and facilitating their 

personal and academic 

growth, the committee 

contributes to a positive and 

enriching educational 

experience for all students in 

the institution. 

17 Stage Management 

Committee 

 

Mr. Happy 

Kumar 
 The role of a Stage 

Management Committee is to 

oversee and coordinate various 

aspects of stage management 

for various college functions 

18 House Examination 

(Registrar) Committee 

 

Dr. Monika 

Khanna 
 The House Examination 

Committee acts as a governing 

body responsible for 

overseeing the examination 

process, ensuring its fairness 

and integrity, and maintaining 

the quality of assessments 

within an academic institution. 

19 College Anti-Ragging 

Cell 

Mrs. Nidhi 

Kanda 
 The Anti-Ragging Cell is 

responsible for creating a safe 

and healthy environment for 

students by taking proactive 

measures to prevent ragging. 

20 Cycle Stand Committee Mr. Kulwinder 

Kumar 
 The committee ensures the 

availability of well-maintained 

and secure cycle stands or 

parking areas for students and 

staff to safely park their 

vehicles 

21 College Website and 

Gate CCTV Maintenance 

Mr. Ranjit 

Kumar 
 The college website and the 

CCTV committee play 
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Committee 

 

important roles in ensuring the 

smooth functioning and 

security of a college campus 

specially for the girls student. 

22 Legal Literacy Club Mr. Ranjit 

Kumar 
 The role of a college legal 

literacy club is multifaceted 

and highly beneficial for the 

college. 

23 RUSA 

 

Prof. Anita 

Sagar 
 The RUSA (Rashtriya 

Uchchatar Shiksha Abhiyan) 

committee, which is a part of 

the Ministry of Education in 

India, has a significant role in 

colleges. 

 Decides about the allocation 

of grants to different 

department of the institution 

 The RUSA committee plays a 

crucial role in formulating 

strategic plans and policies for 

the development and 

improvement of higher 

education in colleges. 

24 Staff Room/Common 

Room and College 

Building Maintenance 

Committee 

 

Mrs. Sneh 

Sharma 

 

 The committee plays a crucial 

role in ensuring that the 

college buildings are safe, 

functional, and conducive to a 

productive learning 

environment by overseeing 

and managing the 

maintenance, repair, and 

upkeep of the college 

facilities. 

25 S.C./B.C. Scholarship 

 

 

Mrs. Rahmi 

Virk 
 The committee is responsible 

for the administration and 

distribution of scholarships 

aimed at supporting students 

from Scheduled Castes and 

Backward Classes. 

26 Prospectus Printing 

Committee 

 

Mr. Happy 

Kumar 
 The prospectus printing 

committee plays a vital role in 

creating a comprehensive and 

visually appealing prospectus 

that effectively represents the 

institution and helps to attract 

prospective students 

27 H.R.M.S. Monitoring 

Committee 

 

HEIS Faculty  This committee plays role in 

monitoring the HRMS 

performance, identifying any 
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system glitches or 

performance issues and 

ensures data integrity, security, 

and confidentiality. 

28 Swachh Bharat Abhiyan 

 

Mrs. Sneh 

Sharma 
 The role of the Swachh Bharat 

Abhiyan Committee is to 

oversee the implementation 

and progress of the campaign 

at various levels. 

 The committee contributes to 

the development of strategies 

related to cleanliness and 

sanitation. 

29 Gymnasium/Sports Club 

Committee 

 

Mr. Ranjit 

Kumar 
 The committee oversees the 

maintenance, cleanliness, and 

safety of the gym or sports 

club facility. 

 The committee organizes 

various events and activities, 

such as tournaments, matches, 

leagues or fitness challenges. 

 Helps to provide tools and 

equipment  to the students 

who otherwise cannot afford 

the cost of home gym.  

30 Disability Redressal 

Committee 

 

Dr. Jasmeet 

Sethi 
 Disability Redressal 

Committees play a vital role in 

ensuring that persons with 

disabilities are treated 

equitably and their rights are 

upheld.  

 The Committee provides a 

platform for individuals to 

voice the concerns, seeks 

redressal and works towards 

creating a more inclusive and 

accessible society. 

31 Tandurust Punjab 

 

Dr. Meena 

Sethi 

 

 The Tandurust Punjab 

Committee aims at to educate 

students and create a culture of 

well-being within the college 

community. 

32 Buss Pass Committee 

 

Dr. Meena 

Sethi 

 

 The committee establishes the 

criteria for eligibility to obtain 

a bus pass. 

33 Buddy Group 

 

Mr. Happy 

Kumar 
 Buddy or tutorial programs in 

college serve an important role 

in providing support, 

guidance, and resources to 
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students, particularly during 

their transition into college 

life.  

 These programs typically pair 

mentors with students to help 

them navigate the academic, 

social, and personal challenges 

they may encounter. 

34 Court Case Related 

Committee 

 

Mr. Ranjit 

Kumar 
 A court case-related 

committee typically serves a 

specific purpose related to 

legal matters and court 

proceedings. 

 The convener of the 

committee handles the legal 

matters of the college. 

35 Student Grievance 

Redressal And 

Suggestion Committee 

 

Mrs. Nidhi 

Kanda 
 A Student Grievance 

Redressal Committee plays a 

crucial role in addressing and 

resolving grievances or 

complaints raised by students 

within an educational 

institution.  

 The committee ensures that 

students have a platform to 

voice their concerns and seek 

fair resolution. 

36 N.S.S./DAPO/SVEEP/Yu

va/Electoral Literacy 

Club 

 

Mr. Happy 

Kumar 

 

 The NSS Incharge looks after 

the oureach and extension 

activities. 

 The SVEEP Incharge is 

responsible for organizing and 

implementing voter education 

and electoral participation 

initiatives within an 

educational institution or a 

specific area. 

37 N.C.C. 

 

Mrs. Nidhi 

Kanda 
 The role of the NCC (National 

Cadet Corps) Incharge in a 

college involves overseeing 

and managing the activities 

and operations of the NCC 

unit within the college. 

 The NCC Incharge is 

responsible for organizing and 

coordinating NCC-related 

events within the college. 
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3. STAFF COUNCIL 
 

SR. 

NO. 

DEPARTMENT NAME OF THE 

HEAD 

WORK FIELD 

1. Staff Council Principal  The Staff Council in a college 

serves as a representative body for 

the staff members, typically 

consisting of elected or appointed 

staff representatives. 

 The primary role of the Staff 

Council is to advocate for the 

welfare, interests, and professional 

development of the college staff. 
 

 

4. NON-TEACHING STAFF 
 

SR. 

NO. 

DEPARTMENT NAME OF THE 

HEAD 

WORK FIELD 

1. Non-Teaching 

Staff 

Principal The non-teaching staff in a college plays a 

vital role in supporting the overall 

functioning and operations of the 

institution. 

 Non-teaching staff provides 

administrative support to various 

departments and units within the 

college. 

 Non-teaching staff in science or 

technical departments assist with 

laboratory setup, equipment 

maintenance, and preparation of 

materials for practical sessions. 
 

5. ADVISORY COMMITTEE 
 

SR. 

NO. 

DEPARTMENT NAME OF THE 

HEAD 

WORK FIELD 

1. Advisory 

Committee 

Principal  An advisory committee typically 

plays a significant role in providing 

guidance, recommendations, and 

support to various aspects of the 

institution. 
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  Preface to the Revised Edition  

          This edition of the Punjab Civil Services Rules, Volume I, Part I incorporates 

all amendments made upto the 31
st
 January, 2016.  

2.        Suggestions for making corrections and improvements may kindly be forwarded  

to the Department of Finance.   

                                                                                                       D. P. REDDY, 

                                                                                             Additional Chief Secretary,     

 Dated Chandigarh,                                                                Government of Punjab,                     

 The 18th February, 2016.                                                     Department of Finance.                                                                                                                                                                                                                                                                        
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PREFACE  

       This edition of the Punjab Civil Services Rules, Volume I, Part I incorporates all 

amendments made up to the 31
st
 March, 1984. 

2.    Suggestions for making corrections and improvements may kindly be forwarded 

to the Department of Finance. 

                                                                

                                              G. BALA KRISHNAN,   

 DATED CHANDIGARH                SECRETARY TO THE GOVERNMENT OF  

 THE 15
TH

 MAY, 1984.                      PUNJAB, DEPARTMENT OF FINANCE. 

    

 PREFACE  

         This is an up-to-date compilation of the Punjab C.S.R. Volume I.  All the 

corrections and amendments made to the various rules up to 1
st
 August 1976 have 

been incorporated in it and the old leave rules which have become obsolete have been 

omitted. The policy instructions issued during the last fifteen years regarding the 

terms of deputation on foreign service etc. have been codified and included  in 

Chapter X. Changes, where required, due to Re-organisation of Punjab, upon the       

re-designation of posts, revision of the pay scales and replacement of old major Heads 

of Accounts with the adoption of new budgetary procedure have been suitably 

incorporated.   

2.      Suggestions for making this edition more useful, for correction of errors and 

supplying of omissions, if any, may be sent to the Finance Department. 

  

                                                             S.P. BAGLA, 

                                                                  Commissioner for Finance &  

                                                                          Secretary to Government, Punjab, 

                                                      Finance Department. 

 

 

 

 

 

 

 

 

 

 



 
 

iii 
 

      PREFACE TO THE FIRST EDITION 

The Punjab Civil Services Rules, issued in exercise of the powers conferred 

by the proviso to article 309 of the Constitution of India, are contained in three 

volumes:  

(1)  Volume I contains rules relating to pay and allowances, leave, passages 

and other general conditions of service. 

(2)  Volume II contains rules relating to pensions and provident funds. 

(3)  Volume III contains rules relating to travelling allowances.   

Volume I has been further divided into two parts-Part I, covering the main 

rules, and Part II, the appendices and forms. 

2.         These rules will apply in respect of Government employees belonging to the 

categories mentioned at rule 1.2, from the date of issue of this publication. 

3.         In so far as the Government employees, whose conditions of service are 

regulated by the rules issued by the late Secretary of State under Government of India 

Act, 1935 are concerned, the Fundamental Rules, as amended by the President of 

India, from time to time, will continue to apply.  These rules are contained in the 

Punjab Government Compilation of the Fundamental Rules and the Subsidiary Rules.  

These rules also do not apply to members of the I.A.S. and I.P.S. serving under the 

Punjab Government. They will be governed by the rules issued by the President of 

India in this behalf. 

4.         The rules in this Volume are based mainly on the existing rules and orders 

contained in Civil Services Rules (Punjab), Volume I, Part I-Main Rules (First 

Edition) –1941, modified in the background of the changes resulting from the partition 

of the Punjab and Constitutional requirements. To avoid over-lapping, Chapters XV 

and XVI of the Edition referred to above, containing the “Assent” and “Delegation 

Orders” issued under the various rules, have been brought together in Chapter XV.  

The Punishment and Appeal Rules, previously contained in Section III of Chapter 

XIV, are now in the form of an appendix in Part II to this Volume. 

5.         Correction slips and amendments issued to the various rules upto 31
st
 March 

1953, have been included. Amendments notified subsequently may be taken as 

modifying the corresponding rules in this Volume.  They will be re-issued in due 

course, as correction slips to this Volume. 
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6.         The opportunity has also been taken to include important orders relating to 

interpretation of rules, in the form of “Notes” or “Illustrations” below the relevant 

rule. 

7.         The forms which have been adopted in the rules in this Volume have been 

given a separate new “Pb. C.S.R.” (Abbreviation for Punjab Civil Services Rules) 

Series.  These will be found in Part II of this Volume. 

8.         All Government employees who notice any errors or omissions in these rules, 

are requested to bring them to the notice of their Heads of Departments, who will 

please submit their proposal to the Finance Department, through the Administrative 

Department concerned. 

                                                                                 E.N. MANGAT RAI, 

 Secretary to Government, Punjab, 

                                                                               Finance Department. 
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                             THE PUNJAB CIVIL SERVICES RULES 

                                               VOLUME I PART I 

CHAPTER I 

EXTENT OF APPLICATION 

 

         1.1. These rules, which have been issued by the Governor of Punjab, under 

proviso to Article 309 of the Constitution of India (see Appendix 1), may be called the 

Punjab Civil Services Rules. They shall come into force from the 1
st
 April, 1953. 

         1.2. (1) Except as otherwise provided in rule 1.4 infra or in any other rule or 

rules these rules shall apply to all Government employees belonging to the categories 

mentioned below, who are under the administrative control of the Punjab Government 

and whose pay is debitable to the Consolidated Fund of the State of Punjab: 

(1)     Members of State Services, Group „A‟ and Group „B‟; 

(2)     Members of State Services, Group „C‟; 

(3)     Members of State Services, Group „D‟; 

(4)     Holders of Special Posts; and 

  (5)    any other Government employee or class of Government employees to   

whom the competent authority may, by general or special order, make 

them applicable: 

         Provided that the rules in Part I-Pensions and the Punjab General Provident Fund 

Rules contained in Volume-II of these rules called the Punjab Civil Services Rules, 

Volume-II shall not apply to the Government employees who are appointed to the 

posts mentioned in categories (1) to (5) above on or after the 1
st
 January, 2004. They 

shall be covered by new „Defined Contributory Pension Scheme‟ to be notified by the 

State Government. 

           Note 1.–Unless stated to the contrary in any rule or rules or the contrary is apparent 

from the context, the term “Government employee” includes also a temporary or an officiating 

Government employee. 

           Note 2.–The Speaker of the Legislative Assembly has agreed under Article 187 (3) of 

the Constitution that until a law is made by the Legislature of the State under Article 187 (3) of   

the   Constitution  or  rules  are  framed  by  the  Governor  in  consultation  with  the   Speaker  

of the Legislative Assembly under clause (3) of Article 187 of Constitution of India, these 

rules and amendments thereto, if any (after prior consent of the Speaker), shall apply to the 

Secretariat staff of the Punjab Legislative Assembly. 

           Note 3.–The Chief  Justice  of  the  Punjab  High Court has agreed to the application of 

these rules as amended from time to time in case of officers and employees of the Punjab 

High Court. 
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[1.2-1.5] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. I] 

           Note 4.–The Chairman, Punjab Public Service Commission has agreed to the 

application of these rules as amended from time to time, in the case of officers and employees 

of the Punjab Public Service Commission. 

          (2) Government employees to whom these rules apply shall continue to be 

governed by these rules while on temporary transfer to another state Government or 

Central Government or while on foreign service within India, unless it be otherwise 

provided in these rules. In the case of Government employees on foreign service 

outside India (including service with United Nations Agencies within or outside India) 

or on temporary transfer to the Armed forces of the Union, these rules shall apply only 

to the extent provided in the terms and conditions of foreign service or temporary 

transfer, as the case may be.  

         1.3. When in the opinion of the competent authority, special provisions 

inconsistent with these rules are required with reference to any particular post or any 

conditions of service, that authority may, not withstanding anything otherwise 

contained in these rules, and subject to the provisions of clause (2) of Article 310 of 

the Constitution of India (see Appendix 1), provide agreement with the person 

appointed to such post for any matters in respect of which in the opinion of that 

authority special provisions are required to be made: Provided that in every agreement 

so made it shall be provided that in respect of any matter for which no provision has 

been made in the agreement, provisions of these rules shall apply. 

         1.4. These rules shall not apply to – 

  (i)  any Government employee between whom and the Government, a 

specific contract or agreement subsists in respect of any matter dealt with 

herein to the extent upto which specific provision is made in the contract 

or agreement (see rule 1.3 above); 

 (ii)  any person for whose appointment and conditions of service special 

provision is made by or under any law for the time being in force; and 

  (iii)  any Government employee or class of Government employees to whom 

the competent authority may, by general or special order, direct that they 

shall not apply in whole or in part. One of such classes of Government 

employees is that employed only occasionally or which is subject to          

discharge at one month‟s notice or less. A list of such Government 

employees is given in Appendix 2.       

           Note.–Model form of agreement for use in the case of Government employees engaged 

on contract is given in Form Pb. C.S.R. No.1. 

         1.5. If any doubt arises as to whether these rules apply to any person or not, the 

decision shall lie with the competent authority. 
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 [Chap. I]  EXTENT OF APPLICATION [1.6-1.8] 

         1.6. Nothing in these rules shall operate to deprive any person of any right or, 

privilege to which he is entitled by or under any law or by the terms of his agreement. 

         1.7. Unless otherwise provided in any rule or rules, a Government employee‟s 

claim to pay and allowances shall be regulated by the rules in force at the time in 

respect of which the pay and allowances are earned, to traveling allowance by the 

rules in force at the time the journeys in respect of which they are made are 

undertaken, to leave by the rules applicable to him at the time the leave is applied for 

and granted; and to pension by the rules in force applicable to him at the time when 

the Government employee retires or is discharged from the service of Government. 

See also rule 1.1 (b) of Volume II of these rules. 

         1.8. The power of interpreting, changing and relaxing these rules is vested in the 

Department of Finance. 

         Note 1.–Communications regarding the interpretation and alteration of these rules 

should be addressed to the Department of Finance through the Administrative Department 

concerned. 

          Note 2.–Where the Department of Finance is satisfied that the operation of any of these 

rules regulating the conditions of service of State Government employees or any class of such 

Government employees, causes undue hardship in any particular case, it may by order dispense 

with or relax the requirements of that rule to such extent and subject to such conditions as it 

may consider necessary for dealing with the case in a just and equitable manner. 

           The expression „State Government employees‟ means all persons whose conditions of 

service may be regulated by rules made by the Governor of Punjab under the proviso to Article 

309 of the Constitution.  
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      CHAPTER II 

                                         DEFINITIONS 

          2.1. Unless there be something repugnant in the subject or context, the terms 

defined in this chapter are used in these rules in the sense here explained. 

          2.2. Accountant-General means the head of the office of audit and accounts 

subordinate to the Comptroller and Auditor General of India, who keeps the accounts 

of the Punjab State and exercises audit functions in relation to those accounts on 

behalf of the Comptroller and Auditor-General of India. 

           Note.–This definition covers also the term “Audit Officer”. 

          2.3. Active service for the purpose of pension, includes besides time spent on 

duty in India:– 

 (i)   Leave of all kinds except extraordinary leave other than that extraordinary   

leave counted towards increment under rule 4.9(b). 

  (ii)   Omitted. 

 (iii)  The period of absence from India of a Government employee deputed or  

detained out of India on duty. 

Note.–Disability leave under rule 8.124 is included in “Active Service.‟ 

         2.4. Actual Traveling expenses means the actual cost of transporting a 

Government employee with his domestic servants and personal luggage, including 

charges for ferry and other tolls, if paid, and for carriage of camp equipment, if such is 

necessary. It does not include charges for hotels or travellers‟ bungalows or 

refreshments or for the carriage of stores or conveyances or for presents to coachmen 

and the like; or any allowance for such incidental losses or expenses as the breakage 

of crockery, wear and tear of furniture and the employment of additional domestic 

servants and the like. 

          2.5. Age.–The day on which a Government employee retires or is retired or is 

discharged or is allowed to resign from service as the case may be, shall be treated as 

his last working day. The date of death shall also be treated as working day: 

          Provided that in the case of a Government employee who is retired prematurely 

or who retires voluntarily under sub-rule (1) or sub-rule (2) of rule 3 of the Punjab 

Civil Services (Premature Retirement) Rules, 1975, as the case may be, the date of 

retirement shall be treated as a non working day. 

         Note 1.–Every person newly appointed to a service or a post under Government should 

at the time of appointment, be asked to produce birth certificate issued by the Registrar, Birth 

and Deaths, and in the absence of such a certificate, he should furnish either an attested copy 

of  Matriculation  Certificate  or  an  affidavit  in  proof of correctness of the date of birth. The  
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[Chap.  II]  DEFINITIONS  [2.5-2.11] 

actual date or the assumed date determined under Note 2 below should be recorded in the 

History of Service, Service Book, or any other record that may be kept in respect of the 

Government Employee‟s service under Government and once recorded, it cannot be altered 

except in the case of clerical error, without the previous orders of Government (see also 

Annexure „A‟ to this Chapter).                  

        Note 2.–(a) If a Government employee is only unable to state his exact date of birth but 

can state the year or year and month of birth, 1
st
 July, or the 16

th
 of the month respectively may 

be treated as the date of his birth. 

           (b)  If a Government employee is only able to state his approximate age, his date of 

birth, may be assumed to be corresponding date after deducing the number of years 

representing his age from his date of appointment. 

           (c) When a Government employee who first entered as a military employee is 

subsequently employed in a Civil Department, the date of birth for Civil employment should 

be the date stated by him at the time of attestation or if at the time of attestation he stated only 

his age, the date of birth should be deduced with reference to that age, according to the method 

indicated in sub-para (b) above. 

          Note 3.–The date of birth given by an employee, in his application form, submitted to a 

recruiting agency viz., the Punjab Public Service Commission or the Punjab Subordinate 

Services Selection Board or the Departmental Selection Committee as the case may be, shall 

be treated as final and no change in it shall be allowed after entry into Government service. 

           For administrative instructions in respect of alterations in the date of birth, see 

Annexure „A‟ to this Chapter. 

          2.6. Apprentice means a person deputed for training in a trade or business with 

a view to employment in Government service, who draws pay at monthly rates from 

the Government during such training, but is not employed in or against a substantive 

vacancy in the cadre of a department. 

          2.7. Omitted. 

          2.8. Omitted.           

          2.9. Cadre means the strength of a service or a part of a service sanctioned as a 

separate unit. 

         2.10. Camp equipage means the apparatus for moving a camp. 

           Note.–“Camp equipage” is essentially different from “Camp equipment”. The latter 

form includes everything necessary to a Government employee to enable him to live in a 

Camp. 

         2.11. Camp equipment means tents and the requisites for pitching and 

furnishing them or, where tents are not carried, such articles of camp furniture as it 

may be necessary in the interests of the public service for a Government employee to 

take with him on tour. 
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[2.13-2.17] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. II] 

           2.12. Omitted. 

           2.13. Compensatory allowance means an allowance granted to meet personal 

expenditure necessitated by the special circumstances in which duty is performed. It 

includes traveling allowance, dearness allowance but does not include a sumptuary 

allowance nor the grant of a free passage by sea to or from any place outside India. 

           Note.– See the explanation and note 1 under rule 2.52. 

           2.14. Competent authority in relation to the exercise of any power means the 

Administrative Department concerned of Government acting in consultation with the 

Department of Finance, or any other authority to which such power may be delegated 

by or under these rules. A list of authorities which exercise the powers of a competent 

authority under the various rules is given in Chapter XV. 

           Note.– Omitted. 

          2.15. Day means a calendar day, beginning and ending at midnight; but an 

absence from headquarters which does not exceed twenty-four hours, shall be 

reckoned for all purposes as one day, at whatever hours the absence begins or ends.      

          2.16. Duty (a) Duty includes: – 

                 (1) service as a probationer or apprentice, provided that service as a 

probationer is followed by confirmation; provided further that, in the 

case of apprentice, on confirmation either in the post for which he was 

undergoing apprenticeship or in any other post, he cannot count his 

apprentice period for leave as if it had been service rendered 

substantively in a permanent post. 

                  (2)  Joining time; and 

         (b)  A Government employee is also treated as on duty under the circumstances 

specified in the schedule to this Chapter (See pages 16 to 19).  

          Note.–No leave of any kind can be treated as duty for the purpose of any rule unless the 

contrary is expressly stated therein.  

         2.17. Family means a Government employee‟s wife or husband, as the case may 

be, residing with the Government employee and legitimate children and step children 

residing with and wholly dependent upon the Government employee. Except in rules 

2.59, 2.82, 2.83, 2.86 and 2.87 of the Punjab Civil Services Rules, Volume III 

(Travelling Allowance Rules), it includes in addition parents, sisters and minor 

brothers, if residing with and wholly dependent upon the Government employee and 

also  the widowed  sisters  residing  with  and wholly dependent upon the Government  
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[Chap.  II]  DEFINITIONS [2.17-2.21] 

employee: provided their father is either not alive or is himself wholly dependent on 

the Government employee. 

           Note 1.–The term “legitimate children” in this rule does not include adopted children 

except those adopted under the Hindu Law. 

                                 Note 2.–The term “child” or “children” used in this rule includes major sons and 

married daughters including widowed daughters so long as they are residing with and wholly 

dependent on the Government employee. 

           Note 3.–Not more than one wife is included in the term family for the purpose of these 

rules. 

       Note 4.–An adopted child shall be considered to be a legitimate child, if under the 

personal law of the Government employee, adoption is legally recognised as conferring on it 

the status of a natural child. 

                  Note 5.–A person in receipt of a gross pension not exceeding the prescribed minimum 

pension of Rs. 3500 per mensem plus dearness relief thereon, but otherwise dependent on and       

residing with the Government employee, shall be considered a member of his/her family for 

the purposes of rules 5.3 and 5.5 of these rules.  

         2.18. Fee means a recurring or non-recurring payment to a Government 

employee from a source other than the Consolidated Fund of India or the Consolidated 

Fund of a State (including the Punjab State), or the Consolidated Fund of a Union 

Territory whether made directly to the Government employee or indirectly through the 

intermediary of Government, but does not include: – 

 (a) unearned income such as income from property; dividends, and interest on 

securities; and 

 (b) income from literary, cultural artistic, scientific or technological efforts and 

income from participation in sports activities as amateur. 

          2.19. Department of Finance means the Department of Finance of the Punjab 

Government. 

          2.20. First appointment includes the appointment of a person not at the time 

holding any appointment under Government, even though he may have previously 

held such an appointment.  

          2.20-A. Omitted. 

          2.21. Foreign service means service in which a Government employee receives 

his pay with the sanction of Government from any source other than the revenues of 

the Union or State Government or a Union Territory. 
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[2.23-2.28] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. II] 

          2.22.  Omitted. 

          2.23. General revenues include the revenues of the Union Government or of 

State Government and exclude the revenues of a Local Fund. 

          2.24. Government means the Punjab Government in the Administrative 

Department. 

          2.25. Head of Department means the authority shown in column 5 of  

Appendix-C to the Punjab Budget Manual in respect of the Government employees 

whose pay is charged to the corresponding head of account in column 2 of that 

Appendix, with the following exceptions: 

(1)   Governor is Head of the Department with respect to himself and his 

personal staff. 

  (2)   Commissioners are Heads of Departments with respect to the Government 

employees other than the members of the Indian Administrative Service 

and the Punjab Civil Service whose pay is charged to the group heads 

“Commissioners” and “District Administration.” 

 (3)    The Conservators of Forests are Heads of Departments for all ministerial 

Government employees, Forest Rangers, Deputy Rangers, Foresters, 

Forest Guards and Group „D‟ Government employees and other employees 

serving in their circles. 

(4)   Any other authority specially appointed by the competent authority to 

exercise the powers of a Head of Department. 

2.26. Heads of Offices means the authorities defined as Disbursing Officers in 

rule 2.16 to the Punjab Budget Manual or any other Government employee declared to 

be the head of an office by competent authority. 

2.27. The Headquarters of a Government employee are:– 

     (a)   if he is attached to the Secretariat offices of the Government; the 

headquarters for the time being of the Government; and 

(b)   in other cases, the station which has been declared to be his headquarters 

by competent authority or, in the absence of such declaration, the station 

where the records of his office are kept. 

2.28. Hill station means any place which a competent authority may declare to 

be a hill station. 
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2.29. Holiday means:– 

 (a)  a holiday prescribed or notified by or under section 25 of the Negotiable 

Instruments Act, 1881; and 

 (b)  In relation to any particular office a day on which such office is ordered, 

by notification in the Gazette or otherwise to be closed for the transaction 

of Government business without reserve or qualification. 

  Note.–This term does not include “local holiday” which may be granted at the discretion 

of Head of Offices: provided there are no arrears of work, nor such merely discretionary 

holidays as the last Saturday of each month. 

  2.30. Honorarium means a recurring or non-recurring payment granted to a 

Government employee from the Consolidated Fund of India or the Consolidated Fund 

of a State (including the Punjab State) or the Consolidated Fund of a Union Territory 

as remuneration for special work of an occasional or intermittent character. 

  Note 1.–No honorarium should be paid in respect of any work which can fairly be 

regarded as part of the legitimate duties of the Government employees concerned. 

                                 Note 2.–It is one of the liabilities of Government employees to have to work outside 

office hours in exceptional times and circumstances. No honoraria should ordinarily be given 

on this account, but continuous working out of office hours may justify a claim to honoraria or 

to special pay. 

           Note 3.–No honoraria should be paid to Government employees for attending meetings 

of boards and committees financed wholly or partly from Government revenues. 

           Note 4.–No honorarium should be granted to Group „A‟ and Group „B‟ officers 

engaged on work in connection with the setting up of companies, corporations, etc. which 

forms a part of their normal duties even if they work beyond office hours. 

          2.31. Omitted. 

          2.32. Joining time means the time allowed to a Government employee in which 

to join a new post or to travel to or from a station to which he is posted. 

          2.33. „Leave on half pay‟ means leave on salary equal to half pay, as regulated 

by rule 8.122. 
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   2.34. Leave salary means the monthly amount paid by Government to a 

Government employee on leave as determined in Rule 8.122. 

   Note 1.–The leave salary of a military officer, who is granted rent-free quarters and 

thereby foregoes lodging allowance in lieu thereof, shall, if he given up such quarter before 

going to leave, be calculated as though he had been drawing during the period of occupation, 

the lodging allowance to which he would otherwise have been entitled. 

Note 2. Omitted. 

Note 3. Omitted.  

Note 4. Omitted. 

           Note 5. Omitted. 

           Note 6. Omitted. 

           Note 7. Omitted. 

    Note 8.–For interpretation of the expression „pay, which the Government employee 

would have drawn if on duty in India‟, see note 4 below rule 6.2. 

Note 9.–A Civil Officer undergoing military training is not a Military Officer as defined 

in rule 2.39. Consequently, in calculating leave salary in this case, the pay which he would 

have drawn during the period of training, had he not proceeded on training, should be taken 

into account. Similarly, a civil Government employee belonging to the Indian Army Reserve 

of Officers when called to Army Service or such a Government employee belonging to the 

Indian Territorial Force, while undergoing training with such a force is not a “Military Officer” 

as defined in rule 2.39 and in his case “pay” as defined in rule 2.44 (a) does not include „rank 

pay‟ (received during the period of Service in the Army).  In such cases, the pay which the 

Government employee would have received, if he had not been called to Army service and not 

the „rank pay‟ actually drawn during that period should be taken into account for purposes of 

calculating leave salary under this rule. 

    Note 10.–Also see rule 8.122 and note thereunder. 

         2.35. Lien means the right or title of a Government employee to hold a regular 

post, whether permanent or temporary, either immediately or on the termination of the 

period of absence. 

   2.36. Local Fund means:– 

           (a)  revenues administered by bodies which by law or rule having the force of        

law come under the control of Government, whether in regard to 

proceedings generally or to specific matters such as the sanctioning of their 



11 

[Chap.  II]  DEFINITIONS [2.36-2.41] 

                   budgets, sanction to the creation or filling up of particular posts, or the 

enactment of leave, pension or similar rules; and 

(b)   the revenues of any body which may be specially notified by the 

competent authority as such. 

   2.37. Omitted. 

   2.38. Military Commissioned Officer means a commissioned officer other than 

a departmental officer. It does not include a warrant officer. 

   2.39. Military officer means any officer falling within the definition of Military 

Commissioned Officer, or included in rule 2.38 above, or any warrant officer. 

   2.40. Ministerial employee means a Government employee belonging to State 

Service Group „C‟, whose duties are entirely clerical and any other class of 
Government employees specially defined as such by general or special order of the 

competent authority. 

   Note.–Those members of Group „B‟ service whose duties are predominantly clerical 

shall be classed as Ministerial employees for the purpose of this rule. 

   2.41. Month means a calendar month. In calculating a period expressed in terms 

of months and days, complete calendar months should be calculated and the odd 

number of days added thereto. Illustrations;   

 (a) to calculate 3 months and 20 days on and from the 25th January the following  

      method should be adopted:– 

 

 Y M D 

25th January to 31st January                                      0 0  7 

February to April                                                      0 3  0 

1st May to 13th May                                                   0 0 13 

 0 3 20 

           

      (b) the period commencing on 30
th
 January and ending with the 2

nd
 March,  should 

be deemed as 1 month and 4 days as indicated below :–    

                                                                              

 Y M D 

30th January to 31st January                                      0 0 2 

February  0 1 0 

1st March to 2nd  March                                                   0 0 2 

 0 1 4 
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2.42. Officiate.–A Government employee officiates in a post when he performs 

the duties of a post on which another person holds a lien. A competent authority may, 

if it thinks fit, appoint a Government employee to officiate in a vacant post on which 

no other Government employee holds a lien. 

          2.43. Omitted. 

          2.44. “pay” means– 

          (a) the basic pay, that is the  amount drawn monthly by a Government employee 

in the scale of pay of the post held by him, or to which he is entitled by reason of his 

position in a cadre; and           

          (b) includes any other emoluments which may specifically be classed as part of 

pay by the competent authority. 

 

          2.45. Pension.–Except when the term, “pension” is used in contradistinction to 

“Gratuity”, pension includes Gratuity. 

2.46. Permanent post means a post carrying a definite rate of pay and sanctioned 

without limit of time. 

 

 2.47. Personal pay means additional pay granted to a Government employee:–  

             (a)   to save him from a loss of substantive pay in respect of a permanent post     

other than a tenure post due to a revision of pay or to any reduction of 

such  substantive pay otherwise than as a disciplinary measure; or 

            (b)   in exceptional circumstances, on other personal considerations. 

Note.–No case will be entertained which is not of an entirely exceptional character; and 

in submitting cases for the grant of personal pay, this should be carefully borne in mind. 

2.48. Presumptive pay of a post.–When used with reference to any particular 

Government employee, means the pay to which he would be entitled if he held the 

post substantively and were performing its duties; but it does not include special pay 

unless the Government employee performs or discharges the work or responsibility, 

on consideration of which the special pay was sanctioned. 

          2.49. Probationer means a Government employee employed on probation in or 

against a substantive vacancy in the cadre of a department. This term does not, 

however, cover a Government employee who holds substantively a permanent post in 

a cadre and is merely appointed “on probation” to another post. 

               Note 1.–The status of a probationer is to be considered as having the attributes of a 

substantive status except where the rules prescribe otherwise. 



13 

  [Chap.  II]  DEFINITIONS [2.49-2.52] 

          Note 2.–No person appointed substantively to a permanent post in a cadre is a 

probationer unless definite conditions of probation have been attached to his appointment, such 

as the condition that he must remain on probation pending the passing of certain examinations.       

          Note 3.–The provisions of this rule and note 2 above are to be taken as complementary 

and not as mutually exclusive. Taken together, they contain the essence of the tests for 

determining when a Government employee should be regarded as a probationer, or so merely 

„on probation‟ irrespective of whether he is already a permanent Government employee or is 

merely a Government employee without a lien on any permanent post. While a probationer is 

one appointed in or against a post substantively vacant with definite conditions of probation, a 

person on probation is one appointed to a post (not necessarily vacant substantively) for 

determining his fitness for eventual substantive appointment to that post. There is nothing in 

this rule to prevent a Government employee substantive in one cadre from being appointed 

(either through selection by a departmental committee or as a result of competitive 

examinations through the Punjab Public Service Commission) as a probationer in or against a 

post born on another cadre, when definite conditions of probation such as the passing of 

departmental examinations are prescribed. In such a case the Government employee should be 

treated as a probationer and (subject to specific rules, if any, to the contrary) allowed only as 

initial and subsequent pay the rates of pay prescribed for the probationary period, irrespective 

of whether these rates are actually included in or shown separately from the time-scales of the 

services concerned. The case of Departmental candidates of the same department promoted by 

selection is, however, different. If the Department of the Government of Punjab concerned 

consider it expedient, these „promoted‟ men may properly be put „on probation‟ for a period to 

see if they make good in the actual work of the post to which they are promoted and have liens 

retained for them on their former posts meanwhile to provide for their possible reversion; 

whatever the departmental arrangements be to test their capacity etc., during the „on probation‟ 

period their initial pay should be fixed under the operation of the normal rules regulating pay 

fixation. 

          2.50. Public conveyance means a train, steamer or other conveyance which plies 

regularly, though not necessarily at fixed intervals, a regular course for the 

conveyance of passengers and does not deviate therefrom according to the wishes of 

passengers. Cabs, cars and horses are not regarded as public conveyances. 

          2.51. Omitted. 

          2.52. Special pay means an addition, of the nature of pay, to the emoluments of 

a post or of Government employees, granted in consideration of:– 

                   (a)   the specially arduous nature of duties; 

                 (b) a specific addition to the work or responsibility and includes non-  

practising allowance granted to doctors in lieu of private practice.       

         Explanation.–The circumstances which justify the grant to a Government 

employee of special pay are entirely different in character from those which justify the 

grant  of  a  compensatory  allowance, a  difference  emphasised  in  the  definition   of  
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those terms embodied in rules 2.13 and 2.52. These definitions should be strictly 

construed and an exact compliance required with the conditions stated in them as 

antecedent to the grant of either special pay or compensatory allowance. There is no 

necessary inter-dependence between special pay and compensatory allowance. It is 

not the intention of the rules either that where the cost of living would justify the grant 

to a Government employee of a compensatory allowance, he should be rendered 

ineligible for such allowance, because he has already been granted special pay in 

recognition of the duties and responsibilities of his post, or that if the attachment of 

special pay to a post is justified under the terms of the rules, it should be subject to 

reduction because for reasons essentially different, a compensatory allowance as 

defined in rule 2.13 is subsequently granted. 

           Note 1.–The reasons for the grant of a special pay and compensatory allowance should 

be recorded in the sanctioning order so that their classification may be duly watched in audit. 

In cases in which an official record in an open letter is considered undesirable, it should be 

possible to communicate the reason confidentially to the Accountant-General. 

           Note 2.– Omitted. 

           Note 3.–A provision in the contract of a Government employee appointed to a 

particular post that he should “also do all things that may be required of him” does not 

contemplate his being required to perform onerous additional duties in another post without 

remuneration.  

          2.53. Sphere of duty of a Government employee is the local area outside which 

he cannot travel without the special orders of competent authority. The sphere of duty 

of Heads of Department other than Commissioners is the Punjab; of Commissioners 

their respective divisions; and of other Government employees as may be ordered by 

competent authority. 

         2.54. Subsistence grant means a monthly grant made to a Government employee 

who is not in receipt of pay or leave salary. 

        2.55. Substantive pay means the pay, other than special pay, personal pay or 

emoluments classed as pay by the competent authority under rule 2.44 (b), to which a 

Government employee is entitled on account of a post to which he has been appointed 

substantively or by reason of his substantive position in a cadre. 

        Note 1.–Substantive pay includes the pay drawn by a probationer in a post to which he 

has been appointed on probation. 

         Note 2.–Substantive pay does not include overseas pay. 

        2.56.  Omitted. 

         2.57.  Omitted.        
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          2.58. Temporary post means a post carrying a definite rate of pay sanctioned for 

a limited time. Such a post can be held in an officiating capacity. 

         Note.–An extension of a temporary post necessary to cover the period of leave granted 

to its holder, is expedient only when the grant of leave involves no expense to Government, but 

improper in the absence of this condition. 

          2.59. Tenure post means a permanent post which an individual Government 

employee may not hold for more than a limited period. 

          2.60. (a) Time-scale pay means pay which, subject to any conditions prescribed 

in these rules, rises by periodical increments from a minimum to a maximum.  It 

includes the class of pay previously known as progressive. 

          (b) Time scales are said to be identical if the minimum, the maximum, the 

period of increment and the rate of increment of time-scales are identical. 

          (c)  A post is said to be on the same time-scale as another post on a time-scale if 

the two time-scales are identical and the posts fall within a cadre, or a class in a cadre, 

such cadre or class having been created in order to fill all posts involving duties of 

approximately the same character or degree of responsibility in a service or 

establishment   or   group  of  establishments,  so  that  the  pay  of  the  holder  of  any 

particular post is determined by his position in the cadre or class, and not by the facts 

he holds that post. 

           Note.–Two time scales of pay should be treated as identical within the meaning of      

Rule 2.60 (b) even though the scales may differ in the matter of provision of efficiency bars. 

         2.61. Transfer means the movement of a Government employee from one 

headquarters station in which he is employed to another such station, either:– 

 (a)  to take up the duties of a new post; or 

 (b)  in consequence of a change of his headquarters. 

          2.62. Travelling allowances means an allowance granted to a Government 

employee to cover the expenses which he incurs in travelling in the interests of the 

public service. It includes allowances granted for the maintenance of conveyances, 

horses and tents. 
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SCHEDULE 
[Referred to in Rule 2.16 (b)] 

        I.  A Government employee is treated as on duty under the following 

circumstances:– 

(i)   When he is following out a duly authorised course of training or instruction 

in India. 

                Note 1.–The period of Military training of Civil Government employees admitted 

to the Army in India, Reserve of Officers or the Indian Territorial Forces is treated as 

duty. 

        Note 2.–The period spent by Civil Government employees, whether paid from the 

Defence Services Estimates or Civil Estimates on training of pre-cadet provincial school 

with the permission of the Head of Office is treated as duty. This concession is also 

admissible to temporary Government employees only for so long as they would have 

continued in service but for their training. 

                   Note 3.–The authorities competent to appoint the Government employee to the 

post for which the training is essential are empowered to treat the period of training or           

instruction in India of Government employee as duty for the purpose of rule 2.16 

subject to the following conditions:– 

            (a)  The training or instruction should be in India; 

            (b)  The training or instruction should be in public interest and connected with 

the post which the Government employee is holding at the time of placing 

him on training or instruction and should cover such a course where a 

Government employee does not secure any academic degree or diploma or 

does not become eligible for securing admission to a course leading to the 

award of such degree or diploma; 

            (c)   It is obligatory on the part of the Government to send the persons for such 

training or instruction; 

            (d)  The training should not be in professional or technical subjects which are 

considered in public interest and which are normally covered under the 

provisions relating to study leave, such as a course by which a Government 

employee secures academic degree or diploma or becomes eligible for 

securing admission in a course leading to the award of such degree or 

diploma; and 

             (e)  The period of training should not exceed one year.    

        The cases which do not fall in the above category shall be rejected 

summarily but in cases in which the course is considered of great public 

importance, there is dearth of Government employees trained in it and 

ordinarily Government  employees are not enthusiastic to undergo such a course  
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of their own volition, Government may sponsor names of Government 

employees for training in such a course only with the prior consent of the 

Department of Finance. 

        Exception.–Teachers in Government service who are untrained or who 

being trained are desirous of undergoing a further course of training shall not be 

regarded as on duty during the course of training. They may be granted leave 

there for under the ordinary rules with such leave salary as may be admissible. 

      The provisions of the above Exception do not apply to the following cases:– 

(a)   women teachers required to undergo a duly authorised course of   training    

approved by competent authority; 

(b)   teachers in Intermediate Colleges required to undergo S.S.T.C. or B.T.   

training at a Training College; 

(c)   teachers and Block Education Officers required to attend a course in 

physical training; and 

 (d)    Physical Training Supervisors in Government Colleges required to attend 

the Elementary Library Routine Class conducted by the Punjab University. 

 (e)    Women teachers from the Government Industrial School for girls or from 

Government Travelling Demonstration Parties required to undergo 

industrial training at the Industrial Teachers Training Class for women. 

   (ii) Period or periods spent by an employee of the Punjab Government in 

A.R.P. Training and A.R.P. duty during normal working hours with the 

permission of the head of his office shall be treated as duty for the purpose 

of rule 2.16. 

 (iii) In the case of a Government employee who has been substantively 

appointed to a post or cadre in a Government service during any course of 

instruction or training which he may be required or permitted to undergo in 

accordance with the terms of any general or special orders of the 

competent authority. 

(iv) In the case of a student, stipendiary or otherwise, who is entitled to be 

appointed to the service of Government on passing through a course of 

training at a University College or School during the interval between 

satisfactory completion of the course and his assumption of duties, unless 

in any case, it be otherwise provided in the terms of his appointment. 

(v) On the first arrival in India of Government employees appointed outside 

India, who do not, before they report themselves at the seat of the 

Government of the Punjab, receive orders to take charge of a specified post  
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          during the interval between the date of such report and the date on which        

they take charge of their duties; provided that the interval between the 

receipts of orders and their assumption of duties shall not exceed the 

amount of joining time which would be admissible to a Government 

employee entitled to joining time under the rules in Chapter IX. 

 (vi) The period of compulsory waiting by a Government employee returning 

from leave for orders of Government posting him to a particular post. 

        (vii)    During the period occupied in attending obligatory examinations including  

the time reasonably necessary for the journeys to and from the place of 

examination. 

(viii) During the period occupied in attending optional examinations at which a 

Government employee is permitted to appear by competent authority and 

during the time reasonably necessary for the journey to and from the place 

of examination. 

 (ix)     Omitted. 

        (x) The period spent by newly appointed Engineer Officers from the day they    

report for duty to the day they complete taking over charge of posts         

involving verification and inspection of stores, etc.   It is not necessary to 

create new posts to accommodate the direct recruits since treating the 

period as duty is by itself sufficient sanction in this regard. 

   (xi) In all cases of enforced halts occurring en route on tour journeys temporary 

transfer or training, necessitated by break down of communications due to 

blockade of roads on account of floods, rains, heavy snowfall, landslides, 

or delayed sailings of ships or awaiting for air lift etc. 

                      II. Government employee is not on duty during any time he may spend beyond 

his sphere of duty except in the following circumstances: – 

           (1)  Under the conditions laid down in clause I above. 

(2)  If a Police Officer, acting with his legal power. 

 (3)  If an Excise and Taxation Officer, Assistant Excise and Taxation Officer, 

Excise Inspector, Taxation Inspector or Excise Sub-Inspector acting under 

the orders of (i) The Excise and Taxation Commissioner, or (ii) Deputy 

Excise and Taxation Commissioner, or (iii) The Collector. 
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(4)   A Tehsildar, or Naib-Tehsildar serving in a mahal, a settlement or a 

colony post who proceeds under the orders of the Deputy Commissioner, 

Settlement Officer, or Colonisation Officer, as the case may be, beyond 

his sphere of duty but inside the district, or who proceeds under the orders 

of the Commissioner beyond the districts to which he is posted. 

(5)    If authorised by competent authority, by general or special order. 

  (6)   If a ministerial Government employee or a peon, accompanying a    

          recessing officer to his recess station. 

Clarification:–It is not the intention of the rule to keep an employee returning 

from leave waiting for his posting orders for an inordinately long period and to place 

an avoidable burden on the State Exchequer. Action should be initiated for the posting 

of an employee expected to report for duty well in advance and formal posting orders 

should invariably be issued well before the date of return of the employee to duty. 

.                                                     ANNEXURE ‘A’ 

                         (Referred to in Rule 2.5 and Note 3 thereunder) 

 

          1. In regard to the date of birth, a declaration of age made at the time of or for 

the purpose of entry into Government service shall, as against the Government 

employee in question, be deemed to be conclusive. The employees already in the 

service of the Government of Punjab on the date of coming into force of the Punjab 

Civil Services (First Amendment) Rules, Volume-I, Part-I, 1994, may apply for the 

change of date of birth within a period of two years from the coming into force of 

these rules on the basis of confirmatory documentary evidence such as Matriculation 

Certificate or Municipal Birth Certificate, etc. No request for the change of date of 

birth shall be entertained after the expiry of the said period of two years. Government, 

however reserves the right to make a correction in the recorded age of a Government 

employee at any time against the interests of the Government employees when it is 

satisfied that the age recorded in his service book or in the History of service of a 

Gazetted Government employee is incorrect and has been incorrectly recorded with 

the object that the Government employee may derive some unfair advantage 

therefrom. 

        2.  When a Government employee, within the period allowed, makes an 

application for the correction of his date of birth as recorded a special enquiry should 

be held to ascertain his correct age and reference should be made to all available 

sources of information such as Certified Copies of entries in the municipal birth 

register, University or School age Certificate, Janam Patris or horoscopes. It should, 

however, be  remembered that it is entirely discretionary on the part of the sanctioning  
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authority to refuse or grant such application and no alteration should be allowed 

unless it has satisfactorily been proved that the date of birth as originally  given by the  

applicant was a bonafide mistake and that he has derived no unfair advantage 

therefrom.        

         3.  The result of every such enquiry should, in the case of gazetted, non-gazetted 

Government employees be briefly stated in their service cards, service books and if a 

correction is sanctioned, the fact should be reported to the Accountant-General. 
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                                                       CHAPTER III  

    GENERAL CONDITIONS OF SERVICE 

      CONDITIONS REGARDING HEALTH AND AGE 

(i) Medical Certificate of Fitness on First Entry into Government Service 

        3.1.  Except as provided in rules 3.2 and 3.3, no person may be appointed in 

India to a post, in Government service without medical certificate of health, in the 

following form: –   

          “I hereby certify that I have examined __________, a candidate, who is 

male/female/transgender, for employment in the __________Department, whose 

signature is given above, and could not discover that _____________has any disease 

(communicable or otherwise), constitutional weakness or bodily infirmity, except 

____________,which  I do not consider any disqualification for employment in the 

office of ___________. His/her  age, according to his/her own statement is_____ 

years and by appearance about ______years______ has been vaccinated within the 

last 12 months or has been re-vaccinated within the last 12 months, or has already had 

small-pox and shows obvious scars thereof.” 

                                                        Photo of the candidate duly attested under the seal 

                                                        and signature of Competent Medical Authority 

                                                        issuing the certificate. 

                                                        Marks of identification ______________. 

                                                          Impressions of the left hand  

                                                          thumb and fingers. 

 Signature of Applicant. 

                                                       Signature of Competent Medical Authority. 

         In the case of candidates for Group „C‟ and „D‟ Services, a declaration in the 

Form, appended as an Annexure at the end of this Chapter, shall be obtained from the 

candidates at the time of medical examination required by this rule, or on                   

re-employment to Government service. This declaration form should be filled in by 

the candidate concerned in the presence of the medical officer. 

         Explanation:–The person belonging to Transgender sex shall be treated as a 

male. 

         Exception 1:–The Administrative Department may authorise the drawal of pay 

and allowances for a period not exceeding two months in respect of fresh recruits to 

Government service without a medical certificate of health, subject to the condition 

that if the person concerned is subsequently found medically unfit his services     

should  be  terminated  after  the  expiry  of  the  period  of one month from the date of  
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communication to him of the findings of the Medical Officer/Board if no appeal for 

second medical examination is made by him during this period or after the case for 

second medical examination is finally decided if such an appeal, is made and 

accepted. This condition should be clearly stated in the initial letter of appointment. 

The Administrative Department shall, however, exercise this power sparingly 

and in exceptional circumstances only, e.g., when it is considered necessary in the 

public interest that a selected person should be appointed immediately in anticipation 

of his medical examination. 

         Exception 2:–The Administrative Department may authorise the drawal of pay 

and allowances without production of fitness certificate in respect of Government 

employees, other than those covered by clauses (a) and (b) of Note 2 (iv) below rule 

3.4 who are promoted to hold Group „A‟ or Group „B‟ posts and who are required to 

undergo medical examination by the appropriate medical authority, for a period not 

exceeding two months subject to the condition that if the person concerned is 

subsequently found medically unfit, he should be reverted to the lower post from 

which he had been promoted, after the expiry of one month from the date of 

communication to him of findings of the examining medical authority if no appeal for 

a second medical examination is made by him during this period or after the case for 

second medical examination is finally decided if such an appeal is made and accepted. 

This condition should clearly be stated in the relevant orders of promotion to the 

Group „A‟ or Group „B‟ post. 

           Note 1.–In the case of literate persons who can sign in English, Punjabi or Hindi, it will 

be sufficient if the examining Medical Officer or Board obtains on the Medical Certificate only 

the signature of the candidate in his or its presence which should he verified by the Head of 

Office by comparison with that in the Service Book. 

          Note 2.–A certificate to the effect that the medical certificate in the prescribed form has 

been obtained in respect of the Government employee should be furnished to the Audit Office 

as under :– 

         (i)  In respect of Group „A‟ and „B‟ employees, certificate furnished by the competent 

authority to whom the medical certificate has been submitted, should be attached to the first 

pay bill. 

         (ii)  In respect of Group „C‟ employees the drawing and disbursing officers should 

furnish certificate alongwith the first pay bill of the Government employee concerned. 

        (iii) Where the competent authority under „exception‟ below rule 3.1 authorises the 

drawal of the pay and allowances of a newly appointed Government employee for a period not 

exceeding two months without a medical certificate of health, a certificate to this effect should 

be furnished in the first pay bill. 
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          (iv) Where an officer is declared temporary unfit by the competent medical authority and 

retained in service the period for which the officer has been declared temporarily unfit should 

be intimated to audit. 

          Note 3. Omitted.  

   Note 4.– The fee to be charged for medical examination of candidates selected for fresh 

appointment to the posts in connection with the affairs of the State, shall be notified by the 

Government from time to time. The entire amount of fee shall be credited into the Government 

Treasury. 

 

   Note 5.–(1) The fee to be charged for appeals against Medical Examination of 

Government employees who have been declared unfit by the Principal Medical Officer or 

Assistant to Civil Surgeon/Standing Medical Board shall be notified by the Government from 

time to time.  

          (2)  Omitted. 

        (3) The fee for the second appeal in case of rejection on account of visual acuity 

which is permissible in doubtful cases will be same as the fee in case of first appeal. 

        (4) There should be no additional charges for the inclusion of second 

Ophthalmologist in the special Medical Board in case of appeals against rejection on 

account of visual acuity. It is the responsibility of the Government to constitute the 

special Medical Board with two Ophthalmologists and it is an internal arrangement 

as to where the second Ophthalmologist is called from. 

        (5) The successful appellant may be refunded the fee of appeal and also be paid 

travelling allowance by his department for his attendance before the Board on the 

analogy of the practice in case of appeal against invalidment. The Travelling 

Allowance should be granted equal to actual railway fare (of class of accommodation 

to which they are entitled) without any allowance for incidental expenses and daily 

allowance for the journey to be undertaken to appear before the Medical Board which 

is constituted to have another opinion about fitness. 

          3.2. A competent authority may, in individual cases, dispense with the 

production of a medical certificate and may, by general order, exempt any specified 

class of Government employees from the operation of rule 3.1. 

          Note.–Once a person is asked to produce a Medical Certificate of fitness for entry into 

Government service and has actually been examined and declared unfit, it is not open to the 

competent authority to use its discretion to ignore the certificate. 

         3.3. Except where the competent authority by general or special order directs 

otherwise, the following classes of Government employees are exempted from 

producing a Medical Certificate of  health:– 

(1)   A Government employee appointed by the High Commissioner for India. 
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(2)   A qualified student of the Thomason College, Roorkee, permanently 

appointed to the Public Works Department within 18 months from the date 

of the health certificate granted to him on the completion of the College 

Course. 

(3)   A Government employee appointed in a temporary vacancy for a period 

not exceeding six months. 

(4)   A temporary Government employee who has already been medically 

examined in one office if transferred to another office without a break in 

his service. The person concerned should, however, obtain a certificate 

from the Head of office from which he is transferred to the effect that he 

had already produced the requisite medical certificate of Health. 

(5)   A retired Government employee re-employed immediately after retirement. 

(6)   An ex-serviceman disabled in war operation.–In his case, however, the 

certificate of fitness granted by the Demobilisation Defence Services            

Medical Board for Civil Service may be considered valid for service   

under the Punjab Government: 

              Provided that the above certificate is not found to be inconsistent 

with the minimum standard otherwise prescribed for the post of service to 

which the appointment is to be made: 

              Provided further that in case where period of not less than one year 

has elapsed since the release of the disabled ex-serviceman from the Army, 

or it is otherwise considered necessary, the appointing authority shall have 

the power to get such ex-serviceman examined by the Civil 

Surgeon/Principal Medical Officer concerned. 

         Note 1.–The production of a Medical certificate is necessary when:– 

(i) A Government employee is promoted from a non-qualifying service paid  

from a local fund to a post in superior Government service. 

(ii)  A person is re-employed after resignation or forfeiture of past service. 

         Exception: A person re-employed after resignation shall be exempted from 

producing a medical certificate of fitness if the resignation was for taking up another 

appointment under Government or quasi-Government body for which he applied with 

the approval of and through the appropriate authority; provided that he was medically 

examined by the Competent Medical Authority and declared fit according to the 

medical standards not lower than those in his new post. 
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         Note 2.–In the case of Government employees referred to in clause (3) of the rule; the 

appointing authorities should, in any case, satisfy themselves that the candidate is protected 

against smallpox. 

        3.4. (1) (a) Except in the case of Members of the Punjab Home Guards, the 

Medical Certificate of health shall be signed by a Medical Board in the case of a 

Group „A‟ or Group „B‟ Government employee, and by a Principal Medical Officer or 

an Assistant to Civil Surgeon or a Medical Officer of equivalent status in the case of a 

Group „C‟ Government employee. 

         (b) In the case of the members of the Punjab Home Guards who are primarily 

governed by the Punjab Home Guards Act, 1947 and the Punjab Home Guards‟ Rules 

1963, the medical certificate of health shall be signed by a Principal Medical Officer 

or Assistant to Civil Surgeon in the case of Group „A‟ and Group „B‟ employees and 

by a Senior Medical Officer or a Medical Officer of equivalent status in the case of 

Group „C‟ and Group „D‟ employees, and the medical examination shall be held in 

accordance with the standard laid down by the Commandant-General, Punjab Home 

Guards. 

(2) (a) In the case of a female candidate appointed to a Group „A‟ or Group „B‟ 

post, the medical certificate shall be signed by a Medical Board consisting of a woman 

doctor possessing medical qualification included in one of the Schedules to the Indian 

Medical Council Act, 1956 (102 of 1956) as one of its members, and  

(b) In the case of a female candidate appointed to a Group „C‟ or Group „D‟ 

post, the medical certificate shall be signed by a registered female medical practitioner 

possessing a medical qualification included in one of the Schedules to the Indian 

Medical Council Act, 1956 (102 of 1956). 

(3) In the case of Group „D‟ Government employees, the medical certificate 

shall be signed by the Authorised Medical Attendant possessing a medical 

qualification included in one of the Schedules to the Indian Medical Council Act, 

1956 (102 of 1956) and where there is no such Authorised Medical Attendant by a 

Government Medical Officer of the nearest dispensary or hospital possessing such 

qualification. 

         (4) A candidate who is likely to be employed in a temporary capacity 

continuously for a period exceeding three months shall produce either before or within 

a week from the date of employment, the certificate from the competent medical 

authority as prescribed in this rule. When, however, a Government employee initially 

employed in an office in a temporary capacity for a period not exceeding three months 

is subsequently retained in that office or is transferred without a break to another office 

and  the  total  period of continuous service  under Government is expected to last for a  
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period exceeding three months he shall produce such a certificate within a week from 

the date of orders sanctioning his retention in that office or joining the new office.          

         Note 1.–(i)  A person  who  is  appointed  to  Government  service  afresh  after  a break 

in service not exceeding one year should be treated as in continuous service for the purpose of 

these orders, the period of break not being counted. If, however, the period of break exceeds 

one year, he should be regarded as a fresh entrant to Government service.           

          (ii)  A person who is in continuous service but in different posts should be deemed for 

the purpose of these orders to have been in continuous service in the same post. 

          Note 2.–(i) Except as provided in para (4), a Government employee, holding under 

Punjab Government:– 

(a) a Group „C‟ or Group „D‟ post when appointed to another Group „A‟ or Group „B‟ 

post, or  

(b)   a Group „A‟ or Group „B‟ post when appointed to another Group „A‟ or Group „B‟ 

post, either by transfer or on promotion in the same line or in a different line 

through open competitive examination, need not be required to undergo medical 

examination by the Medical Board, if he has already been declared fit on medical 

examination by the Civil Surgeon at the time of his entry into Government Service. 

(ii) A permanent Government employee holding a Group „A‟ or Group „B‟ post in 

Centre or under any other State Government when appointed to a Group „A‟ or Group „B‟ post 

under the State Government need not be subjected to a fresh medical examination by a 

Medical Board ; 

(iii) A permanent Government employee holding a Group „C‟ or Group „D‟ post in the 

Centre or under any other State Government when appointed to a Group „A‟ or Group „B‟ post 

under the Punjab Government will be required to undergo a fresh medical examination by a 

Medical Board, but when appointed to a Group „C‟ or Group „D‟ post, no Medical examination 

will be necessary ; and 

(iv)  In cases where the rules for recruitment to new appointment prescribe a fresh 

medical examination in respect of all candidates, all directly recruited/selected candidates 

irrespective of the fact whether they are already in permanent or quasi-permanent Government 

service in the same or in other departments or are fresh appointees, should undergo a medical 

examination by the prescribed standard and by the prescribed medical authority; provided that 

a fresh medical examination will not be necessary in the case of – 

(a)   a person who is already in permanent or quasi-permanent employ of the 

Government and has already under gone a medical examination by a standard and 

by a medical authority which are recognised by the appointing authority as 

equivalent to those prescribed for the new appointment for which he is 

recruited/selected ; and 
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(b)   a person who is already in permanent or quasi-permanent employ in the same line, 

and being eligible for promotion to the new appointment against a promotion quota 

of vacancies, is actually so promoted. 

         Note 3.  Omitted. 

                                      Note 4.–The Group „A‟ and Group „B‟ employees posted at Delhi are permitted to produce 

certificates of health and age signed by the Medical Board, Delhi. 

                                      Note 5.–A candidate recruited to the P.C.S. (Executive Branch) from Register A-1 

(Tehsildars and Naib-Tehsildars) and Register A-II (Ministerial Government employees) 

should not be required to undergo medical examination if he was medically examined and 

declared fit on appointment to Government Service. 

        3.5. When a Government employee in whom a defect has been noticed by the 

examining surgeon, but which defect is not considered to be a disqualification for 

employment in the particular office or department in which he is serving, is 

subsequently transferred to another office or department the duties of which are of a 

different character, the transfer shall not be regarded as permanent until the Principal 

Medical Officer or Assistant to Civil Surgeon or other medical authority referred to in 

rule, 3.4 has, at the written request of the Head of the new office or department, 

certified either that the defect previously noticed has disappeared or that it does not 

constitute a disqualification for the new duties entrusted to the Government employee. 

        3.5-A. The appointing authority shall have power to require a Government 

employee to appear before a Medical Board to test his physical fitness for the efficient 

discharge of the duties of his post, whenever, it has reason to believe that Government 

employee is not physically fit to carry out his duties satisfactorily. The Government 

employee concerned shall, however, have a right of appeal to an appellate Medical 

Board, against the decision of the first Medical Board. 

                                       (ii)  Age of entry into Government Service. 

         3.6. The age limit for persons to be appointed to the posts and services in 

connection with the affairs of the State of Punjab shall be such as may be specified by 

the Government from time to time. 

          Note.–See rules 5 and 5-A of the Punjab Civil Services (General and Common 

Conditions of Service) Rules, 1994 and rule 5 of the Punjab State (Group „D‟) Service Rules, 

1963.                                                                                                                                         

        3.7. Omitted. 

         3.8. Omitted.     
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                                     (iii) Vaccination and re-vaccination. 

         3.9. Every Government employee shall get himself vaccinated and re-vaccinated 

at any time when so directed by the Government by general or special order. 

WHOLE TIME OF A GOVERNMENT EMPLOYEE AT THE DISPOSAL OF 

GOVERNMENT 

        3.10. Unless in any case it be otherwise distinctly provided, the whole time of a 

Government employee is at the disposal of the Government which pays him and he 

may be employed in any manner required by proper authority, without claim or 

additional remuneration, whether the services required of him are such as would 

ordinarily be remunerated from Union or State revenues, or from the revenues of a 

local fund. 

SUBSTANTIVE APPOINTMENT AND LIEN 

         3.11. Omitted.         

         3.12. (1) A Government employee confirmed on a post acquires a lien on that 

post. If such a Government employee is appointed by direct recruitment or by transfer 

in another department or in a different cadre in the same department, as the case may 

be, he shall give an option to acquire the lien on the post, presently held by him within 

a period of six months after the completion of his probation period, and on exercise of 

such an option, he shall cease to hold the lien on the post in the parent cadre or 

department, as the case may be, from the date he is confirmed against the post 

presently held by him. If such an option is not exercised by him within the aforesaid 

stipulated period, he shall be reverted back to the parent cadre or department, as the 

case may be. 

          (2)  In the case of a temporary Government employee, who is appointed by 

direct recruitment or by transfer in another department or in a different cadre in the 

same department, he shall not be allowed to retain any lien on the post held prior to 

this his new appointment after the expiry of a period of two years from the date of his 

joining against the new post. 

        Note.–If  a Government employee, who is confirmed against a post in  a department, has 

been appointed by direct recruitment or by transfer in another department or in a different 

cadre in the same department and has also completed his probation period, but has not been 

confirmed on the new post upto the date of publication of the Punjab Civil Services            

Rules (First Amendment) Rules, Volume-I, Part-I, 1997, in the Official Gazette, he shall give 

an option to acquire lien on the post presently held by him within a period of six months from  

the date of publication of the said rules. If such an option is not exercised by him within the 

aforesaid stipulated period, he shall cease to hold the lien on the post in the parent cadre or 

post or department, as the case may be, from the date he is confirmed against the new post 

presently held by him. 
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         3.13. Omitted. 

          3.14. Omitted. 

          3.15. A Government employee‟s lien on a post, shall, in no circumstances, be 

terminated, even with his consent, if the result will be to leave him without a lien on 

any post. 

          3.16. Omitted. 

          3.17. (a) Government may transfer a Government employee from one post to 

another; Provided that except– 

 (1)    on account of inefficiency or misbehaviour; or 

 (2)    on his written request;  

a Government employee shall not be transferred substantively to or, except in a case 

covered by rule 4.22, appointed to officiate in a post carrying less pay than the pay of 

the permanent post on which he holds a lien. 

           (b)  Omitted. 

 Note 1.–In cases covered by clause (a) (2) above the Government employee will have 

his initial pay fixed under rule 4.4 and, if necessary, under rule 4.10. 

 Note 2.–Permanent transfer from a higher to a lower scale in anticipation of the 

abolition of a post is not transfer within the meaning of this rule. 

 Note 3.–In cases in which it is desired to give to a Government employee an extension 

of service on the condition that he voluntarily agrees to accept a post in a lower grade, so as 

not to interfere with the legitimate expectations of his juniors to promotion; the only method is 

to create a temporary post. Such a step can only be permitted under most exceptional 

circumstances. It must be regarded as the normal course of events that an extension of service 

involves delay of promotion to juniors and no proposal for the creation of a temporary post to 

satisfy legitimate expectations will be considered unless it has been submitted to the competent 

authority before the extension of service is granted. 

 SUBSCRIPTION TO PROVIDENT FUNDS 

          3.18. A Government employee may be required to subscribe to a provident 

fund, a family pension fund or other similar fund in accordance with such rules as the 

competent authority may by order prescribe. 

  DATE OF RECKONING PAY AND ALLOWANCES 

          3.19.(1) Subject to any exceptions specifically made in these rules, a 

Government employee commences or ceases to be entitled to the pay and allowances 

of  a  post with effect from the  date he assumes or relinquishes charge of the duties of  
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that post, if he assumes or relinquishes charge of those duties in the forenoon of that 

date; otherwise from the following day. 

           Note.–This rule does not apply to cases in which it is the recognised practice to pay a 

Government employee at higher rate for more important duties performed during a part only of 

a day. 

          (2) The date from which a person recruited overseas shall commence to draw 

pay on first appointment shall be determined by the general or special orders of the 

authority by whom he is appointed. 

          3.20. The pay of personnel recruited by Government overseas who receive free 

passages, other than 1st class passages, on their first appointment, should commence 

from the date of embarkation for India: Provided that pay for the period from the date 

of embarkation for India up to the date of joining their posts will be admissible only 

on the condition that they join their appointments without unnecessary delay. The pay 

of personnel who receive first class passages should commence from the date of 

disembarkation in India: unless it is provided otherwise in his agreement or contract, 

or Government specially allow pay from any earlier date in any individual case. When 

they are prevented from proceeding at once from the Port of disembarkation in India 

to take up their appointments, they should be granted leave not due under rule       

8.119 (d), as the circumstances of the case may require. 

        Note.–The phrase “without unnecessary delay” occurring at the end of the first sentence 

of this rule should be interpreted with reference to the joining time rules. This stipulation 

should be regarded as fulfilled if the officer reports for duty within the period allowed by the 

joining time rules with only one day (instead of six days) for preparation at the port of 

disembarkation and any excess over that number of days should be treated as “leave not due”. 

The minimum of the officer‟s time scale of pay (including overseas pay) or if there be no time 

scale but fixed pay, the fixed pay may be treated as his pay for the purpose of calculating half 

pay for the period of “leave not due”. 

          The phrase „without unnecessary delay‟ should be taken as referring only to the delay on 

the part of the officer in reporting himself for duty (either at the headquarters of Government 

or at the actual place of duty, as the case may be) and not delay in actually taking up his duties 

thereafter. 

          3.21. Omitted. 

  CHARGE OF OFFICE 

          3.22.  Except as provided in rules 3.23, 3.24 and 8.25 to 8.33, the charge of an 

office must be made over at its headquarters; both the relieving and relieved 

Government employees being present. 

         Note 1.–Every relieving Government employee is responsible for informing the 

Government employee  to  be relieved, at the earliest possible moment of the date when he will  
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be in a position to receive charge and it is the duty of the Government employee to be relieved 

to be in readiness to deliver charge on that date. 

          Note 2.–When more than one day is occupied in making over charge, the last date 

should be entered in the Charge Report and an explanation should be submitted.         

         3.23. A competent authority may permit the provisions of rule 3.22 to be 

relaxed either as to the place of making over charge or the condition that both 

Government employees shall be present, or both: Provided – 

           (a)   both Government employees must be present unless the transfer or 

assumption of charge does not involve the handing or taking over of 

securities or of moneys other than a permanent advance; 

          (b)   if the Government employee relieved departs before the arrival of his 

relief, his early departure shall not entail a correspondingly early transfer 

from another station of a Government employee to perform his duties ; and 

          (c)   if the Government employee relieving arrives or returns from leave after 

the departure of the Government employee relieved, the delay in his arrival 

or return shall not involve a corresponding delay in the transfer to another 

station of the Government employee who was performing his duties during 

his absence or in the discharge from Government service of a person 

temporarily appointed to it. 

          Explanation:–In deciding whether the absence of a Government employee 

involves the transfer of a Government employee from another station for the purpose 

of the provisos (b) and (c) of this rule, account should be taken only of the substitute 

who takes the place of the absent Government employee, not of all Government 

employees, in the chain of arrangements arising from one Government employee‟s 

absence on leave. 

           Note 1.–For  rules  regarding  the  prefixing  and  affixing  of  holidays  and  vacation to  

joining time and leave see rules 8.26 to 8.33. 

           Note 2.–In cases  involving  transfer  and  charge  of  an  office  elsewhere than its 

headquarters, the exact nature of the reasons should be expressed on the face of the orders for 

the information of the Audit Officer. 

          3.24. On condition that the departing Government employee remains 

responsible for the moneys in his charge, a competent authority may declare that 

proviso (a) under rule 3.23 is not applicable to any particular case. 

    Note.–The handing over of a permanent advance is not a transfer of money, but the 

Government employee going on leave continues to be responsible for the money till the formal 

assumption of charge by his successor. 
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                     CONTINUOUS ABSENCE FROM DUTY 

         3.25. (1) Unless the competent authority in view of the exceptional 

circumstances of the case, otherwise determines, no Government employee shall be 

granted leave of any kind for a continuous period exceeding five years. 

         (2) Where a Government employee does not resume duty after remaining on 

leave for a continuous period of five years, or where a Government 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 the leave 

granted to him, exceeds five years, he shall, unless, the competent authority, in view 

of the exceptional circumstances of the case, otherwise determine, be removed from 

service after following the procedure laid down in the Punjab Civil Services 

(Punishment and Appeal), Rules, 1970. 

                          Note.–This rule does not relate to cases where a Government employee is restrained 

from resuming duty by an order placing him under suspension. Sanction of the competent 

authority in terms of this rule in such a case is not, therefore, necessary. It is essential, 

however, in the interests of Government as well as of the concerned officer that disciplinary 

proceeding against an officer under suspension should be expedited and final orders passed as 

soon as possible.                          

                                                                                     RETIREMENT 

  3.26. (a) Except as otherwise provided in this rule, the date of retirement of a 

Government employee shall be as follows, namely:‒ 

   (i)   fifty-eight years in the case of Group „A‟, „B‟ and „C‟ employees; and 

   (ii)  sixty years in the case of Group „D‟ employees; 

   Provided that if the State Government is of the opinion that it is necessary and 

expedient so to do in public interest, the Service of a Government employee or a class 

of Government employees, may be extended for a period of two years on yearly basis, 

subject, however, to giving an option within a period of three months before the date 

of retirement by the Government employee, who seeks extension: 

   Provided further that a Government employee, who is already on extension, 

shall also give fresh option within a period of one month from the date of publication 

of these rules: 

   Provided further that no Government employee, shall be retained in Service, 

after the completion of his extended period of Service. However under exceptional 

circumstances, if the State Government considers it necessary and expedient so to do 

in public interest, it may extend the Service of a Government employee beyond the 

aforesaid limit, for the reasons to be recorded, in writing. 

 [3.25-3.26] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)  [Chap. III] 
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 (b) Notwithstanding anything contained contrary in these rules or any other 

rules for the time being in force, during the extended period of Service under clause 

(a), the Government employee shall be entitled to pay equal to the pay last drawn by 

him, on attaining the age of fifty-eight years or sixty years including an employee, 

who is already on extension, as the case may be: 

 Provided that the Government employee, whose Service is extended, shall not 

be entitled to, ‒ 

  (i)  promotion; 

 (ii)  the benefit of Assured Career Progression; 

(iii)  an annual increment; and 

(iv)  any revision of pay made by the State Government: 

 Provided further that the pay of the Government employee already on 

extension, who has been given promotion or the benefit of Assured Career 

Progression during the extended period till the issue of this notification, shall be 

protected and he shall be given the retiral benefits on the basis of his protected pay. 

          (c) A member of the Punjab Civil Services (Judicial Branch) or the Superior 

Judicial Service shall be required to retire on attaining the age of sixty years if High 

Court is  satisfied  of  his continued utility  to the judicial system, subject to evaluation 

of his potential by making an objective assessment of his work, conduct and integrity 

and also keeping in view the reputation acquired by him as a Judicial Officer and has 

passed an order in this regard, otherwise the Judicial Officer will retire at the age of 

fifty eight years.  

          Explanation:–The decision to enhance the age of superannuation for the 

officers of the Punjab Civil Services (Judicial Branch) and of Superior Judicial 

Service has been taken in pursuance of decision of the Supreme Court dated the 24th 

August, 1993 in Review Petition No. 249 of 1992 in Writ Petition No. 1022 of 1989 

and shall be applicable in consonance with guidelines laid therein.  

          (d) Notwithstanding anything contained in this rule a Government employee 

whose date of birth falls on any day of month other than the first of that month, shall 

on attaining the age of superannuation determined in accordance with the provision of 

clause (a), (b) or (c) as the case may be, retire on the last day of that month, which 

will be a working day. 

         Explanation.–A Government employee whose date of birth is the first of the 

month shall retire on the afternoon of the last day of the preceding month. 

                              Note 1.– Omitted.                                                    
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                                     Note 2.–Military Officers serving in Civil employ shall cease to be in such employ on  

reaching the age of 58 years. 

         Note 3.–Clauses (a) and (b) of this rule apply to all Government employees to whom 

these rules as a whole apply, whether they be holding temporary or permanent posts 

substantively or in an officiating capacity. When a Government employee holding a permanent 

post substantively is officiating in another post, this rule should be applied according to the 

character of the post in which he is officiating and not according to the character of the 

permanent post held substantively by him. 

           Note 4.–Omitted. 

           Note 5.–Regarding the day of attaining a specified age, see rule 2.5. 

           Note 6.–This rule is applicable to re-employed personnel and the rules in Chapter VII of 

Volume II of these rules are subject to the conditions laid down in this rule.  Rule 7.17 of 

Volume II of these rules, however, from the nature of its concession and conditions puts the    

re-employment of a person in receipt of a superannuation or retiring pension in a special class 

outside this rule and subject to the conditions stated in that rule itself which must be observed 

with every renewal of sanction. 

          3.27. Notwithstanding anything contained in rule 3.26, the date of retirement of 

a Government employee (other than a Group „D‟ employee), who is suffering from 

any of the disabilities viz., blindness or low vision, hearing impairment, locomotor 

disability or cerebral palsy, shall be the date on which he attains the age of 60 years 

instead of 58 years:  

           Provided that whenever an appointing authority has reason to believe that such 

a Government employee is mentally or physically unsuitable to discharge the duties of 

the post held by him, it shall require him to appear before a Civil Surgeon for a 

medical check-up and his continuance in the Government service beyond the age of 

58 years, shall be subject to being declared fit on such medical check-up.           

          Explanation 1.– (i) The term “disabilities” used in this rule shall have the same 

meaning as defined in Persons With Disabilities (Equal Opportunities, Protection of 

Rights and Full Participation) Act, 1995 (Central Act 1 of 1996); and 

          (ii) The expression “a Government employee, who is suffering from any of the 

disabilities” means a Government employee who is suffering from not less than forty 

per cent of any of the disabilities mentioned in this rule as certified by the medical 

authority specified by the Government.  

          Explanation 2.–(i) A Government employee whose date of birth falls on any 

day of month other than the first of that month, shall on attaining the age of 60 years, 

retire on the last day of that month, which will be a working day; and                                        

         (ii)  A Government employee whose date of birth is the first of the month shall 

retire on the afternoon of the last day of the preceding month. 

[3.26-3.27] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)  [Chap. III] 
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   [Chap.  III]  GENERAL CONDITIONS OF SERVICE [Annexure] 

ANNEXURE 
   (Referred to in rule 3.1) 

CANDIDATE‟S STATEMENT AND DECLARATION 

The candidate must make the statement required below prior to his Medical 

Examination and must sign the declaration appended thereto. His attention is specially 

directed to the warning contained in the Note below: – 

1.  State your name  

(in full in block letters) 
 

2. State your age and place of birth  

2A. State your sex: 
(Male/Female/Transgender) 

 

3. (a)   Have you ever had small-pox, 

intermittent or any other fever, 

enlargement or suppuration of 

glands, spitting of blood, 

asthma, heart disease, lung 

disease, fainting attacks, 

rheumatism appendicitis? 

OR 
(b)   any other disease or accident 

requiring confinement to bed 

and medical or surgical 

treatment ? 

 

 

4. When you were last vaccinated?  

5. Have you or any of your near 

relations been afflicted with 

consumption, scrofula, gout, 

asthma, fits, epilepsy, or insanity? 

 

6. Have you suffered from any form of 

nervousness due to overwork or any 

other cause? 

 

7. Have you been examined and 

declared unfit for Government 

service by a Medical 

Officer/Medical Board, within the 

last three years? 
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8 Furnish the following particulars concerning  your family : 

Father‟s age if 

living and state 

of health 

Father‟s age at 

death and cause 

of death 

Number of brothers 

living, their ages 

and state of health 

Number of brothers 

dead, their ages at death 

and cause of death 
  

 

 

 

 

Mother‟s age if 

living and state 

of health 

Mother‟s age at 

death and cause 

of death 

Number of sisters 

living, their ages 

and state of health 

Number of sisters dead, 

their ages at death and 

cause of death 

        

9. Please state whether you have deposited 

the Medical Examination Fee in the 

Government Treasury under head “0210–

Medical and Public Health–80–General–

800–Other Receipts–02–Examination and 

License Fees” according to the status of 

the post against which you have been 

appointed. If so, state the amount and the 

Treasury receipt No. and date. 

  
  
  
  
 

 I declare all the above answers to be, to the best of my belief, true and correct. 

 I also solemnly affirm that I have not received a disability certificate pension on 

account of any disease or other condition. 

           Candidate‟s Signature_____________ 

                                                   Signed in my presence 

                                                    __________________           

                                     

                                                             Signature of Medical Officer  

         Note.–The candidate will be held responsible for the accuracy of the above statement. 

By wilfully suppressing any information he will incur the risk of losing the appointment and, if 

appointed, of forfeiting all claims to Superannuation allowance or gratuity.  

 [Annexure]  THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)  [Chap. III] 
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                                                         CHAPTER IV  

 PAY 

 GENERAL 

                      4.1. (1) Subject to the rules contained in this Chapter, a competent authority 

may fix the pay of a Government employee, but his pay shall not be so increased as to 

exceed the pay sanctioned for his post without the sanction of the authority competent 

to create a post in the same cadre on a rate of pay equal to his pay when increased: 

                   Provided that the Government employee except a member of service of the 

Punjab Civil Service (Judicial Branch), specialist doctors and the employees covered 

under clause (a) of rule 4.4, shall be entitled to receive the fixed monthly emoluments, 

during the period of his probation:  

                   Provided further that when the services of a Government employee, who was 

receiving fixed monthly emoluments during the period of probation are confirmed, the 

period spent on probation by him, shall not be treated to be the time spent on the time 

scale applicable to his post. 

                    Explanation.–The expression “fixed monthly emoluments” means the amount 

drawn monthly by a Government employee equal to the minimum of the pay band of 

the service or post to which he is appointed and shall not include grade pay, special 

pay, annual increment or any other allowance, except travelling allowance drawn with 

reference to the grade pay of the relevant service or post. It shall also not include any 

other emoluments which may be specifically classed as part of pay by the competent 

authority, as provided in rule 2.44(b). 

                   (1A) The provisions of sub-rule (1), shall have effect notwithstanding anything 

inconsistent therewith contained in these rules or other rules for the time being in 

force. 

          (2) Notwithstanding the restriction referred to in or imposed by clause (1) 

above, a competent authority may grant to any Government employee:– 

            (i)   personal pay as defined in clause (a) of rule 2.47, or 

      (ii)   special pay as defined in rule 2.52 or 

      (iii)  both personal pay and special pay. 

          Note 1. Omitted.           

          Note 2.  Omitted. 

          Note 3.– (a)  The  following  principles  should  be  strictly  observed  for  the  grant  of 

personal pay as defined in rule 2.47:– 

          



38 

[4.1-4.4] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)  [Chap. IV] 

           No application for the grant of compensatory personal pay should be entertained 

unless– 

(i) the Government employee‟s service has consistently been of exceptional merit; 

 

(ii) the Government employee is fit for promotion, but there is no normal avenue of 

promotion within his line, and  

(iii) the Government employee has been at least 5 years on the same pay, or if his pay is 

progressive, on the maximum pay of his post and that he must have put in 20 years 

of continuous Government service. 

           (b) The mere fulfilment of the conditions mentioned above should not be regarded as 

securing a personal pay to a Government employee as a matter of course, the purpose of the 

conditions being to enable obviously weak claims to be summarily rejected. 

           (c) Individual cases of Government employees who hold isolated posts which form a 

cadre by themselves in a particular office, will not be covered normally under this rule. 

         4.2. Omitted. 

          4.3. In respect of any period treated as duty under rule 2.16 (b), a Government 

employee may be granted such pay as the competent authority may consider equitable  

but in no case exceeding the pay which the Government employee would have drawn 

had he been on duty other than duty under rule 2.16 (b). 

         Explanation 1. Omitted. 

         Explanation 2. Omitted. 

          Note. Omitted. 

                FIXATION OF INITIAL PAY 

          4.4. The initial substantive pay of a Government employee who is appointed 

substantively to a post on a time-scale of pay is regulated as follows:– 

          (a)    If he holds a lien on a permanent post, other than a tenure post– 

  (i) when appointment to the new post involves the assumption of duties or 

responsibilities of greater importance (as interpreted for the purposes of 

rule 4.13) than these attaching to such permanent post, he will draw as 

initial pay the stage of the time-scale next above his substantive pay in 

respect of the old post; 

      (ii)   when appointment to the new post does not involve such assumption, he 

will draw as initial pay the stage of the time-scale which is equal to his           

substantive pay in respect of the old post, or, if there is no such stage, the 

stage next below that pay plus personal pay equal to the difference; and in 

either case will continue to draw that pay until such time as he would have  
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               received an increment in the time-scale of the old post or for the period 

after which an increment is earned in the time-scale of the new post, 

whichever is less.  But if the minimum of the time-scale of the new post is 

higher than his substantive pay in respect of the old post he will draw that 

minimum as initial pay; 

 (iii)    when appointment to the new post is made on his own request under rule 

3.17 (a) and maximum pay in the time-scale of that post is less than his 

substantive pay in respect of the old post, he will draw that maximum as 

initial pay.       

           Note.  Omitted. 

        (b) If the conditions prescribed in clause (a) are not fulfilled, he will draw as 

initial pay the minimum of the time-scale, on appointment in Government service in 
the case of member of Punjab Civil Service (Judicial Branch), specialist doctors and 

on completion of probation in other cases: 

           Provided both in cases covered by clause (a) and in cases, other than cases of      

re-employment after resignation or removal or dismissal from the public service, 

covered by clause (b), that if he either – 

           (1)   has previously held substantively or officiated in – 

 (i)   the same post, or 

(ii)   a permanent or temporary post on the same time-scale, or  

(iii)  a permanent post other than a tenure post or a temporary post 

(including a post in a body, incorporated or not, which is wholly or 

substantially owned or controlled by the Government) on an identical 

time-scale; or 

       (2)  is appointed substantively to a tenure post on a time-scale identical with 

that of another tenure post which he has previously held substantively or in  

which  he has previously officiated, then the initial pay shall not be less 

than the pay, other than special pay, personal pay or emoluments classed as 

pay by the competent authority under rule 2.44(b), which he drew on the 

last such occasion, and he shall count for increments the period during 

which he drew that pay on such last and any previous occasions for 

increment in the stage of the time-scale equivalent to that pay. If, however, 

the pay last drawn by the Government employee in a temporary post has 

been inflated by the grant of premature increments the pay which he   

would have drawn but for grant  of these increments shall unless otherwise  
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               ordered by the authority competent to create the new post, be taken for the                

purposes of this proviso to be the pay which he last drew  in the temporary                 

post.  

          The service rendered in a post referred to in proviso (1) (iii) shall, on reversion 

to the parent cadre, count towards initial fixation of pay, to the extent and subject to 

the conditions indicated below:– 

            (i)   The Government employee should have been approved for appointment to 

the particular grade/post in which the previous service is to be counted; 

 (ii)   all his seniors, except those regarded as unfit for such appointment, were 

serving in posts carrying the scale of pay in which benefit is to be allowed 

or in higher posts, whether in the department itself or elsewhere, and at 

least one junior was holding a post in the Department carrying the scale of 

pay in which the benefit is to be allowed; and 

  (iii)   the service will count from the date his junior is promoted and the benefit 

will be limited to the period the Government employee would have held 

the post in his parent cadre had he not been appointed to the ex-cadre 

post. 

       The previous service rendered in the same post on identical time scale or a post 

having identical two/three/four tier scales of pay or in which time bound placements 

or grant of higher pay scales are provided as in the new post in  a Government 

Department shall, in addition to the protection of pay actually drawn in the 

corresponding scale under the rule, count his previous service in the cadre of 

transferee Department for the purpose  of Assured Career Progression Scheme as per 

instructions issued by the Punjab Government from time to time. This benefit is 

allowed to the junior employee as a measure personal to him and without creating any 

right for the senior employee to claim equality in pay and pay scale with junior who 

receives higher pay/pay scale due to his previous service and such employee will not 

be entitled to take benefit of his previous service towards seniority. 

          (c) (i) Notwithstanding anything contained in these rules, where a Government 

employee holding a post in a temporary or officiating capacity is promoted or 

appointed in a substantive, temporary or officiating capacity to another post carrying 

duties and responsibilities of greater importance than those attaching to the post held 

by him, his initial pay in the time scale of the higher post shall be fixed at the stage 

next above his pay drawn by him in the lower post provided it is certified by the Head 

of the  Department in which the Government employee was holding the lower post 

that he would have continued to officiate in the lower post but for his 

promotion/appointment to the higher post: 



41 

[Chap.  IV]           PAY             [4.4] 

           Provided that if a Government employee either – 

 (a)   has previously held substantively or officiated in – 

       (i)    the same post, or 

      (ii)    a permanent or temporary post on the same time-scale, of 

 (iii)  a permanent post other than a tenure post, or a temporary post     

(including a post in a body, incorporated or not, which is wholly or 

substantially owned or controlled by the Government) on an 

identical time-scale ; or 

(b)   is appointed substantively to a tenure post on a time-scale identical with 

that of another tenure post which he has previously held substantively or in 

which he has previously officiated ;  

        then proviso to rule 4.4 (b) shall apply in the matter of the initial fixation 

of pay and counting of previous service for increment. 

(ii)  The provisions of sub-rule 2 of rule 4.14 shall also be applicable in any case 

where the initial pay is fixed under this clause.  In cases, where a Government 

employee is, immediately before his promotion or appointment to a higher post, 

drawing pay at the maximum of the time scale of the lower post, his initial pay in the 

time scale of the higher post shall be fixed in the same manner as provided in          

sub-clause (1) above. 

          Explanation.–Reversion to the ordinary cadre of service from a tenure post 

included in that cadre or from a tenure or special post not included in it, does not 

constitute substantive appointment to a post for the purpose of this rule. 

           Note.–For the purposes of rule 4.1 and 4.4, a specialist doctor shall mean a M.B.B.S. 

doctor, who possesses a Post Graduate degree in any medical speciality, or a Post Graduate 

diploma in the specialities of Radiology, Anaesthesia, Paediatrics, Gynaecology and 

Psychology. 

           Note 1.–When a Government employee is appointed to a higher post on the date on 

which his increment in the lower substantive post falls due, his substantive pay for the purpose 

of fixing his initial pay in the higher post shall be inclusive of his increment accruing on that 

date. 

           Note 2.  Omitted. 

           Note 3.–When the next increment in the time-scale of either the new or old post falls 

due, the Government employee should draw the next increment in the time-scale of the new 

post, and forthwith lose the personal pay allowed under clause (a) (ii) of this rule and all 

connections with the time-scale of his old post. The personal pay is given to a Government 

employee only for the purpose of initial pay and not any subsequent stage in the new time-

scale in which the Government employee might draw less pay than he would have drawn had 

he remained in the old time-scale. 
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         Note 4.  Omitted. 

           Note 5.– See also notes 3 and 4 under rule 4.6.      

           Note 6.–Under rule 4.4 and 4.13, it is necessary for the purpose of fixing the initial pay 

of a Government employee transferred from one post to another on a different scale of pay in a 

substantive or officiating capacity, to determine the degree of responsibility attaching to the 

two posts. A declaration as to the relative degree of responsibility shall, therefore, be necessary 

and will be given by the competent authority.  Such declarations will, however, be necessary 

only in cases where there is some doubt as to the relative degree of responsibilities attaching to 

the two posts. 

           Note 7.–The intention underlying the restrictive sub-clause of the proviso to clause (b) 

of this rule is to prevent men, who were given enhanced rates of pay when competition in the 

labour market was keen and qualified men scarce, from carrying the inflated pay with them 

after those conditions had abated to any other posts to which they might be appointed.  

Accordingly this sub-clause applies even in the case of a temporary Government employee 

who is appointed to another temporary post on the abolition of his previous temporary post or 

for other reasons.  In the latter case, however, when the transfer has been made in the interest 

of public service, the restriction in question may be relaxed by the authority competent to 

create the post. 

The word “minimum of the scale” appearing in the restrictive sub-clause of the proviso should 

be taken to mean the minimum of the previous post in which the advance increments were 

granted. 

         Note 8.–It is permissible to post-date the substantive promotion of a Government 

employee to a higher post up to a date when it will be to his benefit to be promoted under the 

operation of this rule.  This date may be selected at the option of the Government employee 

concerned, which must be exercised within six months from the date of order making the 

promotion and when once exercised must be final.  No compensation will be given for any 

consequences which may follow from the exercise of this option.  When the option has been 

exercised, an entry should be made to this effect in the service book of the Government 

employee concerned and attested by the Head of the Office. 

          These orders will apply to promotions in the same class of appointments and not to cases 

where there is complete change in the nature of the appointment and they should be confined 

to departments or establishments divided into grades. 

           For so long as the promotion is deferred under the orders in paragraph 1 above, the 

place in the employee grade will remain vacant, but promotions can be made in the place of the 

Government employee who would have been promoted from the date, the vacancy originally 

occurred as if the promotion had actually taken place on that date.  All that would happen is an 

excess appointment in the lower grade against a vacancy left unfilled in the higher grade and 

this is permissible under rule 7.15 of the Punjab Financial Rules, Volume I. 

           Note 9. Omitted.  
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                               Note 10.–In those cases, where there is some doubt as to the relative degree of duties                     

and responsibilities attaching to the two posts, the same shall be determined by keeping  in  

view the  following factors:– 

(i) the relative degree of duties and responsibilities of two posts shall be determined 

with reference to the entry scale of the post held by an employee. The higher scale or higher 

grade pay granted to an employee on such post under an Assured Career Progression Scheme 

or otherwise, shall not be taken into account; 

          (ii)  a post having the lower minimum of the entry scale of pay or lower grade pay, shall 

generally be considered the lower post as compared to a post carrying higher minimum of time 

scale or higher grade pay; and  

          (iii) where the entry pay scales of both the higher and lower posts are identical, the 

higher and lower posts shall be determined by the Administrative Department in consultation 

with the Department of Finance. 

  FIXATION OF INITIAL PAY UNDER THE REVISED PAY STRUCTURE 

 4.4-A. Subject  to  the  provisions of  rule 4.4, the initial pay of a Government 

employee, who is governed by the revised pay structure, is regulated as follows:– 

  (i) when appointment to the new post involves the assumption of duties or 

responsibilities of greater importance than those attaching to the old post on which he 

holds a lien, his initial pay shall be fixed by granting him the benefit of one increment 

and the grade pay of the new post; 

  (ii) when appointment to the new post does not involve duties and 

responsibilities of greater importance he shall draw as initial pay, which is equal to the 

substantive pay in respect of the old post. However, the higher grade pay, if any 

admissible under this clause shall be absorbed at the time of grant of benefit of 

fixation of pay under an Assured Career Progression Scheme; and  

            (iii) when a Government employee is appointed to a post carrying lower grade 

pay on his own request under rule 3.17(a), his initial pay shall be fixed equal to the 

pay-in-pay band drawn by him in the old post plus the grade pay of the new post. 

However, if the maximum of the pay band in the time scale of lower post is less than 

his substantive pay in respect of the old post, his initial pay shall be fixed equal to the 

maximum of the pay band plus the grade pay of the new post.  

            Explanation.–The expression “revised pay structure” means the pay structure 

consisting of running pay bands and grade pay which came into force with effect from 

the 1
st 

day of January, 2006 under the provisions of the Punjab Civil Services (Revised 

Pay) Rules, 2009. 

             Note.–The pay of the Government employees, who are promoted in the higher grade, 

shall continue to be regulated in accordance with the provisions of rule 11 of the Punjab Civil 

Services (Revised Pay) Rules, 2009.  
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           4.5. The initial substantive pay of a Government employee who is appointed 

substantively to a post on a time-scale of pay which has been reduced for reason other 

than a diminution in the duties or responsibilities attached to posts thereon and who is 

not entitled to draw pay on the time-scale as it stood prior to reduction, is regulated by 

rule 4.4: Provided, in cases, other than cases of re-employment after resignation or 

removal or dismissal from the public service, covered by clause (a) or clause (b) of 

that rule if he either – 

  (1) has previously held substantively or officiated in – 

                (i)   the same post prior to reduction of its time-scale, or 

               (ii)   a permanent or temporary post on the same time-scale  as the unreduced     

time  scale of the post, or 

               (iii)  a permanent post other than a tenure post, or a temporary post, on a 

time-scale of pay identical with the unreduced time scale of the post, 

such temporary post being on the time-scale as a permanent post, or 

(2) is appointed substantively to a tenure post, the time-scale of which has been 

reduced without a diminution in the duties or responsibilities attached to it, and has 

previously held substantively or officiated in another tenure post on a time-scale 

identical with the unreduced time-scale of the tenure post, then the initial pay shall not 

be less than the pay, other than special pay, personal pay or emoluments classed as 

pay by the competent authority under rule 2.44(b), which he would have drawn under 

rule 4.4 on the last such occasion, if the reduced time-scale of pay had been in force 

from the beginning and he shall count for increments the period during which he 

would have drawn that pay on such last and any previous occasion: Provided that 

service rendered on pay at a stage in a time-scale which is less than the minimum of 

the revised scale shall not count for increment in that scale. 

Note 1. Omitted. 

         4.5-A. (1) Notwithstanding anything contained in these rules, the following 

provisions shall govern the pay of a Government employee who is appointed as a 

probationer in another Service or cadre, and subsequently confirmed in that Service or 

cadre – 

          (a) during the period of probation he shall draw pay at the minimum of the    

time-scale or at the probationary stages of the time-scale of the service or post, as the 

case may be: 

   Provided that if the presumptive pay of the permanent post, other than a tenure 

post, on which he holds a lien, should at any time be greater than the pay fixed under 

this clause, he shall draw the presumptive pay of the permanent post; 
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          (b) on confirmation in the service or post after the expiry of the period of 

probation, the pay of the Government employee shall be fixed in the time-scale of the 

Service or post in accordance with the provisions of Rule 4.4. 

          (2) The provisions contained in sub-rule (1) shall apply mutatis mutandis to 

cases of Government employees appointed on probation with definite conditions 

against temporary posts in another Service or cadre where recruitment to permanent 

posts of such Service or cadre is made as probationers, except that in such cases the 

fixation of pay in the manner indicated in clause (b) of sub-rule (1) shall be done 

under Rule 4.14 of these Rules immediately on the expiry of the period of probation 

and on regular officiating appointment to a post, either permanent or temporary in the 

Service or cadre. 

          (3) Notwithstanding anything contained in these rules, a Government employee 

appointed as an apprentice in another Service or cadre shall draw – 

          (a)  during the period of apprenticeship, the stipend or pay prescribed for such 

period provided that if the presumptive pay of the permanent post, other than a tenure 

post, on which he holds a lien, should at any time be greater than the stipend or pay 

fixed under this clause he shall draw the presumptive pay of the permanent post; 

          (b)  on satisfactory completion of the apprenticeship and regular appointment to 

a post in the Service or cadre, the pay as fixed in the time-scale of the Service or post 

under Rule 4.4 or 4.4 (c) or 4.14 of these Rules. 

         4.6. The holder of a post the pay of which is changed shall be treated as if he 

were transferred to a new post on the new pay; subject to such restrictions as the 

competent authority may in each case lay down. 

          Note 1.–This rule applies to an officiating as well as to a substantive holder of a post. 

          Note 2.–If the maximum pay of a post is altered with no change in the rate of increment 

and the minimum, the initial pay of the holder of that post should be fixed under rule               

4.4 (a) (ii) and not under rule 4.4 (a) (i)  even though he may be holding the post substantively.  

See also note 4 below. 

          Note 3.–For the purpose of rules 4.4 and 4.6 a temporary post on a certain rate of pay 

(fixed or time-scale) which is converted into a permanent post on the same or a different rate 

of pay is not the “same post” as the permanent post even though the duties remain the same. In 

other words in view of rule 2.58, the temporary post is to be regarded as having ceased to exist 

and to have been replaced by the permanent post. The incumbent of the temporary post, is thus 

entitled only to the pay of permanent post if it is on a fixed rate of pay or to the minimum pay 

of the time scale of the permanent post if it is on a time-scale unless his case is covered by the 

concession admissible under proviso (i), (ii) and (i), (iii) to rule 4.4.  Consequently, service in a 

temporary post, created on a certain scale of pay when converted into a permanent post on a 

different scale or pay, will not count for increments in the latter scale. 
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          Note 4.–The orders in note 3 above do not refer to cases of transfer from one temporary 

post to another such post or from a temporary post to a permanent post.  Nor do they debar 

service in a temporary post, created as an addition to a cadre, and on the same time-scale, from 

counting towards increments in a permanent post in that cadre even after such a temporary post 

has been abolished. 

                                        INCREMENTS 

         4.7. An increment shall ordinarily be drawn as a matter of course, unless it is 

withheld. An increment may be withheld from a Government employee by a 

competent authority if his conduct has not been good or his work has not been 

satisfactory. In ordering the withholding of an increment, the withholding authority 

shall state the period for which it is withheld, and whether the postponement shall 

have the effect of postponing future increments. 

         Note.–In the case of an officer/official who does not fulfil the basic condition laid down 

in the respective Service Rules regarding the minimum number of years of service, in the 

lower rank and who is promoted to a higher post by invoking an alternative provision in the 

relevant rules specifying the extent of relaxation of the basic condition, referred to above, the 

initial pay in his case would be the minimum of the post to which he is promoted/appointed till 

he fulfils the condition of completing the basic minimum period of service prescribed and the 

first annual increment will be granted after one year of the date of completion of the minimum 

length of qualifying service/experience, necessary for appointment to the service, cadre or the 

post. In other words for the purpose of 1st increment his appointment shall be deemed to have 

started on the date on which he completes the minimum qualifying service/experience, as is 

necessary for appointment to the service, cadre or the post concerned. This restriction will 

however not apply in cases where the officer/official was drawing pay more than the minimum 

of the higher post. In such cases pay shall be fixed in accordance with the provisions of rule 

4.4 of these rules. The first annual increment in such a case also will, however, be granted after 

one year of the date of completion of the minimum length of qualifying service/experience. 

              ASSURED CAREER PROGRESSION SCHEME 

                4.8. A Government employee is entitled to the benefit of fixation of pay under 

the Assured Career Progression Scheme notified by the Government from time to time 

subject to such terms and conditions, as may be specified:                  

                 Provided that grant of benefit of such Scheme, shall also be subject to the 

following general terms and conditions:– 

               (a) a Government employee, who forgoes promotion offered to him, shall not be 

eligible for benefits under the Assured Career Progression Scheme; and 

                 (b) only the Service which counts for seniority and increments in a cadre against 

a post, shall be reckoned for the grant of benefit under the Assured Career 

Progression Scheme.      

 

SUKHJINDER SINGH
Highlight

SUKHJINDER SINGH
Highlight

SUKHJINDER SINGH
Highlight

SUKHJINDER SINGH
Highlight

SUKHJINDER SINGH
Highlight

SUKHJINDER SINGH
Highlight



47 

[Chap. V]  PAY                [4.9] 

              4.9. The following provisions prescribe the conditions on which service counts    

   for increments in a time-scale:– 

(a)  All duty in a post on a time-scale counts for increments in that time-scale: 

provided that, for the purpose of arriving at the date of the next increment in that time-

scale the total of all such periods as do not count for increment in that time-scale shall 

be added to the normal date of increment. 

           Note 1.– See also clause (e) of this rule. 

           Note 2.–In the case of a Government employee who, while officiating in a post, proceeds 

on training or to attend a course of instruction and who is treated as on duty while under 

training, these periods of such duty will count for increment in the post in which he was 

officiating prior to his being sent for training or instruction for which he is allowed the pay of 

the officiating post during such period.           

          Exception 1.–The period of training at Phillaur of probationary Inspectors and 

Sub-Inspectors of Police during which time they draw pay below the minimum rates 

in the time-scale of pay counts towards increments in the time-scales applicable to 

them. 

           Exception 2.–The period of training spent by Probationary Inspectors of Police 

in districts, during which time they draw pay below the minimum rates of the time-

scales applicable to them, counts towards increments in such time-scales. 

         Note 3.–A period of overstayal of leave does not count towards increments in a time-

scale unless under rule 8.121 (b) it is converted into extraordinary leave and under the proviso 

to clause (b) below, the extraordinary leave is specially allowed to count for increments. 

           Note 4.–If a probationer, other than a probationer receiving fixed monthly emoluments,  

is confirmed at the end of a period of probation exceeding twelve months, he is entitled to 

claim retrospectively the increments, which but for his probation he would have received in the 

ordinary course. This provision is applicable only to cases where the normal probationary 

period itself is more than twelve months and not to the type of cases where the normal 

probationary period of a probationer is extended on account of his failure to pass the 

departmental examination within the time limit prescribed for the purpose. In other words, in 

cases where the normal probationary period is itself more than twelve months, on confirmation 

the officer may be given the increments which he would have drawn but for his probation, and 

arrears in this regard may also  be allowed to the  officer. On the other hand, in cases where the 

period of probation is extended on account of failure to pass the departmental examination 

while there is no objection to the pay and increments being regulated on confirmation at the 

end of the extended probationary period on the basis of what the officer would have drawn but 

for his probation no arrears on this account should be allowed to him for the period prior to the 

date of confirmation. This would mean that the increment of the officer is withheld without 

cumulative effect for failure to pass the departmental examination and cannot be considered as 

a penalty within the meaning of Rule 5 of the Punjab Civil Services (Punishment and Appeal) 

Rules, 1970. 
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          (b) (i) Service in another post other than a post carrying less pay referred to in 

clause (a) of rule 3.17, whether in a substantive, or officiating capacity, service on 

deputation out of India and leave except extraordinary leave taken otherwise than on 

medical certificate count for increments in the time-scale applicable to the post on 

which the Government employee holds a lien. 

           (ii) All leave except extraordinary leave taken otherwise than on medical 

certificate and the period of deputation out of India shall count for increment in the 

time-scale applicable to a post in which a Government employee was officiating at the 

time he proceeded on leave or deputation out of India and would have continued to 

officiate but for his proceeding on leave or deputation out of India: 

           Provided that the competent authority may in any case in which it is satisfied 

that the extraordinary leave was taken for any cause beyond the Government 

employee‟s control or for prosecuting higher scientific and technical studies, direct 

that extraordinary leave shall be counted for increments under clause (i) or (ii). 

           Note 1.–The period of annual holidays with wages corresponding to earned leave will 

count towards increments in the case of temporary workmen governed by the Factories Act in 

grades in which the appointing authority will in each case certify that the workman concerned 

would have actually continued to work in that grade, but for his proceeding on leave and the 

period of leave will count for increments only to the extent it is covered by the certificate. A 

permanent workman working in a higher grade in an officiating capacity may also count such 

leave towards increments in that higher post subject to the certificate in the case of temporary 

workmen. 

          Note 2.–In the case of Group „C‟ and Group „D‟ Government employees, whenever the 

requisite certificate under this rule is issued by the Administrative Authority, a very concise 

entry such as “Certificate under rule 4.9 (b) (ii) of the Punjab Civil Services Rules, Volume I, 

Part I issued for the period from ________to _________should be recorded after the entry 

regarding leave in the service book. 

           Note 3.–In the case of Government employees engaged on contract who are governed 

by the leave terms mentioned in appendix 16 in Part II of this Volume, certificate under rule       

4.9(b)(ii) may be dispensed with where such officers are appointed on contract to specific 

posts and proceed on leave from these posts.  

         Note 4.–In the case of officers who are given contracts without specifying any 

particular posts and other contract officers, who, though appointed initially in specific posts, 

are transferred in an officiating capacity to other posts, and who proceed on leave thereafter, 

the certificate under rule 4.9 (b) (ii) will be necessary to count the period of such leave for 

increments in the posts which they hold in an officiating capacity immediately prior to 

proceeding on leave. 

          Note 5.–In the case of a Government employee proceeding on leave, where no 
officiating arrangement is made in the leave vacancy and the Government employee is likely 

to  return  to  the  same post after leave, the certificate that he would have actually continued to  
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officiate in the post but for his proceeding on leave shall be issued by the leave sanctioning 

authority at the time of grant of leave. 

          In all other cases, the certificate shall be issued by the appointing authority.         

         Exception.–The above certificate in respect of all the employees of the Punjab 

Vidhan Sabha should be issued by the Secretary and in respect of the Secretary Punjab 

Vidhan Sabha by the Speaker, Punjab Vidhan Sabha. 

        Note 6.–In the case of temporary/officiating Government employees, a certificate that 

Government employee concerned would have continued to officiate in that post but for his 

proceeding on extraordinary leave is necessary and the period of extraordinary leave would 

count for increment only to the extent covered by the certificate. 

          Note 7.–Quasi permanent Government employees will be treated in the same way as 

permanent Government employee in respect of the specified post in which they have been 

declared quasi-permanent, but in respect of other posts in which they may be officiating the 

certificate of continued officiation as envisaged in clause (b) (ii) would be necessary as in the 

case of temporary Government employees. 

         (c) (i) If a Government employee, while officiating in a post or holding a 

temporary post on a time-scale pay, is appointed to officiate in a higher post or to hold 

a higher temporary post, his officiating or temporary service in the higher post, shall, 

if he is re-appointed to the lower post or is appointed or reappointed to a post on the 

same time scale of pay count for increments in the time-scale applicable to such lower 

post.  The period of officiating service in the higher post which counts for increment 

in the lower is, however, restricted to the period during which the Government 

employee would have officiated in the lower post but for his appointment to the 

higher. 

 This clause applies also to a Government employee who is not actually 

officiating in the lower post, at the time of his appointment to the higher post, but who 

would have so officiated in such lower post or in a post on the same scale of pay had 

he not been appointed to the higher post. 

 (ii) If a Government employee on reversion from an ex-cadre post to the parent 

cadre is appointed to a post on a scale lower than that of the ex-cadre post but not on 

the same time-scale as the post held at the time of his transfer to the ex-cadre post, the 

service rendered on the higher scale in the ex-cadre post shall count for increments in 

the time-scale applicable to the cadre post subject to the conditions as are laid down 

for cases falling under proviso (i) (iii) to Rule 4.4 (b). 

 Note 1.–For the purpose of clause (c) of this rule, the officiating and temporary service 

in higher post will also include the periods or all leave, except extraordinary leave taken 

otherwise  than  on  medical  certificate, provided it is certified by the appointing authority that  
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the Government employee would have actually officiated in the lower post but for proceeding 

on leave while officiating in the higher post. 

         Note 2.–These benefits shall also be extended to State Government employees officiating 

in higher posts or holding higher temporary posts under the Central Government. 

(d)  Foreign service counts for increments in the time-scale applicable to,– 

 (i) the post in Government service on which the Government employee 

concerned holds a lien, and 

(ii)   any post in the parent cadre on a lower scale of pay to which the 

Government employee is appointed on reversion from the ex-cadre post 

subject to the fulfilment of the conditions mentioned in proviso (1) (ii) to 

Rule 4.4 (b). 

(iii)  the post in Government service in which the Government employee was 

officiating immediately before his transfer to foreign service, for so long as  

        he would have continued to officiate in that post or a post on the same 

time-scale but for his going on foreign service. 

  (e) Joining time counts for increment,– 

(i) If it is under clause (a) or clause (c) of Rule 9.1, in the time-scale 

applicable to the post on which a Government employee holds a lien as 

well as in the time-scale applicable to the post, the pay of which is 

received by a Government employee during the period; and  

 (ii) If it is under clause (b) of rule 9.1 in the time-scale applicable to the 

post/posts in which the last day of leave before the commencement of the 

joining time counts for increment. 

          4.9-A. Notwithstanding anything contained in the foregoing rule, the annual 

increments shall be allowed with effect from the first day of the month in which they 

fall due under the normal rules regulating increments. 

           Note 1.–The increment of an employee on leave due on the first day of the month will 

be drawn from the date of resuming his duty on return from leave, because during leave the 

employee gets leave salary only. 

           Note 2.–In cases in which there is postponement due to employees proceeding on leave 

without pay which is not counted for increment, normal increment will be granted from the 

first day of the month in which the postponed increment, as worked-out under the existing 

rules and orders, falls. 

           Note 3.–In a case where the date of appointment of an employee is 19
th

 December, 

1975, he will be given increment on 1
st
 December, 1976 before completing 12 months service.  
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Similarly, when he is promoted to a higher grade on 19
th

 December, 1976 he will get 

increment on 1
st
 December, 1977 before completing 12 months service in officiating grade.              

                                 Note 4.–The periods of service at the same stage count for increment. In regard to the 

point whether increment is to be allowed on the specific date when the employee completes 

one year‟s service at the same stage or on the first day of the month, when by counting those 

broken periods the date of next increment falls on a date later than the first day of the month 

the increment will be payable from the first day of the month in which the next increment falls 

due, after counting the broken periods equal to one year, provided the Government employee 

has also been holding the post from the first day of that month to the date it falls due.  In case 

he is not holding the post on the first day of the month, the increment will be granted from the 

date it falls due. 

         Note 5.–Where the normal increment is withheld for specific period and the period of 

such penalty expires after first day of the month, increment will be granted or restored from the 

date of the penalty ceases. 

           Note 6.–This rule is not applicable to advance or enhanced increments which are 

allowed as a result of passing of certain examinations. Such increments, if possible, will be 

governed by separate rules and orders. 

         4.10. Subject to any general or special orders that may be made by the 

competent authority in this behalf, an authority may grant a premature increment. 

           Note 1.–A proposal to grant an increment in advance of the due date should always be 

scrutinized with special jealousy as it is contrary to the principle of a time-scale of pay to grant 

an increment before it is due.  Such a grant should not be made or advised except in very rare 

circumstances which would justify a personal pay to a Government employee whose pay is 

fixed. 

           Note 2.–The expression “scale of pay” represents the maximum of the scale which is to 

be taken into account for determining the authority competent to sanction increments rather 

than the stage of it. 

           Note 3.–The grant of premature increments to members of the Provincial Civil Medical 

Service is governed by the rules in Appendix XI to the Punjab Medical Manual.       

           Note 4.–In the case of increments granted in advance, it is usually the intention that the 

Government employee should be entitled to increments in the same manner, as if he had 

reached his position in the scale in the ordinary course and in the absence of special orders to 

the contrary he should be placed on exactly the same footing, as regards future increments, as a 

Government employee, who has so risen. 

       TRANSFER FROM A HIGHER TO A LOWER GRADE OR FROM                  

A HIGHER STAGE TO A LOWER STAGE 

         4.11. The authority which orders the transfer of a Government employee as a 

penalty from a higher to a lower grade or post may allow him to draw any pay, not 

exceeding the maximum of the lower grade or post, which it may think proper: 
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Provided that the pay allowed to be drawn by a Government employee under 

this rule shall not exceed the pay which he would have drawn by the operation of rule 

4.5 read with clause (b) or clause (c), as the case may be, of rule 4.9. 

         4.12. (1) If a Government employee is reduced as a measure of penalty to a 

lower stage in his time-scale, the authority, ordering such reduction shall state the 

period for which it shall be effective and whether, on restoration the period of 

reduction shall operate to postpone future increments and, if so, to what extent. 

(2) If a Government employee is reduced as a measure of penalty to a lower 

service, grade or post, or to a lower time-scale, the authority ordering the reduction 

may or may not specify the period for which the reduction shall be effective; but 

where the period is specified, that authority shall also state whether, on restoration, the 

period of reduction shall operate to postpone future increments, and if so, to what 

extent. 

        Note 1.–Having regard to the principle underlying rule 4.12, the question as to whether 

an increment falling due during the period of reduction should or should not be allowed is one 

necessarily to be decided with reference to the exact terms of the order of the punishing 

authority. If the Audit Officer feels any doubt about the intention underlying the orders of the 

punishing authority, he has simply to ascertain it and act accordingly. 

           Note 2.–If the reduction to a lower post or grade is for an unspecified or indefinite 

period, the pay of the Government employee, on re-appointment to the higher   post   or grade 

shall be regulated under the normal rules and not under rule 4.12. 

           Note 3.–(a) Every order passed by the authority imposing on a Government employee 

the penalty of reduction to a lower stage in a time-scale should indicate – 

(i) the date from which it will take effect and the period (in term of years and months) 

for which the penalty shall be operative; 

(ii)  the stage  in  the  time-scale (in terms of rupees)  to  which the Government   

employee is reduced; and 

(iii) the extent (in terms of years and months), if any, to which the period referred to at  

(i) above should operate to postpone future increments. 

It should be noted that reduction to a lower stage in a time-scale is not permissible 

under the rules either for an unspecified period or as a permanent measure.  Also when a 

Government employee is reduced to a particular stage, his pay will remain constant at that 

stage for the entire period of reduction. The period to be specified under (iii) should in no case 

exceed the period specified under (i). 

(b) The question as to what should be the pay of a Government employee on the expiry 

of the period of reduction should be decided as follows:– 

 



53 

  [Chap.  IV]     PAY  [4.12-4.12A] 

           (i)  If, the order of reduction lays down that the period of reduction shall not operate to 

postpone future increments, the Government employee should be allowed the pay 

which he would have drawn in the normal course but for the reduction.  

(ii) If the order specifies that the period of reduction was to operate to postpone future 

increments for any specified period the pay of the Government employee shall be 

fixed in accordance with (i) above but after treating the period for which the 

increments were to be postponed as not counting for increments.  

(c) In order to ensure, that the object underlying Rule 4.12(1) of not allowing 

increments during the period of reduction is achieved, every order passed by a 

competent authority imposing on a Government employee the penalty of reduction 

to a lower stage in a time scale should invariably specify that stage in terms of 

rupees to which the Government employee is reduced as in the following form :– 

                      The ______________has directed that Shri __________ should be reduced to a 

pay of  Rs._________ for a period of _________with effect from ________. 

         4.12-A. Where an order of penalty of withholding of increment of a 

Government employee or his reduction to a lower service, grade or post, or to a lower 

time-scale, or to a lower stage in a time-scale, is set aside or modified by a competent 

authority on appeal or review, the pay of the Government employee shall, 

notwithstanding anything contained in these Rules, be regulated in the following 

manner:– 

(a)  if the said order is set aside, he shall be given, for the period such order has 

been in force, the difference between the pay to which he would have been 

entitled had that order not been made and the pay he had actually drawn; 

(b)  if the said order is modified, the pay shall be regulated as if the order as so 

modified had been made in the first instance.         

         Explanation:–If the pay drawn by a Government employee in respect of any 

period prior to the issue  of the orders of the competent authority under this rule is 

revised, the leave salary and allowances (other than travelling allowance), if any, 

admissible to him during that period shall be revised on the basis of the revised pay. 

          Note.–In respect of cases falling under clause (a) of this rule, service rendered by the 

Government employee in the lower service, grade or post or lower time-scale or lower stage in 

the time-scale or at the stage the increment was withheld, from the date of imposition of such 

penalty by the disciplinary authority to the date on which the order of penalty is set aside by 

the competent appellate or reviewing authority shall count for increment or for other purposes 

in the post which he was holding immediately before the imposition of the penalty provided 

that he would have continued to hold that post but for the order of penalty. In respect of cases 

falling  under  clause (b) of this rule, such service from the date of imposition of the penalty by  
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the disciplinary authority to the date on which the order is modified by the appellate or 

reviewing authority, shall be counted for the purpose of increment or for other purposes in the 

post which he was holding immediately before the imposition of the penalty or any other post 

which he would have held but for the order of penalty, to the extent, the modified order 

permits of such counting. For example, if an officer of a Group „A‟ Service in the higher scale 

of  pay of Rs. 15600-39100+5400 Grade Pay is reduced to a Group „B‟ Service in the pay 

scale of Rs. 10300-34800+4400 Grade Pay, for a period of, say, two years, and if after six 

months, the order is modified by the appellate authority as reduction to the Group „A‟ Service 

in the lower scale of Rs. 10300-34800+5000 Grade Pay, the period of six months shall count 

for increment in the lower scale. If, on the other hand, the order of penalty is modified as 

reduction to a lower stage in the time-scale of Rs. 15600-39100+5400 Grade Pay, for a 

specified period or withholding of increment in that time-scale for a specified period, the 

period that has already elapsed since the date of imposition of the original penalty shall be 

taken into account only for the purpose of computing the specified period of penalty under the 

modified order. 

         Administrative Instruction.–A permanent post vacated by reduction of a 

Government employee to a lower service, grade or post or to a lower time scale, 

should not be filled substantively until the expiry of a period of one year from the date 

of such reduction. 

 Where on the expiry of the period of one year, the permanent post is filled and 

the original incumbent of the post is reinstated thereafter, he should be accommodated 

against any post which may be substantively vacant in the grade to which his previous 

substantive post belonged.  

 

          If there is no such vacant post, he should be accommodated against a 

supernumerary post which should be created in this grade with proper sanction and 

with the stipulation that it would be terminated on the occurrence of the first 

substantive vacancy in that grade. 

PAY OF OFFICIATING GOVERNMENT EMPLOYEES 

         4.13. (1) Subject to the provisions of rules 4.22 to 4.24, a Government employee 

who is appointed to officiate in a post shall not draw pay higher than his substantive 

pay in respect of a permanent post, other than a tenure post, unless the post in which 

he is appointed to officiate is one enumerated in the schedule to this rule or unless the 

officiating appointment involves the assumption of duties and responsibilities of 

greater importance than those attaching to the post, other than a tenure post on which 

he holds a lien:  

          Provided that the competent authority may exempt from the operation of this 

rule, any service which is not organised on a time-scale basis and in which a system of 

acting promotions from grade to grade is in force at the time of the coming into force 

of these rules: 
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           Provided further that the competent authority may specify posts outside the 

ordinary line of a service the holders of which may, notwithstanding the provisions of 

this rule and subject to such conditions as the competent authority may prescribe, be 

given any officiating promotion in the cadre of the service which the authority 

competent to order promotion may decide and may thereupon be granted the same pay 

(whether with or without any special pay, if any, attached to such posts) as they would 

have received if still in the ordinary line. 

         (2) For the purpose of this rule, the officiating appointment shall not be deemed 

to involve the assumption of duties or responsibilities of greater importance if the post 

to which it is made is on the same scale of pay as the permanent post, other than a 

tenure post, on which he holds a lien, or on a scale of pay identical therewith.  

          Note 1.–The words „duties‟ and „responsibilities‟ used in this rule are to be interpreted in 

a wide sense as including besides the works to be performed the general responsibilities and 

liabilities incidental to being member of a particular service.  See also note 7 below rule 4.4. 

          Note 2.–Omitted. 

          Note 3.–With reference to the 2nd proviso in clause (1) of this rule it has been decided 

not to issue a list of the posts of the kind referred to therein, but to deal, on its merits, with each 

case as it arises. In each case so dealt with, adequate safeguards should be laid down so as to 

prevent the tenure of posts outside the ordinary line of a service by unduly senior Government 

employees which might cause undue expense and be in other ways contrary to public interest 

and also to prevent Government employee from receiving the rate of pay attached to selection 

posts which they would have been regarded as unfit to hold if present in the ordinary line. This 

point should be carefully kept in view by the authority recommending a case for the 

declaration by the competent authority. 

                                                   Note 4.– (i) Punjab Government have sanctioned the adoption of the following guiding 

principles for purpose of clarifying the position and for the working of the convention usually 

known as the “next below rule”:– 

  (1)   A Government employee out of his regular line should not suffer by forfeiting 

officiating promotion which he would otherwise have received, had he remained 

in his regular line.  

  (2)   The fortuitous officiating promotion of some one junior to a Government employee 

who is out of the regular line does not in itself give rise to a claim under the next 

below rule. 

  (3)    Before such a claim is established, it should be necessary that all the Government 

employees senior to the Government employee who is out of the regular line have 

been given officiating promotion. 

(4)   It is also necessary that the Government employee next below him should have 

been given promotion, unless in any case the officiating promotion is not given 

because of inefficiency unsuitability or leave. 
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     (5)   In the event of one or more of the three bars mentioned above, of being applicable 

to the Government employee immediately below the Government employee outside 

his regular line, the same Government employee even more junior should have 

received officiating promotion and the Government employees, if any, in between 

that should have been passed over for one of these reasons. 

 (ii) The holders of special (interim) posts such as Secretaryship to a Governor or a State 

Government should be ready to accept loss of officiating promotion in a higher scale or grade 

to higher posts in the ordinary line for short periods, not exceeding three months, in 

consequence of their incumbency of special posts, and that when the stage is reached at which 

their retention involves loss of substantive or lengthy officiating promotions the proper course 

would be to make arrangements to enable them to be released from the special post rather than 

to compensate them for the loss of officiating promotion under the next below rule. 

 

           (iii) In cases where an officer is deprived of officiating promotion to a higher paid post 

owing to it being impracticable for the time being to release him from the special post outside 

the ordinary line no compensation shall be granted in respect of the first three months of his 

retention in the lower paid post unless the conditions of the next below rule as satisfied. 

 

 (iv) In cases where the period for which officiating promotion is lost exceeds three 

months the officer concerned may be granted the pay of the higher paid post for the excess 

period but arrangements should be made wherever possible to avoid depriving officers of 

lengthy period of officiating promotions. 

 

 (v) Save in exceptional circumstances, no officer to whom the next below rule would 

apply should be retained in a lower paid post for more than six months beyond the date on 

which he becomes entitled to officiate continuously in a higher post. 

 

 (vi) The expression “posts outside the ordinary line of a service” in the second proviso 

to rule also includes, besides ex-cadre posts, special posts outside the ordinary line, which are 

borne on the cadre of a service.  Holders of such posts can be given the benefit of a declaration 

under that rule provided that the conditions precedent to the applicant of the next below rule 

are fulfilled in their case. 

 

         (vii) Cases of those holders of posts in the ordinary line, who may suffer loss of 

officiating promotion owing to it being impracticable to release them from their posts, can also 

be dealt with under the second proviso to rule 4.13 if the conditions precedent to the 

application of the next below rule are satisfied in any case. 

 (viii) In the case of officers, who in the public interest have to be deprived of officiating 

promotions whether they are serving outside the ordinary line or in the ordinary line and in 

which case the conditions laid down in the next below rule are not satisfied, the instructions 

contained in clauses (iii) and (iv) above will apply. 

  (ix) The benefit of officiating promotion under the next below rule should be allowed 

subject to the fulfilment of the conditions only against promotions in a cadre in vacancies        

of  more than 90  days  duration. In other  words,  the  initial  vacancy  as  well  as  subsequent  
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vacancies on the basis of which the benefit is to be continued should each be of more than 90 

days duration. The benefit should not be allowed in respect of promotions against a chain of 

vacancies which taken together extend beyond 90 days. 

                    ORDERS OF THE PUNJAB GOVERNMENT 

 In some instances claims have been supported for the protection of more than 

one officer in respect of a single officiating appointment in cases where a consecutive 

series of two or more officers in a cadre are on deputation to posts outside the regular 

line, and the officer next below them is promoted to officiate in a higher post in the 

cadre. In order to eliminate any doubt in the matter, it has been decided by 

Government that one officer and one officer only, namely, the most senior fit officer 

who is not debarred by the conditions prescribed for the application of the rule should 

be allowed the benefit under the “next below” rule. 

 In may happen that the senior most officer serving outside the regular line does 

not require to be protected under the „next below‟ rule by his belonging to one or 

other of the types indicated below:– 

 (i) An officer serving outside the ordinary line holds a post carrying a scale of 

pay identical with that of an administrative post in the ordinary line, and is, 

by virtue of a declaration in terms of the exception below rule 4.13; eligible 

for the pay and incremental benefits of the higher post in the ordinary line. 

(ii)  An officer outside the regular line holds a post (generally temporary) 

carrying better pay than the “identical” scale. 

   In such cases, the protection under the “next below” rule in respect of any 

one vacancy occurring in the regular line may go to the next senior most fit 

officer of the series serving outside the cadre who is not independently 

protected in respect of pay increment or pension by belonging to one or other of 

these types. 

          Note 5.–In the case of ministerial and other establishment in which there are no grades 

the proviso in clause (1) of this rule is intended to cover, where necessary, all cases of the grant 

of officiating allowances from one fixed rate of pay to another without change of duty. 

           Note 6.– (i) It is not intended that the phrase “outside the ordinary line of service” in the 

second proviso to clause (1) of this rule should be rigidly interpreted either as “outside the 

cadre of a service” or as “outside the ordinary time-scale.” The form of words adopted in this 

rule gives discretion to the competent authority in regard to a case where exceptional 

circumstances which could not be foreseen and provided for by rule, might arise.            

           (ii)  The specification of a post under this proviso will enable a Government employee 

to count service in that post for increment in the grade in which he would have officiated, had 

he not been holding the specified post. 
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           Note 7.–The pay of a Government employee officiating in a post the pay of which is 

subject to increase upon the passing of an examination or on the completion of a service is the 

pay which he would, from time to time, receive if he held the post substantively. 

           Note 8.–The pay of a Government employee officiating in a post the pay of which has 

been reduced from the next succession thereto is the reduced pay. 

           Note 9.–It is not the intention behind rule 4.14 under which the title to presumptive pay 

is always subject to the provisions of this rule that the presumptive pay of the post as 

determined by rule 4.4(a) (ii) be allowed as a matter of course. According to rule 4.13, where 

the officiating appointment does not involve the assumption of duties and responsibilities of 

greater importance it is not permissible for the Government employee to draw pay higher than 

his substantive pay (if any) in respect of a permanent post. In other words, while the Punjab 

Civil Services Rules are not prohibitive in respect of officiating promotions in such 

circumstances they, undoubtedly restrict the officiating pay to the substantive pay from time to 

time of the Government employee concerned. 

           The case of a Government employee without a permanent post and, therefore, having no 

substantive pay in respect of such a post, is however, different. Rule 4.13 being inapplicable in 

such cases, he is entitled to have his pay regulated exclusively under rule 4.14 read with rule 

4.4 (b) but to check any extravagance in officiating pay in such cases, it is always open to the 

competent authority to take resort to the provisions of rule 4.16. 

           Note 10. Omitted. 

           Note 11.–A declaration by Government that a particular post involves more important 

duties or duties of a different character justifies the grant of officiating pay to a Government 

employee appointed to the post from another post in the same cadre. 

           Note 12.–Normally no pay higher than the substantive pay is admissible on an 

officiating appointment to a selection grade post which does not involve assumption of duties 

or responsibilities of greater importance except where such a post has been included in the 

Schedule to rule 4.13 of Punjab Civil Services Rules, Volume I, Part I.  It has now been 

decided in relaxation of the provisions of rule 4.13 ibid that – 

          (i)    officiating appointments to the Selection Grade may be permitted in such cases; 

         (ii)   the pay in such cases may be fixed in the Selection Grade under the provisions of 

rule 4.4 (a) (ii) of the Punjab Civil Services Rules, Volume I, Part I, and that         

         (iii)   the benefit of the “Next Below Rule” may be extended in such cases, subject to all 

the conditions of that rule being satisfied. 

         (iv)  Pay of a Government employee, who on the date of his placement in the selection 

grade, was drawing pay, – 

    (i)   at the maximum of the ordinary scale; or 

       (ii)   at the maximum of the ordinary scale plus ex-gratia biennial increment, shall be  
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regulated as follows, namely:– 

(a)   pay shall be fixed at the next stage in the selection grade where pay at the 

maximum of the ordinary scale plus ex-gratia biennial increment, as the case 

may be, has been drawn for one year or more than one year; 

(b)  period of service amounting to less than one year rendered at the maximum 

of the ordinary scale or at the maximum of the ordinary scale plus ex-gratia 

biennial increment, as the case may be, shall be  counted for the purposes of 

increment in the selection grade; and  

(c)   the next increment in the selection grade shall accrue after rendering the 

requisite qualifying service in the selection grade. 

  SCHEDULE 

   District and Sessions Judge, Selection Grade 

          4.14. (1)  Subject to the provisions of Rules 4.13 and 4.16 a Government 

employee who is appointed to officiate in a post shall draw the presumptive pay of 

that post. 

          (2) On an enhancement in the substantive pay, as a result of increment or 

otherwise, the pay of such Government employee shall be re-fixed under sub-rule (1) 

from the date of such enhancement as if he was appointed to officiate in that post on 

that date where such re-fixation is to his advantage. 

          Note 1.–See also notes 7 and 8 below rule 4.13. 

           Note 2.–In the case of a Government employee whose officiating pay on refixation 

under clause (2) of this rule carries his pay above the efficiency bar stage in the time-scale of 

the officiating post, the Government employee concerned should be deemed to have 

automatically crossed the efficiency bar at the time of relaxation of officiating pay and the 

question of application of efficiency bar shall not arise. In the case of a Government employee 

officiating in a post and whose pay had been refixed under clause (2) of this rule, if he is 

confirmed in that post from a retrospective date, the refixation of pay done under clause (2) 

above after the date of his confirmation will have to be revised and consequently over 

payments, if any, should be recovered. 

           Note 3.–In the case of a person proceeding on leave, if the period of leave counts for 

increment in the officiating post under rule 4.9 (b) subject to the fulfilment of the conditions 

and production of the necessary certificates, his officiating pay may be re-fixed under rule 

4.14(2) from the very date of increment or increase in the substantive pay as if he was 

appointed to officiate in that post on that date. The benefit of the increase in officiating pay can 

be had by him only from the date of resumption of duties but his next increment in the 

officiating post will accrue to him from an earlier date in the next year calculated with 

reference to the date of refixation of pay.            

           If, however, the period of leave does not count for increment, in the officiating post, the 

Government  employee  loses  all  connection  with  that  post during that period and he will be  
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entitled to get  his  officiating pay fixed only from the date he returns from leave in which case 

the next increment will fall due only after completion of the prescribed period of duty from the 

date of resuming charge unless he becomes entitled to refixation of  pay under rule 4.14 (2) 

once again from an earlier date. 

           Note 4.–Where the increment of a Government employee in the post in which he is 

officiating has been withheld under rule 4.7 without any reference to the increments that will 

accrue to him in the post held by him substantively, the provisions contained in sub-rule (2) of 

this Rule shall not apply before the date from which the orders withholding the increment 

finally cease to be operative. However, the Government employee may be allowed during the 

period of penalty of withholding of increment, his substantive pay from time to time if the 

same happens to be more than the officiating pay. 

           These provisions shall also apply in respect of a Government employee whose pay in 

the post held by him in an officiating capacity has been withheld at a particular stage or the 

efficiency bar stage of the time-scale of that post for failure to pass a departmental 

examination. 

           Note 5.–The pay of the Government employee who was not actually officiating at the 

time of enhancement of his substantive pay, but would have officiated under the „next below 

rule‟, but for his deputation to some other post/officiating appointment to a still higher post, 

shall be re-fixed under clause (2) above notionally in the post in which he would have 

continued to officiate but for his deputation to some other post/appointment in an officiating 

capacity to a still higher post. As and when the Government employee reverts to that post, 

from deputation/higher post, the actual pay to be given to him on the date of reversion will be 

arrived at with reference to such notional pay. 

         4.15. When a Government employee officiates in a post, the pay of which has 

been fixed at a rate personal to another Government employee, the competent 

authority may permit him to draw pay at any rate not exceeding the rate so fixed or, if 

the rate so fixed be a time-scale, may grant him initial pay not exceeding the lowest 

stage of that time-scale and future increments not exceeding those of the sanctioned 

scale.      

           Note 1.–This rule prescribes the initial rate of pay only. If the pay personally fixed is on 

a time-scale it is not intended that an officiating incumbent should be debarred from drawing 

increments in that time-scale according to the ordinary rules. 

           Note 2.  Omitted. 

          4.16. A competent authority may fix the pay of an officiating Government 

employee at an amount less than that admissible under these rules. 

           Note 1.–One class of cases falling under this rule is that in which a Government 

employee merely holds charge of the current duties and does not perform the full duties of the 

post. 

           Note 2.–When a Government employee is appointed to officiate in a post on a time-

scale of pay but has his pay fixed below the minimum of the time-scale under this rule he must  
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not be treated as having effectually officiated in that post within the meaning of rule 4.4 or 

having rendered duty in it within the meaning of rule 4.9. 

           Such a Government employee, on confirmation, should have his initial pay fixed under 

rule 4.4 (b) and draw the next increment after he has put in duty for the usual period required, 

calculated from the date of his confirmation.          

           Note 3.–The power conferred by this rule is not exercisable save by a special order 

passed in an individual case and on a consideration of the facts of that case. A general order 

purporting to oust universally the operation of rule 4.14 would be ultra vires of this rule. 

Although, the practice of passing ostensibly special order on every individual case would not 

be ultra vires of this rule it would constitute the grossest possible fraud thereon. 

          4.17. A competent authority may issue general or special orders allowing acting 

promotions to be made in the place of Government employees who are treated as on 

duty under rule 2.16 (b). 

         Note.–Acting promotions have been permitted under this rule in place of Government 

employees who are treated as on duty under item 1 (i), of the Schedule to Chapter II. 

                                           PERSONAL PAY 

         4.18. Except when the authority sanctioning it orders otherwise, personal pay 

shall be reduced by any amount by which the recipient‟s pay may be increased,  shall 

cease as soon as his pay is increased by an amount equal to his personal pay. 

         4.19. Omitted. 

PAY OF TEMPORARY POSTS 

         4.20. When a temporary post is created which may have to be filled by a person 

not already in Government service, the pay of the post shall be fixed with reference to 

the minimum that is necessary to secure the services of a person capable of 

discharging efficiently the duties of the post. 

         4.21. When a temporary post is created which will probably be filled by a person 

who is already a Government employee, its pay shall be fixed by the competent 

authority with due regard to – 

 (a)  the character and responsibility of the work to be performed; and 

  (b)  the existing pay of Government employees of a status sufficient to warrant 

their selection for the post. 

        Note 1.–Under these rules, special duty or deputation in India will not be recognised.  A 

temporary post will be created for the performance of that duty.  If the special duty is to be 

undertaken in addition to the ordinary duties of the Government employee then rules 4.20 and 

4.22 will apply. 

          Note 2. Omitted. 
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          Note 3.–(1) Temporary posts may be divided into two categories, viz., posts created to 

perform the ordinary work for which permanent posts already exist in a cadre, the only 

distinction being that the new posts are temporary and not permanent, and isolated posts 

created for the performance of special tasks unconnected with the ordinary work which a 

service is called upon to perform. An example of the latter type of post would be a post on a 

Commission of enquiry. A distinction by strict verbal definition is difficult, but in practice 

there should be little difficulty in applying the distinction in individual cases. The former class 

of posts should be considered to be a temporary addition to the cadre of a service whoever may 

be the individual appointed to the post; while the latter class of temporary posts should be 

considered as unclassified and isolated ex-cadre posts. 

          (2) Temporary posts which by this criterion should be considered as temporary additions 

to the cadre of a service should be created in the time-scale of the service, ordinarily without 

extra remuneration. Incumbents of these posts will, therefore, draw their ordinary time-scale 

pays.  If the posts involved decided increases in work and responsibility in comparison with 

the duties of the parent cadre generally, it may be necessary to sanction special pay in addition. 

Such special pay may only be allowed with the approval of the competent authority.  

         (3) For isolated ex-cadre posts, it may occasionally be desirable to fix consolidated rates 

of pay. Where, however, the post is to be held by members of a service, it will ordinarily be 

preferable to create the post in time-scale of the holder‟s service. The observations contained 

in paragraph 2 above will apply with equal force to the grant of special pay over and above the 

ordinary time-scale. 

COMBINATION OF APPOINTMENTS 

         4.22. The competent authority may appoint one Government employee to hold 

substantively, as a temporary measure or to officiate in, two or more independent 

posts at one time. In such cases, the Government employee shall draw the highest pay 

to which he would be entitled if his appointment to one of the posts stood alone: 

         Provided that the employee must fulfil the requisite qualifications and conditions 

for services for both the posts.          

         4.23. When a Government employee holds charge of the current duties of a post 

after being relieved of those of his substantive post, he officiates in that post. If it is 

not considered that he is entitled to the full officiating pay of the post, his pay may be 

fixed under rule 4.16. This should be done whenever the Government employee is not 

carrying out the full duties of the post. 

         Note.  Omitted.         

         4.24. When a Government employee holds current duty charge of another post, 

in addition to that of his own substantive post, he does not officiate in the former post 

and as such is not entitled to any additional remuneration.   
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 CHAPTER V  

  ADDITIONS TO PAY 

   I–COMPENSATORY ALLOWANCES 

General 

          5.1. Subject to the provisions of rules 5.2 to 5.8 and to the conditions that the 

amount of compensatory allowance is so regulated that it is not on the whole a source 

of profit to the recipient, a competent authority may grant such an allowance to any 

Government employee. 

Unless in this section it be in any case otherwise expressly provided and subject 

to the provisions of rule 4.22 a compensatory allowance attached to a post will be 

drawn in full by the Government employee actually performing the duties of that post 

and will not be drawn in whole or in part by anyone else.  Save as provided by the 

rules in this part, a compensatory allowance attached to a post will cease to be drawn 

by a Government employee when he vacates the post. 

           Note 1.–Compensatory allowances to the personal staff of the Governor (including the 

Military Officers, if any), are regulated by the States Reorganisation (Governor‟s Allowances 

and Privileges) Order, 1957. 

          Note 2. –The grant of  T.A. (which is also a compensatory allowance, vide rule 2.13) is 

regulated by the rules in Volume III of these rules. 

          5.2. In this section – 

        (a)   „Leave‟ means total leave of all kinds, including extra ordinary leave, 

for a period not exceeding 180 days and leave preparatory to 

retirement not  exceeding 300 days, but does not include terminal 

leave. 

            The title to compensatory allowance will remain intact– 

(i) when the original leave not exceeding 180 days is not subsequently 

extended, or if extended, the total does not exceed 180 days, 

throughout the period; 

(ii) when the original or extended leave not exceeding 180 days, referred 

to in sub-clause (i) is subsequently extended and the total period 

exceeds 180 days–up to the date of expiry of the original or extended 

leave not exceeding 180 days or the date of sanction to the first 

subsequent extension which causes the total period of leave to exceed 

180 days, whichever is earlier. 
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 (b)   „Temporary Transfer‟ means a transfer to duty in another station which is 

expressed to be for a period not exceeding 90 days. For the purpose of this 

section it includes deputation. Subject to the limit of 90 days, the title to 

compensatory allowance, if the temporary duty is subsequently extended 

beyond 90 days in all, will remain intact upto the date of the orders of 

extension. 

Note 1.–Unless in any case it be otherwise expressly provided in these rules, joining 

time may be added to the period of 90 days provided in this rule. 

Note 2.–When vacation is combined with leave, the entire period of vacation and leave 

should be taken as one spell of leave for the purpose of clause (a) of this rule. 

Note 3.–Omitted. 

           Compensatory allowances, other than a house-rent allowance.  

5.3. An allowance granted owing to the expensiveness of living, other than a 

house-rent allowance, may be drawn– 

(a)  during „leave‟ at the same rate at which the employee was drawing before 

proceeding on leave without the production of a certificate prescribed in 

sub-clause (ii) ; 

(aa)  during leave exceeding 180 days, but not exceeding 240 days– 

(i) in case the employee suffers from T.B., Cancer or other ailments and 

furnishes a medical certificate in the form prescribed under rule 8.13. 

The question whether the allowance may be paid to an employee 

suffering from T.B., Cancer or other ailments during leave, on medical 

certificate exceeding 240 days will be decided on merit by the 

Administrative Department concerned in consultation with the 

Department of Finance ; and 

(ii)   in case the employee certifies that he or his family or both resided for 

the period for which allowance is claimed at the station from which he 

proceeded on leave or at another station he will be entitled to similar 

allowance. 

Where an employee does not join duty after the expiry of leave, whether on 

medical grounds or otherwise and resigns, he shall not be eligible for the allowance 

for the entire period of such leave and the allowance sanctioned earlier will be 

recovered before the resignation is accepted : Provided that in case of an employee 

who is  granted leave but does not join duty after expiry of such leave,  owing to death 
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or invalidity during such leave, the recovery of allowance sanctioned earlier will not 

be effected. 

           Note 1.–The provisions of this clause do not apply to the case of industrial or other 

employees whose leave terms are governed by special orders and not by the Revised Leave 

Rules. In such cases, the compensatory allowance should be granted only during holidays or 

leave with pay. For this purpose, a weekly holiday, where admissible, will be treated as a 

holiday with pay except when it forms a part of spell of leave without pay or holiday without 

pay. 

           Note 2. Omitted. 

(b)   during temporary transfer, if – 

 (i) the authority sanctioning the transfer certifies that the Government 

employee is likely on the expiry of the temporary duty to return to the 

station from which he is transferred ; 

  (ii)   the Government employee draws no allowance of the same kind in the  

post to which he is transferred ; and 

(iii)  the Government employee certifies that he kept his family, for the 

period for which the allowance is claimed, at the station from which he 

proceeded on transfer. 

5.4. Omitted. 

                               HOUSE RENT ALLOWANCE 

          5.5. (1) A house rent allowance may be drawn by a Government employee 

during leave or transfer in the circumstances specified in clause (a) or (b) of rule 5.3.   

 (2) The eligibility for the grant of the House Rent Allowance to a Government 

employee, shall be determined with reference to his place of posting. 

 (3) A Government employee shall, ordinarily, be required to reside within a 

radius of twenty-five kilometres from the headquarters. However, a competent 

authority may permit a Government employee to reside at a place beyond twenty-five 

kilometres from the headquarters:  

 Provided that the Government employee attends to his duties punctually and 

without detriment to his efficiency. 

(4) Where a Government employee entitled to rent-free accommodation under 

rule 5.35, is not provided with such accommodation, he shall be entitled to draw an 

additional house rent allowance at the rate of five percent of his emoluments subject to   
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the condition that he resides in a rented house within a radius of three kilometres from 

the place of duty. 

   Clarification: The house-rent allowance being a compensatory allowance may 

be allowed to be drawn by a Government employee under suspension like other 

compensatory allowances, subject to the conditions laid down in rule 7.2 (b), being 

satisfied. In the case of an employee whose period of suspension is treated as having 

been spent on leave, the grant of house-rent allowance will be regulated under the 

relevant provisions of rules 5.3 to 5.9 as in the case of other compensatory allowances. 

   Note 1.–The competent authority to permit residence of a Government employee 

beyond twenty-five kilometers of his headquarters, shall be the same as defined in the entries 

against Serial No. 2 of the Table below rule 15.1. 

Note 2.–A Government employee who, on transfer, has been permitted to retain 

Government accommodation at the old station will be eligible for house-rent allowance, in 

respect of the new station, if otherwise admissible, without regard to the fact whether he has 

been permitted to retain the Government accommodation at old station on payment of normal 

rent or penal rent. 

 Note 3.–The word “emoluments”, in this rule has the same meaning as defined in rule 

5.33.                                  

      CONVEYANCE ALLOWANCE 

5.6. An allowance granted on condition that a conveyance is maintained, may 

be drawn during leave, if – 

(i)  the authority sanctioning the leave certifies that the Government employee 

is likely, on the expiry of the leave, to return to the post from which he 

proceeds on leave, or to be appointed to a post in which the possession of 

the conveyance will be advantageous from the point of view of his 

efficiency; and  

(ii) the Government employee certifies that he continued to maintain the 

conveyance and that he spent the amount claimed on its upkeep during the 

period for which the claim is submitted, 

For periods of temporary duty, it can only be drawn with the sanction of 

competent authority. 

           Note 1.–See note 1 below rule 5.3. 

           Notes 2, 3 and 4 Omitted. 

           Note 5.–When a conveyance allowance of a Government employee has been reduced 

during leave by the competent authority under this rule and the Government employee is 

transferred immediately  on  the  expiry  of  leave to  another post carrying a similar  allowance  
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then during joining time the allowance shall be granted at the rate at which it was drawn during 

leave. 

 5.7. A conveyance allowance to which the obligation of maintaining a 

conveyance is not attached is not admissible during leave or temporary transfer. 

OTHER COMPENSATORY ALLOWANCES 

5.8. A compensatory allowance other than an allowance for the regulation of 

which provision is made in any of the rules 5.3 to 5.7 may be drawn during leave or 

temporary transfer if – 

(a)  the authority sanctioning the leave or transfer certifies that the Government 

employee is likely on the expiry of the leave or temporary transfer, to return 

to the post to which the allowance is attached or to another post carrying a 

similar allowance; and  

(b)  the Government employee certifies that he continued, for the period for 

which the allowance is claimed, to incur the whole or a considerable part of 

the expenditure for which the allowance was granted. 

    Note 1.–See note 1 below rule 5.3. 

   Note 2.–With reference to clause (b) of this rule, a Government employee, who desires 

to avail himself of the benefit of the rule, should submit his claim with a statement of the 

relevant expenses to the authority sanctioning the leave or transfer.  That authority should then 

decide, having regard to the provisions of rule 5.1 and 5.2 how much of the allowance should 

be drawn and communicate his decision to the Accountant-General with a copy of the 

statement of expenses referred to above. The copy of the statement of expenses may be sent to 

the Accountant-General, in a confidential cover, if this is considered desirable. It will then be 

open to the Accountant-General, either to accept the decisions or to challenge such of them as 

reveal any manifest breach of the canons of financial propriety.–vide P.F.R. 2.10.The 

provisions of this rule do not apply to Government employees in receipt of the compensatory 

local allowance sanctioned for Amritsar in whose case the provisions of clause (b) of the rule 

will be applicable. In regard to the drawal of similar and other hill compensatory allowances 

during leave, it will suffice if it is certified by the Government employee concerned that he or 

his family or both resided at the hill station concerned for the period for which the allowance is 

claimed. 

              COMPENSATORY ALLOWANCE DURING JOINING TIME 

   5.9. A Government employee on joining time under rule 9.1 (b), if he is entitled 

to tentage while holding his old post and tentage is also attached to his new post, may 

draw tentage during joining time at the lower of the two rates. 
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If the Government employee in his old post drew a compensatory allowance granted 

on account of special expensiveness of living and the transfer is to another post 

carrying a similar allowance, he may draw the compensatory allowance during joining 

time under clauses (a) and (b) of rule 9.1: Provided that if the rates differ in the two 

posts, he may draw the lower rate only. 

   5.10 to 5.12.  Omitted. 

    II – RENT OF GOVERNMENT RESIDENCES 

GENERAL 

   5.13. The following rules govern the allotment to Government employees for 

use by them as residences of such buildings owned or leased by Government or such 

portions thereof as may be made available for the purpose. 

           Note.–When a Government employee of a government, other than the Punjab 

Government, occupies by official arrangement a residence provided by the Punjab Government 

or vice versa, rent shall be recoverable from the Government employee in accordance with the 

rules in Appendix 4 to the Punjab Financial Rules.  

   5.14. Nothing contained in these rules shall so operate as to require payment of 

rent, for the occupation of residences supplied by Government, by those Government 

employees who have been exempted from such payment under the provisions of law 

or to affect the amount of rent or charges payable by those Government employees in 

whose case the amount so payable is prescribed by law for the time being in force. 

Capital Cost of Buildings and Assessment of rents 

(i) Capital Cost of a Residence. 

5.15. For the purpose of the assessment of rent, the capital cost of a residence 

owned by Government shall include the cost or value of sanitary, water-supply and 

electric installations and fittings, but exclude the cost or value of the site (including 

expenditure on its preparation); and shall be either – 

(a)  the cost of acquiring or constructing the residence and any capital 

expenditure incurred after acquisition or construction; or when this is not 

known, 

(b)  the present value of the residence: 

           Provided that, where it is so directed by general or special order, the value of 

the site and the cost of its preparation shall be included in the capital cost, and the cost 

of sanitary, water-supply and electric installations may be excluded. If the cost of 

sanitary, water-supply and electric installations is ordered to be excluded rent for such 

installations shall be levied at the rates specified under rule 5.23 (d).  
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           Note 1.– For cases in which the above proviso will apply, see paragraph 3.27, Punjab 

Public Works Department Code, 2nd Edition. 

           Note 2.–The cost of restoration or special repairs shall not be added to capital cost or 

present value unless such restoration or repairs add to accommodation or involve replacement 

of the existing type of work by work of a more expensive character. 

   5.16. For the purpose of rule 5.15– 

(i)   expenditure incurred on works such as– 

(a)  raising, levelling and dressing sites; 

(b)  construction of revetments and retaining walls, unless when incurred 

in connection with the provision of a tennis court; 

(c)  storm-water drains; and 

(d)  boundary pillars; 

shall be considered as expenditure on preparation of a site; and 

(ii)  expenditure incurred on works such as – 

(a)  compound walls, fences and gates; 

(b)  approach roads, culverts and paths within the compound; 

shall be included in the capital cost of the residence for the purpose of assessment of 

standard rent. 

   5.17. When the present value of a residence and of the site on which it stands is 

unknown,–vide clause (b) of rule 5.15, the value of the residence and of the site shall 

be estimated separately by the Divisional Officer, who shall, if the estimated value of 

either does not exceed an amount to be specified by the Government, submit the 

estimate to the Superintending Engineer who shall determine the present value.  If the 

Divisional Officer‟s estimate of either the site or the residence exceeds the amount so 

specified, he shall submit it to the Superintending Engineer, who shall forward it to 

the Chief Engineer, who shall determine the value of the residence and of the site. The 

Divisional Officer‟s estimate shall, in both cases be accompanied by a report of the 

Chief Civil Officer of the district in regard to the value of the land and also the value 

of the building with reference to the market value of similar building in the vicinity. 

   5.18. A competent authority may, for reasons which should be recorded, 

authorise a revaluation of all residences of a specified class or classes within a 

specified area to be conducted under rule 5.17 above, and may revise the capital cost 

of any or all such residences on the basis of such revaluation. 
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   Note.–The intention of this rule is to authorise revaluation of a residence or residences 

in accordance with rule 5.17 even when the factors specified in clause (a) of rule 5.15 are 

known. 

   5.19. The capital cost, howsoever calculated, shall not take into consideration 

(1) any charges on account of establishment and tools and plant, other than such as 

were actually charged direct to the work in cases in which the residence was 

constructed by Government, or (2) in other cases, the estimated amount of such 

charges. 

   Note.–Full departmental charges should be levied in cases referred to in note (1) below 

rule 5.15.  

  5.20. Renewals of a building or of its subsidiary works, such as out-houses, 

roads, drains, culverts, etc., or new construction such as retaining walls, necessitated 

by the occurrence of fire, flood, earthquake, abnormal storm or other calamity will be 

chargeable to the capital cost, but on completion a competent authority will decide 

what amount should be written off the original capital cost. When a portion of a 

building required to be dismantled to make room for alterations and additions, the 

capital value of the dismantled portion should be dealt with under the rules in the 

Public Works Department Code applying to buildings generally. 

 

  5.21. A competent authority may, for reasons which should be recorded, write 

off a specified portion of the capital cost of a residence – 

(1)  When a portion of the residence must be set aside, by the Government 

employee to whom the residence is allotted, for the reception of official and 

non-official visitors visiting him on business; or 

(2)  When it is satisfied that the capital cost, as determined under the above 

rules, would be greatly in excess of the proper value of the accommodation 

provided. 

           Note.–See also rule 5.39. 

   5.22. In assessing the cost or value of the sanitary, water supply and 

electric installations and fittings (vide rule 5.15), the following shall be 
regarded as comprising the installations and fittings: – 

Electric Supply 

(1)    Wiring, including the supply line from the main and all connected     

apparatus such as fuse boxes and switches. 

(2)     Fixed lamps (bracket and pendant) including shades, holders but 

excluding shades and bulbs. 
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          (3)   Walls plugs of table lamps, table fans, and electric and water heaters. 

  (4)    Fan points (excluding ceiling fans and regulators). 

          (5)    Lightning interceptors. 

          (6)    Metres when supplied by Government. 

           Sanitary and water-supply 

          (1)    Pipe, including service pipe from the main; 

(2)    Apparatus for hot water supply; 

(3)    Cistern, taps and other necessary equipment; 

(4)    Baths, basins, and lavatory fittings; 

(5)    Metres when provided at the cost of Government; 

  (6)    Drains, including the main connection with the sewer; and all connected   

           apparatus such as gulleys, channels, traps and vent pipe for the disposal of    

           house wastes and sewage. 

            Note 1.–The  inclusion  of  these  articles  in  this  rule  does  not  bind  Government  to 

provide all or any of them in a residence. 

            Note 2.–When table lamps, table fans or other electrical appliances not included under 

“Electric Supply” above, have already been supplied, the cost should be included in the capital 

cost of the residence, but on their becoming unserviceable they should not be replaced, the 

capital cost of the residence being reduced accordingly. 

   (ii)  Standard Rent 

   5.23.  The standard rent of a residence shall be calculated as follows:– 

(a)    In the case of leased residences the standard rent shall be the sum paid to 

the lessor plus an allowance for meeting during the period of lease the 

probable cost of charges for – 

(i) both ordinary and special maintenance and repairs of the residence as 

may be a charge on Government including maintenance and repairs of 

any additional work done at Government expense; 

(ii)  capital expenditure on additions and alternations as may be a charge  

on Government; 

                   (iii)  interest on capital expenditure referred to in (ii) above; and 

       (iv) the rates or taxes in the nature of house or property tax, if any,   

payable under any law or custom by the owner to a municipality or 

other local body (but not recoverable from the Government employee 

to whom the residence is allotted). 
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The allowances for meeting such capital expenditure on additions and 

alterations as may be a charge on Government and the interest and 

depreciation in connection therewith, shall be as laid down in paragraph 

3.22 (3) of the Punjab Public Works Department Code (Second Edition). 

  (b)  In the case of residence owned by Government the standard rent shall be 

calculated on the capital cost of the residence, and shall be either – 

       (i) a percentage of such capital cost equal to such rate of interest as 

may from time to time be fixed by competent authority plus an 

addition for municipal and other taxes in the nature of house or 

property tax in respect of the residence payable by Government and 

for both ordinary and special maintenance and repairs, such addition 

being determined under rule 5.28; or 

       (ii)  Seven and half per cent per annum of such capital cost, whichever is 

less.  The restriction of seven and a half per cent per annum shall not 

apply in the case of residences the capital cost of which is calculated 

under the proviso to rule 5.15. 

           (c) In both cases mentioned in clauses (a) and (b) above standard rent shall be 

expressed as standard for a calendar month and shall be equal to one-twelfth of the 

annual rent as calculated above subject to the proviso that, in special localities or in 

respect of special classes of residences, a competent authority may fix a standard rent 

to cover a period greater than one month, but not greater than one year. Where a 

competent authority takes action under this proviso standard rent so fixed shall not be 

a larger proportion of the annual rent than the proportion which the period of 

occupation as prescribed under rule 5.48 below bears to one year. 

(d) When sanitary, water-supply and electric installations as defined in rule 5.22 

are not included in the capital cost of residence rent shall be assessed on the capital 

value of such installations at the following percentages: – 

 Interest Maintenance Depreciation 

Sanitary Installations  
 

   As per    

   sub-rule  

   (b)(ii) of                   

   this rule.        

6½ percent 

(ordinary 5 per 

cent and special 

1½ per cent) 

  

  ….     

Water Supply installations   
 

Electric Installations Ditto 4 percent 5 percent 

         Note 1.–Municipal taxes which by local rule or custom are levied on the occupant will 

be payable by the occupant in addition to the rent payable to Government under these rules. 
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    Note 2.─ See also rule 5.40 infra. 

    Note 3.─For the purpose of clauses (a) and (b) above, the additions for both ordinary 

and special maintenance and repairs shall not include anything for the establishment and tools 

and plant charges, except to the extent allowed under rule 5.19, above. Full departmental 

charges should, however, be levied in cases referred to in note (1) below rule 5.15. 

    5.24. (a) When the standard rent of a residence has been calculated, minor 

additions and alterations may be made without the rent of the residence being 

increased subject to the following conditions:– 

          (i)  the total cost of such additions and alterations shall not exceed 5 per cent of 

the capital cost on which the standard rent was last calculated ; and 

         (ii)  such additions and alterations shall be made within five years after the last  

calculation on the standard rent. 

 (b) When by reasons of additions and alterations, the capital cost of a residence 

exceeds by more than 5 per cent the capital cost on which the standard rent was last 

calculated, the standard rent shall be recalculated with effect from the 1
st
 of April, next 

following or from the date upon which a new tenant becomes liable for the payment of 

rent whichever is earlier. 

          (c) Subject to the provisions of clause (b) the standard rent of a residence shall 

be recalculated on the expiry of five years from the date of last calculations and the 

recalculations shall take effect from the 1
st
 of April next following or from such other 

date as the competent authority may direct. 

 (d) When the portion of a capital cost of a residence is written off under the 

orders of a competent authority the rent should be recalculated forthwith. 

          Note 1.– It is the duty of the Executive Engineer to give timely notice to the tenant 

concerned of the increase in rent. Omission, however, on his part to give such intimation in 

any case will not constitute a reason for the enhancement of rent taking effect from a date later 

than that on which it is due under the above rule. 

    Note 2.–In the case of substantial additions or alterations to a residential building, 

pending sanction of the revised standard rent by the competent authority, its rent should be 

provisionally fixed so as to allow an adequate margin to cover rent in respect of the estimated 

expenditure of such additions or alterations and unforeseen charges, and recovery of rent from 

the tenant should be effected at that rate. If the provisional rent is more than the revised 

standard rent, the amount recovered in excess shall be refunded to the tenant. 

    Note 3.–The rental value, viz. Standard-Rent, Market-Rent and Economic-Rent of the 

Government owned property (Buildings etc.) and those of Government employees who live in 

their self-owned houses or houses owned by their parents or children and are claiming House- 
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Rent-Allowance therefor may be re-assessed after an interval of every 5 years.  If an employee  

becomes  entitled  to  claim  higher  rent  of  his  property and  consequential gain in House-

Rent Allowance as a result of the general appreciation in the market value of properties or due 

to inflation; he will also draw proportionately less House-Rent, resulting thereby in reduction 

of House-Rent-Allowance, should there be a depression in the general market due to economic 

or other causes. 

   5.25. If a building is actually occupied prior to the closing of the accounts of 

expenditure on its construction, acquisition or equipment, rent is nevertheless 

chargeable from the date of occupation and should be fixed provisionally with the 

sanction of the competent authority. The rent, thus fixed provisionally while the 

accounts are open, is subject to revision with retrospective effect when they are closed 

and no remission of rent on this account can be made save with the sanction of the 

competent authority. 

   Note.–The provisions of note 2 below rule 5.24 also apply mutatis mutandis to newly 

constructed buildings.   

    5.26.   Omitted. 

   5.27. The average annual cost of maintenance and repairs will consist of two 

parts-special and ordinary charges as explained below: – 

 (i) Special charges will be those incurred in the renewal of floors of roofs or on 

other special repairs or replacements occurring at long intervals. Provisions 

for such charges should be made in the form of percentages on the capital 

cost of each building.  These percentages will vary for different classes of 

buildings and are laid down in rule 5.28. When repairs are necessitated by 

the occurrence of fire, flood, earthquake, abnormal storm or other calamity, 

the cost of such special repairs should be shown separately in the Capital 

and the Revenue Accounts under Revenue Charges during the year, and 

should not be included in the total charges or taken into account as a basis 

for the revision of the rent. 

(ii)  Ordinary charges will include the cost of ordinary annual repairs together 

with a proportional share of the expenditure that may be required 

quardrennially or at other short intervals. The amount of these charges as 

regards buildings constructed or acquired by the Irrigation Branch is 

estimated as laid down in rule 5.28.  For buildings constructed or acquired 

by the Buildings and Roads Branch these will be estimated within the limits 

laid down in rule 5.28 by the Executive Engineer of the Division and 

approved by the Superintending Engineer. 

Note.– See also rule 5.20.   
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   5.28. The following percentages of cost will be assessed on account of ordinary 

and special repairs in calculating the standard rent under rule 5.23 (b) (i) :– 

   (1) When acquired or constructed through the agency of the Public Works 

Department, Irrigation Branch– 

 

Class of  

buildings 
  

 

Description 
  

 

Assessable percentage on the 

Capital cost of the Building 

Excluding value of site 

Special repair. Ordinary 

repairs. 

A Those in good order built by the 

Works Department in a semi-

permanent style, i.e. with pucca 

foundation Kutcha-pucca outside 

walls, lime pointed pucca parapets 

and chimneys terraced jack arch or 

wooden karri roofs over steel 

girders. 

½ 1½ 

B Those of a similar style of 

construction but not in good 

condition either built by the Public 

Works Department or purchased 

from private individuals and added 

to and altered after purchase. 

¾ 2 

C 

 

 

 

Temporary buildings i.e. those with 

walls of mud masonary with a roof 

of thatch or tiles or wooden karries. 

 

           1 
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   (2) When acquired or constructed through the agency of the Public Works 

Department, Buildings and Roads Branch – 

 
Class of 

Buildings 
  

 
Description 

  

Assessable Percentage on 

the Capital cost of the 

Building Excluding value 

of site 

Special 

repairs. 
Ordinary 

repairs. 

A Those in good order built by the Public 

Works Department in a semi-permanent 

style i.e. with pucca foundation Kutcha-

pucca outside walls, lime pointed 

parapets and chimneys terraced jack arch 

or wooden Karri roof over girders. 

½ 1 to 3 

B Those of a similar style of constructions, 

but not in good conditions, either built 

by the Public Works Department or 

purchased from private individuals and 

added to or altered after purchase. 

¾ 3 to 5 

C Temporary buildings, i.e., those with 

walls of mud masonry with thatched or 

tiled roof. 
1¼ 5 to 7 

   (3) A charge of 4½ per cent of the capital cost will be made in addition to the 

above to cover the maintenance of water-supply, sanitary and electric installations, 

where such exist. 

    Note.–With reference to the minimum and maximum rates fixed above for annual 

ordinary repairs Superintending Engineers of the Public Works Department, Buildings and 

Roads Branch, should arrange to communicate to the Accountant-General such percentages as 

are actually applied in fixing the standard rent in each individual case, so that the rents fixed 

may be susceptible of scrutiny. 

           (c) Conditions of Tenancy and Rent payable by Government employees. 

5.29. When Government supplies a Government employee with a residence 

leased or owned by it, the following conditions shall be observed: – 

(a)  the scale of accommodation supplied shall not, except at the Government 

employee‟s own request exceed that which is appropriate to the status of 

the occupant;  
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(b)  unless otherwise expressly provided in these rules, he shall, except where 

the residence meant for one  Government employee is shared by more than 

one Government employee, pay– 

(i)    rent calculated at the rate of five per cent of his monthly emoluments; and 

(ii)   municipal and other taxes payable by Government in respect of the 

residence not being in the nature of house or property tax. 

    Note 1.–Government  employees  who  have  been  allotted  (without their having asked 

for such allotment) accommodation of a lower category that to which they were entitled and if 

that accommodation carries standard rent less than five per cent of their emoluments shall be 

charged only standard rent for that accommodation. This note shall not apply in a case where a 

Government employee has himself asked for an accommodation of a lower category than to 

which he was entitled. 

   Note 2.– Shared accommodation has been categorised as follows: – 

       (a)     where the portions do not have independent amenities like kitchen, bath room 

and lavatory, etc., as in the case of sharing being done at Chandigarh; and  

         (b)     where a big residential building has been converted into independent portions   

provided with essential amenities like bath room, lavatory and kitchen etc.  

  Note 3.–In cases falling under category (a) of Note 2 above, – 

(1)  at Chandigarh , where accommodation is shared by – 

      (i)  two Government employees, each Government employee shall  be charged  

rent at the rate of 2 ½
 
per cent of his monthly emoluments; and 

(ii) Three Government employees, each Government employee shall be charged 

rent at the rate of 1⅔ per cent of his monthly emoluments. 

(2)  at places other than Chandigarh, where the accommodation can be equally shared 

by two or three Government employees the principle of charging rent applicable 

in Chandigarh shall apply and where accommodation cannot be equally shared 

the rent shall be charged proportionately to the accommodation shared. 

   Note 4.–In cases falling under category (b) of Note 2 above, the residential    

accommodation shall be allotted to suitable category of Government employees according to 

norm of cost and space (to be calculated on the basis of Chandigarh norm and rates) and 

Government employees shall be liable to pay five per cent of their emoluments irrespective of 

the Standard rent.  

   Note 5.–The Government employees living in cheap (Katcha) houses or in sheds, which 

do not provide the minimum residential amenities, shall be charged standard rent or five per 

cent of their emoluments, whichever is less. 
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 Note 6.–The leased accommodation shall be treated at par with the Government owned 

accommodation in the matter of  charging of rent and the Government employees shall be 

charged at the rate of five per cent of their emoluments irrespective of the rent paid for it by 

the Government to the owner. 

  5.30. Notwithstanding anything contained in clause (b) of rule 5.29 above, 

Government may– 

(i)   at any time, after the standard rents have been calculated, under the 

provision of rule 5.23 above, group a number of residences, whether in a 

particular area or of a particular class or classes, for the purpose of 

assessment of rent, subject to the following conditions being fulfilled: – 

(1)   that the basis of assessment is uniform; and  

(2)  that the amount taken from any Government employee shall not exceed 

five per cent of his monthly emoluments;  

(ii)  by the general or special order provide for taking a rent in excess of that 

prescribed in rule 5.29 (b) above from a Government employee – 

(1)  who is not required or permitted to reside on duty at the station at which 

the residence is supplied to him; or  

(2)  who, at his own request, is supplied with accommodation which 

exceeds that which is appropriate to the status of the post held by him; 

or  

(3)  who, is in receipt of a compensatory allowance granted on account of 

dearness of living; or 

(4)  who is permitted to sub-let the residence supplied to him; or  

(5)  who sub-lets without permission the residence supplied to him; or     

(6)  who does not vacate the residence after the cancellation of allotment. 

    Note 1.–Under clause (ii) of this rule rent may be recovered in excess of five per cent of 

a Government employee‟s emoluments but not in excess of the standard rent as defined in rule 

5.23. 

                                 Note 2.– If the rent of a building allotted to a Government employee is enhanced from a 

previous date, nothing shall prevent Government from effecting the recovery at the enhanced 

rate with retrospective effect. 

    5.31. A Government employee who, at his own request, is supplied with a 

residence owned or leased by Government of a class higher than that for which he is 

eligible or affording accommodation in excess of that which is appropriate to his 

status,  shall unless  otherwise  decided  by  the  competent  authority, be  charged  the  

full standard rent as calculated under rule 5.23 et seq and shall not be given the benefit 
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of the five per cent concession afforded by rule 5.29 (b). 

  5.32. Omitted. 

  5.33. For the purposes of clause (b) of rule 5.29 above “emoluments” means:– 

                 (i)    Basic Pay and Non-Practising Allowance, wherever applicable; 

     (ii)   Payment from Government revenues and fees if such payments or fees 

are received in the shape of a fixed addition to monthly pay and 

allowances as part of the authorised remuneration of a post; 

    (iii)   Omitted. 

    (iv)   Omitted. 

    (v)    Pension, other than a pension drawn under the provisions of Chapter       

VIII of Volume II of these rules or compensation received under the 

Workmen‟s Compensation Act, 1923, as subsequently amended; 

      (vi)   In the case of a Government employee under suspension and in receipt 

of a subsistence grant, the amount of the subsistence grant, provided 

that if such Government employee is subsequently allowed to draw 

pay for the period of suspension the difference between the rent 

recovered on the basis of the subsistence grant and the rent due on the 

basis of the emoluments ultimately drawn shall be recovered from him. 

Note 1.–The emoluments of Government employee paid at piece-work rate shall be 

determined in such manners as the competent authority may prescribe. 

           Note 2.– The emoluments of a Government employee on leave mean the emoluments 

drawn by him for the last complete calendar month of duty performed by him prior to his 

departure on leave. 

                                Note 3.– The amount of pension to be taken into account will be the amount originally 

sanctioned i. e. before commutation if any.  

   Note 4. Omitted. 

   Note 5.– Under clause (ii) above, fees received by a Government employee in the shape 

of a fixed addition to monthly pay and allowances as a part of the authorised remuneration of a 

post count as emoluments for the purposes of clause (b) of rule 5.29, where under rule 5.58 a 

part of any fee is required to be credited by the Government employee concerned to 

Government revenues and the remaining fees is  retained  by him, only that portion of the fees 

received by a Government employee which he is allowed to retain under the rules, will count 

as “emoluments” for the purpose of clause (b) of rule 5.29. 
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   5.34. The Government employee to whom a residence is allotted,–vide rule 5.46 

et seq is responsible for the rent recoverable under the rules during the period of 

allotment unless exempted by competent authority under the provisions of rule 5.35.      

   Rent shall be recovered monthly in arrears for the period of allotment. 

              (d)  Rent-free accommodation and waiving or reducing                    

                     the amount of rent. 

 5.35. In special circumstances, for reasons which should be recorded, a 

competent authority– 

(a)  may, by general or special order, grant rent-free accommodation to any 

Government employee or class of Government employees; or  

  (b)  may, by special order, waive or reduce the amount of rent to be recovered 

from any Government employee or class of Government employees; or  

(c)  may, by general or special order, waive or reduce the amount of municipal 

and other taxes, not being in the nature of house or property tax, to be 

recovered from any Government employee or class of Government 

employees. 

Note 1.–The following are types of cases in which such exemption or reduction may be 

sanctioned:– 

(a)  When a Government employee is performing the duties of a post, in addition to 

those of his substantive post and already pays rent for a house. 

(b)   When a Government employee, in addition to the duties of a post, carries on those 

of another post which preclude him from occupying the house. 

(c)   When a Government employee has been promoted or transferred to a post in the 

same station and it is not considered necessary that he should change his 

residence. 

(d)   Omitted  

  (e)   When a Government employee officiating in a post for a period not exceeding two 

months is actually prevented from occupying the house provided for him by 

circumstances which the competent authority considers sufficient to warrant an 

exception being made in his favour. 

           Note 2.–When rents are fixed in accordance with rule 5.23 and when one or more 

Government employees supplied with residence in the particular areas are granted a house free 

of rent or at reduced rent, the proper course is to apply rule 5.23 that and rule 5.35 afterwards 

that is the ordinary rent of the occupant of each house should be fixed under rule 5.23 and any 

reduction necessary should then be made under this rule. 

Note 3.–A  list  of  Government  employees  who  have  been  granted  rent  free 

accommodation under this rule is given in Appendix 7. 
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5.36. When, under clause (a) of rule 5.35, a Government employee is provided 

with quarters free of rent the exemption from rent shall, in the absence of any orders 

of Government to the contrary, be considered to be complete, i.e., no additional 

charge shall be made in respect of the rent of special services, i.e., sanitary, water-

supply and electricity, in the building the cost of which has been included in the 

capital cost of the building. 

The concession of rent-free quarters does not carry with it the free supply of 

water and electric energy, the cost of which must be defrayed by the Government 

employee himself. The rent of water and electric-meters the cost of which has not 

been included in the capital cost of the building is also payable by the Government 

employee. 

  Note 1.–The occupants of staff quarters and other buildings appurtenant to Government 

House are exempt from payment of charges for electricity consumed. As regards water charges 

see the “Exception” below the section “Water Charges” in rule 5.44. 

 

   Note 2.– See also rule 5.44 

   5.37.  Omitted. 

   5.38. A competent authority may sanction remission of rent due for the 

occupation of a Government building when building is rendered uninhabitable by 

reason of extensive repairs being in progress, or from any other cause : Provided that 

if the occupier finds that the house has become uninhabitable he shall at once report 

the matter to the Executive Engineer in charge of the building, who will immediately 

inspect it and forward a report on the subject to the Superintending Engineer.  The 

latter will take such steps in the matter as he considers necessary, reporting his action 

to the competent authority, who will then decide whether partial or total remission of 

rent is to be allowed. 

  Note.–Inconvenience caused by petty or ordinary annual repairs is insufficient to warrant 

remission of rent which should be granted only when extensive structural repairs justifying in 

the opinion of the competent authority in vacation of the building, are carried out.     

  5.39. When a building is occupied partly as a residence and partly as an office 

the capital value of the portion occupied as a residence should be separately estimated 

for the purpose of rule 5.23.  The cost of maintenance of the residential portion should 

also be separately estimated and accounted for.  This is usually done on the basis of 

plinth area. 

    Note.–When (a) separate office accommodation is provided for the occupant, and        

(b) the  use  of  part of  his residence for office  or  business  purposes is optional, no deduction  
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from the rent is permissible on this account. Where, however, a Government employee though 

provided with office accommodation elsewhere than in his residence is, in the opinion of the 

competent authority, obliged to set apart a portion of his residence, for the reception of visitors 

both official and non-official on business, a deduction from the rent is permissible on this 

account to the extent of half the assessed rent of the accommodation so used. 

    5.40. In leasing, acquiring or constructing an official residence for any one of 

the Government employees mentioned in column 2 of the statement in rule 5.42, 

Government will arrange to provide accommodation for visitors in the shape of a 

waiting room, and for a Commissioner or Deputy Commissioner-quarters for  a police 

guard. The accommodation so provided plus half of the room set apart for the 

reception of visitors will not be taken into account in calculating the standard rent 

fixed for such residence under rule 5.23. 

 
           Note 1.–Where waiting rooms have been set apart for visitors in residences of        

Group „A‟ and Group „B‟ Government employees entitled to rebate of rent under this rule, 

rebate will also be allowed for the portion of verandahs, if any, attached to the waiting rooms. 

 

   Note 2.–The guards quarters and visitors waiting room, with visitors Book shed, and 

half of the room set apart for the reception of visitors in the residence of the Honourable Chief 

Justice of the High Court are to be treated as non-residential portions for purpose of calculation 

of rent.  Rebate of rent will be granted in respect thereof. 

 

   5.41. A rebate of rent will be allowed to the Deputy Collectors of the Irrigation 

Department for the room in their residential quarters occupied by peons when 

administrative requirements necessitate their living in the room provided in the 

quarters and it is not used for Deputy Collector‟s private purposes. 

 

  5.42. In the case of privately-owned buildings hired directly by the Government 

employee mentioned in column 2 of the statement below for use as residences, the 

following concessions will be admissible when suitable accommodation (other than a 

mere open verandah) for visitors or in the case, of Commissioner or Deputy 

Commissioner for a police guard, as the case may be, is set aside to the satisfaction of 

the authority mentioned in column 3 of the statement: – 

 

(i)    The rent of the waiting room and half the rent of the room in which visitors 

are received and the rent of the quarters for the police guard will be borne 

by Government; 

 

(ii)   The portion of the rent which is, thus, to be borne by Government on 

account of the waiting and reception rooms and quarters for the police 

guard  will be assessed by the Executive  Engineers concerned on the value  
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        of the accommodation in question. Its amount will bear the same 

proportion to the rent of the premises occupied as the space occupied by 

the accommodation provided bears to the total plinth area of the building. 

(iii)  The portion payable for the waiting and reception rooms will be paid by 

the Executive Engineer to the landlord. He will also arrange with the 

Police Department for the portion payable for the quarters for the police 

guard being paid by that Department as a police contingent charge direct to 

the Government employee occupying the building. 

                                                          STATEMENT 

1                           2                                                                                      3 

1. Commissioners  …                                           

 

 

  Commissioner  of Division 

  concerned. 

2. Deputy Commissioners                    … 

3. Settlement officers, Assistant Settlement 

Officers, Colonization and Assistant 

Colonization Officers. 

4. Members of the I.A.S or P.C.S. in charge 

of Sub-Divisions. 

5. Principal, Agricultural College.   …Director of Agriculture. 

6. Registrar, High Court of Judicature.   …Honourable Judges of the 

High Court. 

7. Inspector-General of Police, all Deputy 

Inspectors-General of Police, and all 

Superintendents of Police (except the 

Principal, Police Training School, the 

Personal Assistant to the Inspector- 

General of Police and the Assistant to the 

Inspector General, Special Branch) 

 Inspector-General of Police. 

8. Deputy Superintendent of Police placed 

in charge of Sub-Division. 

 Ditto. 

5.43. Constant changes in the accommodation to be set apart for visitors are 

depreciated on principle, but so long as these changes are necessary and are made for 

sound reasons, Government employees concerned can set apart different rooms during 

summer and winter on condition that the accommodation set apart – 

(a)    is to the satisfaction of their superiors; 

(b)    is not less in area than that for which Government waives rent; and  
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(c)   if in excess of that originally reserved, Government is not called upon  to      

waive a large portion of the rent than that already fixed. 

     RENT FOR SPECIAL SERVICES  

 5.44. If a residence is supplied with services other than water supply, sanitary, or 

electric installation and fittings such as furniture, fans, tennis courts or garden, the 

cost of which is not taken into account in calculating the standard rent of the residence 

under rule 5.23 and which are maintained at the cost of Government, rent shall be 

charged for these in addition to the rent payable under rules 5.29 to 5.32. The tenants 

will also be required to pay the cost of water, electric energy, etc. consumed. The 

additional rents and charges will be fixed and recovered in full as below. A competent 

authority may, however, in very special circumstances and for reason which should be 

recorded, waive or reduce the additional rent and charges for any of the special 

amenities referred to above. 

         Note 1.–The value of the site shall not be taken into account in calculating the rent of 

special services under this rule.  

          Note 2.–Where however, it is so directed by general or special order: – 

(a)   The value of the site, and the cost of its preparation, shall be included in the 

capital cost of tennis courts and gardens.  

(b)   Departmental charges shall be included in the capital cost of furniture, ceiling 

fans, tennis courts and gardens as well as their maintenance, depreciation and 

storage charges. The percentage rates for maintenance, depreciation and storage 

shall not be levied on the capital cost after the addition of departmental charges        

but before such addition. Interest shall, however, be calculated on the capital cost 

including departmental charges.  

(c)   The cost of sanitary, water-supply and electric installation may be excluded from 

the capital cost of tennis courts and gardens. 

      Should the cost of sanitary, water-supply and electric installations be ordered to be 

excluded, rent for such installations shall be levied at the rates specified under rule 5.23 (d). 

For cases in which the above provision will apply see paragraph 3.27 of the Punjab   

Public Works Department Code under furniture. 
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 (a)    FURNITURE 

The rent shall be recovered at the rate of 15 per cent per annum on the capital 

cost as detailed below: – 

                                                                                  Rs. 

(a)  Maintenance                                             ..       4 per cent 

(b)  Interest                                                     ..       5 per cent 

(c)  Depreciation including renewals               

 and replacements                                    ..        6 per cent  

 

                                                                               Total       ..     15 per cent   

 

           Note.–Free furniture is provided in the quarter of the Private Secretary to the Governor, 

Punjab, at Raj Bhawan, Chandigarh. 

                                          CEILING FANS 

The rent shall be recovered at the rate of 17 per cent per annum on the capital 

cost as detailed below and shall be recovered during the whole of the year – 

                                                                                  Rs. 

  (a) Interest                                                   ..       4 per cent  

  (b) Depreciation                                         ..       6½ per cent 

  (c) Maintenance                                         ..       4½ per cent  

  (d) Storage Charges                                  ..       2 per cent  

     Total                                                         ..      17 per cent  

 (b)   TENNIS COURT 

Rent to be recovered for a tennis court should cover both interest on the 

capital outlay involved at the rate prescribed by the competent authority for the 

purpose  of  rule 5.23(b) and average actual maintenance  charges  for  the past three 

years. The charges which may be incurred in connection with the provision and 

maintenance of tennis court are: – 

        A.   In regard to courts in the plains – 

      (1)   construction of the court and of retaining walls where necessary; 

        (2)   surfacing of the court with bajri, grass, cement, etc., at the time of   

                construction.  
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 B.   In regard to courts in the hills – 

        (1)  and (2) as in section A above; 

         (3)  provision and erection of posts and wire-netting for the purpose of 

enclosing the court and of permanently fixed posts for suspending 

lawn-tennis nets;  

         (4) provision and erection of fixture and appurtenances for hanging 

screens; and  

        (5)  maintenance of items 3 and 4 only.     

    Note 1.–The cost of providing and renewing tennis-sets, the marking of courts, the 

provision of screens, the maintenance of the surface of the courts and also the maintenance of 

items (3) and (4) in section B above, in so far as they relate to the courts in the plains, should, 

on no account, be admitted as a charge against the State.    

    Note 2.–For the purpose of these rules the maintenance charges shall be revised after 

every three years. 

 

    Note 3.–See also note under the head “Garden” below:– 
 

(c)   GARDEN 

 

  Both interest on the outlay incurred at the rate prescribed by the competent 

authority for the purposes of rule 5.23 (b) and actual maintenance charges should be 

recovered. 

  The cost of planting shade trees, shrubs and hedges in the compounds of 

residential  buildings, of  transporting  soil  in  a  portion  of the compound meant for a 

garden, if the nature of the existing surface soil renders such transportation necessary 

in order to form a garden, of grassing plots, or sinking a well and of providing 

irrigation channels may be debited to public funds as capital expenditure on the 

residence and included in the capital cost thereof for the purpose of assessment of 

standard rent. The maintenance of shrubs and hedges and of grass plots shall be a 

liability of the tenant.  The sale proceeds of timber shall be credited to Government. 

    Note.– If the capital outlay on the tennis court/gardens is not known, it may be 

determined by the Divisional Officer with reference to the market value of similar tennis-

court/gardens in the vicinity. 
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 (d)  WATER CHARGES 

Charges for water supplied to tenants of Government residential buildings are 

assessed as follows:– 

 

(a)    Every official occupying a Government quarters with a separate water 

connection must pay water charges including the meter rent as fixed by a 

municipality, District Board or the Public Health Department. No 

exception shall be granted in such cases. 

 

(b)   Where quarters have not been provided with separate water connections 

and the occupants have to use outside, and technically public taps; no 

water charges should be recovered from them. 

 

(c)   Where water tax as distinct from water charges is levied such tax is payable 

by tenants. 

 

   Exception.–This rule does not apply to Secretariat and Raj Bhawan employees 

occupying staff quarters and other buildings appurtenant to Raj Bhawan, Chandigarh. 

 

CLASSIFFICATION OF RESIDENCES 

    5.45. Government buildings intended for occupation as residences are divided 

into two classes:– 

Class I.  Buildings which will ordinarily be occupied by Government employees   

liable to pay the full standard rent subject to the limit of five per cent of 

their emoluments. 

Class II. Buildings from which recovery of the full standard rent is not expected, 

that is, buildings which will ordinarily be occupied by Government 

employees who are entitled to accommodation rent free or at reduced 

rents under the sanction of competent authority. 

 Note 1.–The fact that a building in class I is occasionally occupied by a Government 

employee who is entitled to accommodation rent free, or at reduced rents, will not justify its 

removal from class I to class II, and similarly a building in class II should not be transferred to 

class I whenever it is occupied by a Government employee who may be required to pay the full 

standard rent (subject to five per cent of emoluments).  Buildings should be transferred from 

one class to the other only when there is a permanent change in the conditions under which 

they will ordinarily be rented. Transfers should be made under the orders of the competent 

authority, and should have effect in all cases from the commencement of a financial year.  
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                                 Note 2.–When a building in class II is occupied by any person who is not entitled to 

quarters rent free, the rent to be paid shall be fixed by the competent authority in general in 

accordance with the rules in this chapter. 

   Note 3.–In the Forest Department, Group „A‟ and Group „B‟ Government employees 

not entitled to rent-free accommodation are permitted to occupy quarters meant for free 

occupation on payments of rents to be assessed by the Public Works Department under the 

rules in this Chapter. 

                            GENERAL RULES AND INSRUCTIONS REGARDING  

                            ALLOTMENT OF RESIDENCE 

 

   5.46. The expression “allotted” means “provided” and a Government employee 

residing in a Government residence before definite allotment may be regarded as 

having been allotted that residence. Subject to the provision of rule 5.51-A, an 

incumbent, permanent or temporary, of a post for whose benefit a residence has been 

constructed, bought or leased is allotted that residence. 

   Note.–A residence will not be held to have been allotted to a Government employee 

who shares it by private arrangement with another Government employee to whom it has been 

allotted. 

 

   5.47. A Government employee shall not be considered to be in occupation of 

residence when he proceeds on leave unless the competent authority otherwise directs. 

 

   5.48. The period of allotment is determined as follows:– 

 

(a)   If the house has been constructed, purchased or leased for the benefit of a 

particular post, it is the period of incumbency, permanent or temporary, of 

each Government employee in that appointment except in the case 

provided for in rule 5.51-A.  

 

 (b)   Otherwise it is for twelve months at a time, but terminates on his transfer  

from the place where he is stationed. 

 

5.49. When during a twelve months tenancy, a Government residence is vacated 

owing either to the occupant‟s appointment having been altered or to his proceeding 

on leave, the residence should, when this is possible and always when occupation of 

the residence is a condition of the tenure or the appointment, be allotted to his 

successor in office and rent recovered accordingly. 
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          When a Government employee takes over charge of an office entitling him to 

occupy a Government residential building, he should, apart from the usual charge 

certificate on assumption of office, sign a supplementary certificate stating that he 

becomes responsible for the rent of the building from a given date. The relieved 

Government employees should similarly state that his responsibility has ceased. A 

copy of this certificate should be sent to the Accountant General and the Executive 

Engineer concerned to enable the former to exercise a check on the prompt recovery 

of rent and the latter to complete his records, etc. A Government employee will be 

held responsible for the rent until such date as he vacates the building and:– 

(a)   after informing the Executive Engineer of the division in which the house 

is situated of the vacation, hands over the key to him; or  

(b)   in the case of relief by another official, furnishes the Executive Engineer 

concerned with the certificate referred to above. 

If an office does not carry with it any responsibility for the rent of a building, 

the supplementary certificate will be blank and will be signed with a line drawn across 

it. 

5.50. A Government employee in occupation of a residence may sub-let it subject 

to the following conditions:– 

(a)   the lessee shall be approved by the Chief Engineer, Public Works 

Department, incharge of the building; 

(b)    the sub-tenancy shall not be recognised by Government; 

(c)    the lessor shall remain personally responsible for the rent and for any 

damage caused to the residence beyond fair wear and tear; 

(d)   the sub-tenancy shall terminate not later than the date on which lessor 

ceases to hold the post to which the residence has been allotted; 

(e)    the rent payable by the lessee shall not, except with the previous sanction 

of Government, exceed the rent payable to Government by the lessor; 

(f)    the rent payable to Government by the lessor shall be the rent payable by 

him, if he has not sub-let the residence or the rent payable by the lessee, if 

the residence had been allotted to him direct by the Government, 

whichever is higher; 

(g)   in the case of sub-letting of a Government residence when the lessor is not 

entitled to rent-free quarter or house-rent allowance in lieu but the lessee is         

so entitled, the rent payable by the lessor, should be the rent payable by 

him, if he had  not sub-let the residence or the rent payable by the lessee, if        
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        the residence had been allotted to him direct by Government otherwise 

than free of rent, whichever is higher; 

(h)  when a Government residence is sub-let and the lessee and the lessor are, 

or the lessor is, entitled to rent-free quarters or house-rent allowance in 

lieu, the following procedure should be adopted in regard to the recovery  

of rent:– 

       (i)  when both the lessor and the lessee are entitled to rent-free quarters or  

house rent allowance in lieu, the lessor will pay to Government an 

amount equivalent to the higher of the two house-rent allowances; and 

                  (ii) when the lessor is entitled to rent-free quarters or house-rent allowance 

in lieu and the lessee is not so entitled, the lessor will pay to 

Government an amount equivalent to the house-rent allowance 

admissible to him or to the rent payable by the lessee if the house had 

been allotted to him direct by Government, whichever is higher. 

Note 1.–Whenever a residence cannot be allotted to the incumbent of the post to which 

it is attached or to a Government employee of the class for which it was constructed it may be 

let to a Government employee not holding the particular post or not belonging to that class 

subject to the conditions that –  

   (i)    the allotment ceases within two months of a Government employee for whom the   

residence is intended becoming available at the station as a tenant, and  

  (ii)   the rent to be recovered under the rules from the temporary tenant is not less than 

two-thirds of the standard rent of the house. 

   A competent authority may relax the provisions of this note as a special case if 

considered necessary. 

   Note 2.–Where only a part of the residence is sub-let, the rent payable by the lessee shall 

not exceed the rent calculated on the basis of the plinth area occupied by him. 

   5.51. Omitted. 

 5.51-A. If a Government employee to whom a residence is allotted dies, is 

dismissed from the service or retires from the service, the allotment to him of the 

residence shall be cancelled, with effect from two months after the date of his death, 

dismissal or retirement as the case may be, or with effect from any date after such 

death, dismissal or retirement on which the residence is actually vacated whichever is 

earlier. In such cases the recovery of rent should be governed by rule 5.29(b) i.e., 

while the original allotment subsists, rent should be charged at the same concessional 

rate as was being paid by the Government employee before his death, dismissal or 

retirement as the case may be.  Similarly the concession of rent-free quarters, if it was 

granted in any case, should continue during the period of grace.   
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   5.52. In the case of residences under the control of the Forest Department these 

rules should be read as if the words “Public Works Department”, “Chief Engineer, and 

Executive Engineer” were “Forest Department”, “Chief Conservator of Forests” and 

“Divisional Forest Officer”, respectively. 

 

III-COMPENSATIONS 

5.53 to 5.54.  Omitted. 

     IV-HONORARIA AND FEES 

HONORARIA 

         5.55. Subject to the condition prescribed in rule 5.56, a competent authority may 

grant or permit a Government employee to receive an honorarium as remuneration for 

work performed which is occasional or intermittent in character and either so 

laborious or of such  special merit as to justify a special reward.  Except when special 

reasons, which should be recorded in writing, exist for a departure from this provision, 

sanction  to  the  grant or  acceptance  of an honorarium should not be given unless the 

work has been undertaken with the prior consent of the competent authority and its 

amount has been settled in advance. 

   Note 1.–In a case where an honorarium is to be granted to a Government employee 
there must first be an order of competent authority permitting acceptance of the honorarium by 

the Government employee, and there must also be an order sanctioning the grant of the 

honorarium. In a case where an honorarium is to be granted to a Government employee 

belonging to a department other than the one which is to pay it there should, therefore, be two 

sanctions, one for the payment of the honorarium by the department in which the expenditure 

is to be incurred and the other for the acceptance of the honorarium which must be issued by 

the department to which the Government employee belongs.  In order to avoid duplication of 

work in having to give two different sanctions, one single sanction should be given both to the 

grant and acceptance of the honorarium and this sanction should be given by the department 

paying the honorarium after obtaining the concurrence of the department in which the 

Government employee happens to be serving. 

  Exception.–A Government employee under the Punjab Government may accept 

remuneration up to any amount for work connected with an examination or 

examinations conducted by the Union Public Service Commission and up to the limit 

of Rs. 10,000 during a financial year for work connected with an examination or 

examinations conducted by the Punjab Public Service Commission or Subordinate 

Services Selection Board, Punjab, or the Director, Technical Education and Industrial 

Training, Punjab, without the sanction of the authority competent to permit the 

acceptance of a fee or honorarium by him. For the acceptance of honorarium in excess 

of Rs. 10,000 in the case of work connected with the examination or examinations 

conducted by the Punjab Public Service Commission or Subordinate Services Selection 
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Board, Punjab or the Director Technical Education and Industrial Training, Punjab, 

sanction of the Punjab Government in the Administrative Department under which the 

Government employee concerned is serving is necessary. 

   Note 2.–The sanctioning authority shall record in writing that due regard has been paid 

to the general principle enunciated in rule 3.10 and shall record also the reasons which in his 

opinion justify the grant of the extra remuneration. 

   Note 3.–Note 2 above requires that the reasons for the grant should be recorded in 

writing as it is intended that the grant of an honorarium should be carefully controlled by 

Government and scrutinized by audit and that audit should be given an effective opportunity of 

comment if it be deemed necessary. Accountant-General may, therefore, require that the 

reasons for the grant of an honorarium should be communicated to him in each case. 

           Note 4.–The amount of an honorarium must be fixed with due regard to the value of the 

service in return of which it is given. 

   Note 5.–Temporary increase in work due to the holding of special conferences under the 

auspices of a department or subordinate authority or of inter-departmental committees are 

normal incidents of Government service and form part of the legitimate duties of Government 

employee according to the general principle enunciated in rule 3.10. Those so employed have, 

therefore, no claim to extra remuneration. 

   Note 6.–The grant of honorarium to the heirs of a deceased Government employee for 

work done by him is unobjectionable in audit. 

   Note 7.–No honorarium should be granted to Group „A‟ and Group „B‟ officers engaged 

on work in connection with the setting up of companies, corporations, etc. which forms a part 

of their normal duties even if they work beyond office hours. 

 

   5.56. When the service rendered falls within the course of the ordinary duties of 

the Government employee performing it, the test of special merit prescribed in rule 

5.55 must be very strictly applied. 

                    Note.–The expression “within the course of the ordinary duties” has been defined as 

follows:– 

 

          A service rendered by a Government employee is said to be within the course of the 

duties of that Government employee when it is of the same nature as that for which his regular 

employment exists. The test that should be applied in deciding any particular case is to 

determine whether the service rendered is such as the Government employee habitually 

performs in the course of his ordinary duties. A service does not cease to be within the course 

of the duties of the Government employee because it has been rendered for an object not 

concerned with the usual operations of his department or involves an unusual expenditure of 

labour. 
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FEES 

   5.57. Subject to rules under which a fee may be received by a medical officer of  

Government for services other that professional attendance (see note 5 below ) or an 

expert witness summoned in a criminal court (see note 6 below) and subject to rules 

5.58 to 5.60, a competent authority may permit a Government employee, if it be 

satisfied that this can be done without detriment to his official duties or 

responsibilities, to perform a specified service or series of service for a private person 

or body or for a public body including a body administering a local fund and to 

receive as remuneration therefor, if the service be material, a non-recurring or 

recurring fee. 

   Note 1.–The sanctioning authority must make it clear that sanction under this rule to 

perform work does not involve sanction to the acceptance of fee in excess of his own power of 

sanction under this rule. 

   Note 2.–Acceptance of fees by medical officers of Government for professional 

attendance is regulated by the rules in Chapter VI of the Punjab Medical Manual. 

   Note 3.–Government employees of the Education, Agriculture and Animal Husbandry 

(including Fisheries) and Health Department and the teaching staff of the Punjab Engineering 

College are authorised to undertake work of examining and setting papers in respect of 

University and Engineering and other examinations and to accept remunerations therefor : 

Provided the total sum so drawn by an individual does not in the case of Agriculture and 

Animal Husbandry (including Fisheries) Department Examinations exceed Rs. 5,000 and in 

the case of the Education, Health and Engineering Department Examinations Rs. 10,000 in a 

financial year. 

 The teaching staff of the Department of Agriculture and Animal Husbandry (including 

Fisheries) is permitted to retain fees up to Rs. 5,000 in a financial year for working as 

Supervisors, Superintendents, Deputy Superintendents, Invigilators, etc. at the University 

examination: provided the work is undertaken outside the normal hours of duty. The officials 

besides teaching work, doing research work are not permitted to undertake this work. 

Government employees of the Education Department are permitted to retain fees upto            

Rs. 10,000 for working as Supervisors or Superintendents at University Examinations provided 

the work is undertaken outside the normal hours of duty.  For the acceptance of fees in excess 

of this sum the sanction of the competent authority should be obtained. In order to watch the 

above-mentioned limits the Heads of Departments concerned should obtain annually from the 

Government employees of their respective department, who receive remuneration under this 

note, a statement showing the amount received by each Government employee in the preceding 

financial year.     

                                        Note 4.–Notes 2 to 4 under rule 5.55 apply mutatis mutandis in the case of fees also. 
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    Note 5.–The rules prescribing the conditions and limits subject to which a fee may be 

received by medical officers of Government other than professional attendance are contained 

in Appendix 8 of the Punjab Civil Services Rules, Volume I, Part II. 

    Note 6.–The rules for the payment of fees to expert witnesses summoned in Criminal 

Courts are contained in Appendix-8A of Punjab Civil Services Rules, Volume I, Part II. 

    Note 7.–The Personal Assistants/Private Secretaries/Stenographers, etc. attached to the 

officers nominated as Chairmen and Members of the Board of Directors of certain 

Corporations and Companies should not be allowed any additional remunerations from 

Corporations or Companies, when the officers with whom they are attached are allotted duties 

on the Board of Directors of Corporation or Companies as part of their normal functions. 

   5.58. Unless the competent authority by special orders or otherwise direct one-

third of any fees in excess of Rs. 5,000 or if, a recurring fee, of Rs. 2,500 a year, paid 

to Government employee shall be credited to general revenues; provided that the fee 

to be retained by the Government employee concerned will not be reduced below     

Rs. 5,000 if non-recurring, or Rs. 2,500 a year if recurring and provided further that 

where a fee is paid for work done during the time which would otherwise be spent in 

the performance of official duties, the entire fee must be credited to Government, 

unless the competent authority for special reasons which should be recorded, directs 

otherwise.  

        Note 1.–Fees received by Government employees for giving expert evidence on 

technical matters before a court of law should also be governed by this rule. 

  Note 2.–Non-recurring and recurring fees should be dealt with separately and should not 

be added for the purpose of crediting one-third to general revenues under this rule. In the case 

of the former, the limit of Rs. 5,000 prescribed in this rule should be applied in each individual 

case and in the case of the latter the limit of Rs. 2,500 should be applied with reference to the 

total recurring fees for the financial year. 

  Note 3.–The fees received by Government employees from the following institutions are 

exempted from the operation of this rule:– 

(1)   Society for the Prevention of Cruelty to Animals. 

(2)   Indian Roads Congress. 

(3)   India Cattle Show Committee. 

(4)   Inter-University Board.  

(5)   Inter-Provincial Board for Anglo-Indian Education. 

(6)   Indian Red Cross Society. 

(7)   Bharat Scouts and Guides, Punjab (Exemption relates only to fees received by   

Government employee for doing clerical work) 

(8)   Child Activity Centres. 

(9)   Bharat Sewak Samaj. 
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                         Provided the work for them is done during the time which will not be otherwise spent in 

the performance of official duties. 

          Note 4.–The fees referred to in note 3 below Rule 5.57 in excess of Rs. 5,000 in the case 

of Government employees of Agriculture and Animal Husbandry (including Fisheries) 

Department and Rs. 10,000 in the case of Government employees of the Education and Health 

Departments and the Punjab Engineering College during a financial year shall be shared 

between the Government employees and the Government in the ratio of 2 :1, i.e. one third of 

the amount in excess of these limits should be credited to Government. These orders will, 

however, not be applicable to the fees received by Government employees of the Health 

Department for acting as Examiners of the Punjab University, Punjabi University or 

Kurukshetra University or the Punjab State Medical Faculty. In their case, the orders regarding 

the sharing of fees would apply only to the fees received by them for acting as examiners of 

the outside Universities and bodies. 

When a Medical Officer conducting examination/inspection on behalf of an Indian 

University other than the Universities of the Punjab and the Medical Council of India does not 

take regular/casual leave for the purpose he shall credit the entire fee received by him to the 

Punjab Government Revenues. In case however, the period of his absence is treated as 

regular/casual leave, the orders of sharing the fees will apply.     

           Note 5.–The term “Fee” used in this rule shall not include conveyance allowance, 

provided the amount of conveyance allowance received by a Government employee from a 

source other than the revenues of the State does not exceed what would be admissible under 

the Punjab Government Rules under similar circumstances and is not a source of profit to the 

Government employee concerned. In case of doubt, a competent authority may decide whether 

the conveyance allowance thus received by a Government employee is reasonable as compared 

with the standard adopted by the Government for the grant of conveyance allowance and is not 

a source of profit to the Government employee. 

   Note 6.–If any fee to which this rule applies exceeds Rs. 5,000 non-recurring or            

Rs. 2,500 a year recurring or Rs. 5,000 in the case of Government employees of Agriculture 

and Animal Husbandry (including Fisheries) Department and Rs. 10,000 in the case of 

Government employees of the Education and Health Department and the Punjab Engineering 

College, referred to in note 3 below rule 5.57 during a financial year, one-third of the total 

amount payable, as the case may be, should be credited to general revenues provided that the 

amount retained by the Government employee concerned will not, merely owing to the 

operation of this rule, be reduced below Rs. 5,000 if non-recurring or Rs. 2,500 a year if 

recurring or Rs. 5,000 or Rs. 10,000 as the case may be. 

 Non-recurring and recurring fees should be dealt with separately and should not be added 

for the purpose of crediting one-third to general revenues under this rule.  In the case of the 

former, the limit of Rs. 5,000 prescribed in this rule should be applied in each individual case 

and in the case of the latter the limit of Rs. 2,500 should be applied with reference to the total 

recurring fees for the financial year. 

 Note 7.–The fee received by a Superintending Engineer of the Public Works Department, 

Buildings  and  Roads  Branch  for  acting  as  an  arbitrator   in   a   dispute   arising   between  
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contractors and a Local Body relating to a contractor shall be apportioned between the 

Government, the officer and the staff employed in that connection as follows: 

        Government                                                                                                                                                                                                                                                 ..35 per cent 

 Superintending Engineer                                                   ..55 per cent  

 Staff (clerical employed)                                                   ..10 per cent 

 In case no staff is employed, the fee shall be distributed as follows: 

 Government                                                                       ..40 per cent  

 Superintending Engineer                                                  ..60 per cent   

No Superintending Engineer shall, however, be allowed to draw more than Rupees five 

thousand in any one arbitration case without the prior approval of Government. 

Note 8.─Any scholarship or stipend received, during study leave or otherwise by a 

Government employee from a source other than the Consolidated Fund of India or 

Consolidated Fund of a State for the purpose of prosecuting a course of studies or receiving 

specialised training in professional or technical subjects will not be subject to a cut under the 

provisions of this rule.  

   However, this rule will continue to apply, unless specially relaxed to the payments 

received by such Government employees as a result of full time or part-time employment 

undertaken by them. 

   Note 9.–This rule will not apply to the income derived by a Government employee from 

exploitation of a patent for an invention taken out by him with the permission of competent 

authority under rule 5.64. 

   Note 10.–This rule will not apply to the fees which Government employees may receive 

from a University or other examining bodies in return for their services as examiners, paper-

setters. Superintendents, Invigilators, checkers, etc.  The “examining body” covers only those 

institutions which are semi-Governments, i.e. bodies which are financed wholly or 

substantially by Government grants/loans etc. This rule will also not apply to fees received by 

a Government employee for similar service from Public Sector Undertakings or enterprises 

which are wholly or substantially owned by Government even though they are not examining 

bodies. 

   Note 11.–The operation of this rule may be exempted, with the concurrence of the 

Finance Department, for the income derived by a Government employee from sale or royalties 

of a book written by him with the aid of the knowledge acquired by him during the course of 

his service, provided the Administrative Department certifies that such book is not a mere 

compilation of Government rules, regulations or procedures but reveals the author‟s scholarly 

study of the subject. 

  Note 12.–This rule will not apply to the income derived by a Government employee:– 

 (a)  from writing of reports, papers or study reports on selected subjects for 

International bodies  like U.N.O.,UNESCO, etc.,; and  

 (b)  delivering of lectures on literary, cultural, artistic, technological and scientific 

subjects including management sciences which are treated as literary pursuits. 
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  5.59. The attesting and revising officers of outlaying courts and officers of the 

Revenue Department and attesting and revising officers of the Judicial Department are 

permitted to receive with the sanction of the presiding officers of the courts and 

offices concerned one-tenth of the copying and urgent fees received in respect of the 

copies attested and revised by them. All copies prepared at Government expenses 

shall, however, be examined and attested without fee. 

   5.60. When a Government employee of an Educational Service is permitted to 

receive fees for private tuition, the financial limits of the powers of sanction accorded 

to by a competent authority shall be considered to apply to the total amount of fees to 

be accepted by such Government employee during any particular scholastic term or 

vacation. 

          5.61. Omitted. 

   5.62. Omitted. 

   5.63. Any Government employee is eligible to receive and, except as otherwise 

provided by a general or special order of the competent authority, to retain without 

special permission.– 

(a)  the premium awarded for any essay or plan in public competitions;  

  (b) any reward offered for the arrest of a criminal, or for information or special  

service in connection with the administration of justice; 

(c)  any reward payable in accordance with Regulation or rules framed 

thereunder; 

(d)  any reward sanctioned for services in connection with the administration 

of the customs and excise laws; and  

  (e) any fees payable to a Government employee for duties which he is required 

to perform in his official capacity under any special or local law or by 

order of Government. 

         Note.–A fee payable to Government employee under rule 5.63(e) can be retained by him 

without special permission. In other words, rule 5.58 which requires that 1/3rd of all fees 

received by Government employee from private source should be credited to Government, 

does not apply to such remuneration. It is not considered desirable that a Government 

employee who in his official capacity, is nominated as a chairman or Member of a Government 

or quasi-Government body or governing body of an institution which receives a grant from 

Government, should be made eligible for any fee or other remuneration (except Travelling 

Allowance) which is admissible to non-Government employees for attending a meeting of the 

institution concerned or for performing other work thereof. This object can be served by 

making  a suitable provision  in  the Articles  of Association or other  Regulations of  the  body 
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concerned or any Act relating to its institution without having recourse to an amendment of 

rule 5.63. 

   5.64. A Government employee whose duties involve the carrying out of 

scientific or technical research shall not apply for or obtain, or cause or permit any 

other person to apply for or obtain, a patent for an invention made by such 

Government employee save with the permission of the competent authority and in 

accordance with such conditions as the competent authority may impose.  

   If a question arises whether a Government employee is a Government employee 

to whom this rule applies, the decision of the competent authority shall be final. 

    Note 1.–The Administrative instructions issued by Government under this rule are 

contained in Appendix 9 of Part II of this Volume. 

    Note 2.–The payment of honoraria as remuneration for the use by Government of 

inventions patented by persons in Government employ whose duties do not involve the 

carrying out of scientific or technical research should be regulated by the provisions of section 

17 of the Inventions and Designs Act, 1888 and section 21 of the Indian Patents and Designs 

Act, 1911, and not by rule 5.55 or 5.64. The terms on which an invention may be used for the 

services of the Union should be settled with the approval of the Union Government before any 

payment is made to the patentee. 
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CHAPTER VI 

DEPUTATION OUT OF INDIA 

         6.1. The deputation of a Government employee out of India shall be sanctioned 

by the Administrative Department concerned for the initial period of deputation which 

may be extended upto five  years and in a rare case of special nature, if the exigencies 

so require in public interest, such period may be extended beyond five years by the 

Administrative Department concerned with the prior concurrence of the Department 

of Personnel and Administrative Reforms, in accordance with the terms and 

conditions laid down in the Annexure to this chapter.  

         6.2. (1) When a Government employee is, with proper sanction, temporarily 

deputed for duty out of India either in connection with the post held by him in India or 

in connection with any special duty on which he may temporarily be placed, he may 

be allowed by the Competent Authority to draw during the period of deputation the 

same pay which he would have drawn had he remained on duty in India: 

         Provided that a Government employee, who is placed on deputation while 

already on leave out of India on earned leave may be required by the competent 

authority to continue to be on leave, in which case he shall be given during that 

period, in addition to his leave salary, an honorarium of one-sixth of the pay which he 

would have drawn had he remained on duty in India, the cost of passage from and to 

India shall be borne by him.  

           Note.–The portion of the pay which a Government employee may be permitted to draw 

in foreign currency while on deputation abroad will be determined in accordance with the 

orders issued by the competent authority in this regard from time to time. 

         (2) A Government employee on deputation in a foreign country may also be 

granted a compensatory allowance of such amount as the competent authority may 

think fit. 

         (3) The foreign exchange equivalent of the pay, honorarium or compensatory 

allowance admissible under sub-rule (1) or sub-rule (2) shall be calculated at such rate 

of exchange as the Union Government may by order prescribe. 

 

        (4) Omitted.   

        Note 1.–A competent authority may depute a subordinate police employee to any country  

outside  India  to  accompany  on  take  charge  of  criminals  or  lunatics,  or  any other business 

which is part of his duty as a police officer, and may grant to the officer so deputed– 

(a) full pay, for the entire period of absence from India, with;  
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(b)   actual travelling expenses, and a subsistence allowance not exceeding the 

following scale, while in any country outside India: – 

                                                                                                             S.              d. 

For Government employees of the Inspector class                   22             6 a day 

 (including Sub-Inspector)  

           For Government employees of the Sergeant class                     

           For Government employees of the Constables and                  15             0  a day 

Assistant Sub-Inspectors Classes. 

Pakistan for the purposes of this note is treated                                    

as in India. 

           Note 2.–The High Commissioner may be authorised to act on the decision taken under 

proviso to sub-rule (1). The periods of deputation, thus, converted into leave will count for 

pensions as leave and not as deputation.  

           Note 3.–The period of deputation runs from the date on which the Government 

employee makes over charge of his office in India to the date on which he resumes it, or, if the 

Government employee is on leave out of India at the time he is placed on deputation the period 

of the deputation is the time actually occupied by the duty. 

           Note 4.–The term “pay” in the expression „pay which he would have drawn had he 

remained on duty in India‟ occurring in this rule, should be interpreted literally with reference 

to the definition in rule 2.44 and the pay which a Government employee would have drawn if 

he were on duty in India should be determined, for the purpose of this rule, with reference to 

what the competent authorities in India, state the Government employees pay would have been 

if he were on duty in India. It will, therefore, be necessary for Accountant General to intimate 

to the High Commissioner in each case after consultation with Government, the pay which a 

Government employee would have drawn if on duty in India.  

          As overseas pay is included in “pay” and as a Government employee would draw 

overseas pay under rule 6.2 (1) (if entitled to it) had he remained on duty in India, it should be 

taken into account for the purposes of calculation of the deputation pay under that rule. 

          In the case of Government employees who are not deputed out of India for special items 

of works but are placed on continuous service with Commissions and Committees whose 

functions require work, both in and out of India, the expression should be interpreted as having 

reference to the pay which they would have drawn in India had they continued on duty with 

the Commission or Committee there. 

           Note 5.– In the case of a Government employee proceeding on deputation the grant of 

return passage to India is conditional on his return to duty forthwith on the conclusion of the 

deputation unless an arrangement to the contrary effect is specially permitted at the time the 

deputation closes or is about to close, and the proposed leave is begun. 

           Note 6.  Omitted 

                                    Note 7.–For terms to be granted to Government employees sent on training abroad 

under the various training schemes see Appendix 20-A to Part II of this Volume. 
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                                    6.3. When a Government employee is with proper sanction deputed for duty out 

of India to hold a regular constituted permanent or quasi permanent post, other than a 

post borne on the cadre of the service to which he belongs, his pay shall be regulated 

by the orders of the competent authority. 

 

                                              ANNEXURE 
                                             (Referred to in rule 6.1) 

     Standard terms and conditions  of  foreign  service   in  respect   of        

employees of the Punjab Government deputed to foreign countries 

       1. Period of deputation.–The period of deputation shall be for _____ year (s) in 

the first instance from the date the Government employee joins the assignment. But 

the period of foreign assignment may be extended or reduced according to the 

requirements of the foreign employer or the State Government.   

       2. Pay, Allowances and other perks.–The Government employee shall be 

entitled to pay, allowances and other perks fixed by the borrowing Government and 

approved by the Government of India in consultation with the State Government.         

       3. Leave salary and pension contributions.–The leave salary and pension 

contributions shall be paid either by the foreign employer or by the employee 

concerned in accordance with the provisions of rule 10.9 of the Punjab Civil Services 

Rules, Volume I, Part I. In case of default, interest shall be recoverable as per the 

provisions of rule 10.10 of the said rules. 

       4. General Provident Fund and Group Insurance Scheme.–The Government 

employee shall continue to be governed by the rules of the State Government as 

amended from time to time and shall ensure monthly subscription towards General 

Provident Fund and Group Insurance Scheme.   

       5. Loans and Advances.–The Government employee shall ensure that monthly 

instalments on account of recovery of loans and advances outstanding against him are 

paid regularly and he shall furnish a surety bond for payment of such dues on a non-

judicial stamp paper worth Rs. 15/- or as may be required under the rules.   

       6. Disability.–The payment of leave salary in respect of disability incurred in or 

through the foreign service even though the disability manifests itself after the 

termination of foreign service, shall be paid by the foreign employer.        

       7. Medical facilities.–The Government employee shall be entitled to such 

medical  facilities  as are not inferior  to those which he would have enjoyed under the  
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State Government rules and instructions as amended from time to time, if he had been 

employed in the service of State Government.  

        8. Travel.–The cost of travel from the place of posting of the employee to the 

place of posting in the foreign country shall be borne either by the foreign employer or 

by the employee concerned as is settled at the time of proceeding on deputation.  

        9. Joining time pay and travelling allowance, etc.–Joining time pay and 

travelling allowance (both ways) shall be borne by the foreign employer.   

       10.  Foreign Exchange.–The Government employee shall himself arrange for 

foreign exchange.  

       11.  Extension in the period of deputation.–In case the foreign Government 

requires the services of the Government employee beyond the specified period of 

contract, he shall intimate this fact to the Government of India (Ministry of External 

Affairs) as soon as it comes to his notice and shall also request his foreign employer to 

take up the matter with the Government of India‟s representative in that country.  

       12. Acceptance of Resignation.–The resignation of a Government employee 

shall not be accepted while he is abroad, under any circumstances.   

       13. Non-indulgence in activities prejudicial to the interest of India.–While on 

deputation  abroad, the Government employee shall not take part in any activity which 

may prove prejudicial to the interest of India or his State of domicile.   

       14. Conduct Rules.–The Government employee shall continue to be governed by 

the Punjab Government Employees (Conduct) Rules, 1966 as amended from time to 

time.  

       15. Intimation of Address.–After joining foreign assignment, the Government 

employee shall communicate his office address to his parent Department as well as to 

the High Commissioner of India in that country, for future correspondence.  

       16. Residual matters.–The matters not specifically covered here and other 

unclassified matters will be governed by the provisions of Chapter X of Punjab Civil 

Services Rules, Volume I, Part I and the instructions issued by the State Government 

from time to time.    
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                 DISMISSAL, REMOVAL, SUSPENSION AND RESIGNATION 

CESSATION OF PAY AND ALLOWANCES ON REMOVAL OR DISMISSAL 

        7.1. The pay and allowances of a Government employee who is dismissed or 

removed from service cease from the date of such dismissal or removal. 

 ALLOWANCES DURING PERIOD OF SUSPENSION 

         7.2. (1) A Government employee under suspension shall be entitled to the 

following payments, namely:– 

     (i)   in the case of a Warrant Officer in Civil employ who is liable to revert to 

military duty, the pay and allowances to which he would have been entitled 

had he been suspended, while in military employment. 

         (ii)   in the case of any other Government employee – 

   (a)   a subsistence allowance at an amount equal to the leave salary which 

the Government employee  would have drawn if he had been on leave 

on half pay, and in addition dearness allowance, if admissible, on the 

basis of such leave salary: 

                  Provided that where the period of suspension exceeds six months, 

the authority which made or is deemed to have made the order of 

suspension shall be competent to vary the amount of subsistence 

allowance for any period subsequent to the period of the first six 

months as follows:–   

        (i) the amount of subsistence allowance may be increased by a suitable 

amount not exceeding 50 per cent of the subsistence allowance 

admissible during the period of the first six months, if, in the 

opinion of the said authority, the period of suspension has been 

prolonged for reasons to be recorded in writing, not directly 

attributable to the Government employee.   

(ii) the amount of subsistence allowance may be reduced by a suitable 

amount,  not exceeding  50  per cent  of  the  subsistence  allowance                               

admissible during the period of the first six months, if, in the 

opinion of the said authority, the period of suspension has been 

prolonged due to reasons to be recorded in writing, directly 

attributable to the Government employee. 

(iii) the rate of dearness allowance will be based on the increased, or as 

the  case  may  be, the decreased  amount of  subsistence  allowance 

       admissible under clauses (i) and (ii) above; 



104 

[7.2] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. VII] 

 (b) any other compensatory allowances admissible from time to time on the 

basis of pay of which the Government employee was in receipt on the 

date of suspension subject to the fulfilment of other conditions laid 

down for the drawal of such allowances. 

(2) No payment under sub-rule (1) shall be made unless the Government 

employee furnishes a certificate that he is not engaged in any other employment, 

business, profession or vocation: 

Provided that in the case of a Government employee dismissed, removed or 

compulsorily retired from service, who is deemed to have been placed or to continue 

to be under suspension from the date of such dismissal or removal or compulsory 

retirement and who fails to produce such a certificate for any period or periods during 

which he is deemed to be placed or to continue to be under suspension, he shall be 

entitled to the subsistence allowance and other allowances equal to the amount by 

which his earnings during such period or periods as the case may be, fall short of the 

amount of subsistence allowance and other allowances that would otherwise be 

admissible to him, where the subsistence and other allowances admissible to him are 

equal to or less than the amount earned by him, nothing in this proviso shall apply to 

him. 

        Note 1.–Mounted Police Officers who are placed under suspension will cease to draw 

horse, pony or camel allowance, as the case may be, and will hand over their mounts to the 

Lines Officers or the Officer-in-charge of the Mounted Police who shall be responsible for the 

feeding and keeping of such animals under the supervision of a Group „A‟ or Group „B‟ 

Government employee. The actual expenditure incurred on this account will be debitable to 

Contingencies under the head “Feeding and keeping of animals of Mounted Police Officers 

under suspension.”  

           The term “Mounted Police Officer” includes members of the Mounted Police as well as 

Upper Subordinates who keep mounts. 

            Note 2.–It is obligatory under this rule that in sufficient time before the expiry of the 

first six months of suspension the competent authority should review each case in which the 

period of suspension is likely to exceed six months, and even if it comes to the conclusion that 

the rule is not to be altered having regard to all circumstances of the case specific orders to that 

effect are to be passed placing on record the circumstances under which the decision had to be 

taken. 
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ALLOWANCES ON REINSTATEMENT  

         7.3. (1) When a Government employee, who has been dismissed, removed or 

compulsorily retired, is reinstated as a result of appeal, revision or review, or would 

have been so reinstated but for his retirement on superannuation while under 

suspension or not, the authority competent to order re-instatement shall consider and 

make a specific order– 

         (a) regarding the pay and allowances to be paid to the Government employee for 

the period of his absence from duty including the period of suspension, 

preceding his dismissal, removal or compulsory retirement, as the case may 

be; and 

        (b)  whether or not the said period shall be treated as a period spent on duty. 

        (2) Where the authority competent to order re-instatement is of opinion that the 

Government employee, who had been dismissed, removed or compulsorily retired, has 

been fully exonerated, the Government employee shall, subject to the provisions of 

sub-rule (6), be paid his full pay and allowances to which he would have been entitled, 

had he not been dismissed, removed or compulsorily retired or suspended, prior to 

such dismissal, removal or compulsory retirement, as the case may be:  

 Provided that where such authority is of opinion that the termination of the 

proceedings instituted against the Government employee had been delayed due to 

reasons directly attributable to the Government employee it may, after giving him an 

opportunity to make representation and after considering the representation, if any, 

submitted by him, direct, for reasons to be recorded in writing, that the Government 

employee shall, subject to the provisions of sub-rule (7), be paid for the period of such 

delay only such amount (not being the whole) of pay and allowances, as it may 

determine.  

         (3) In a case falling under sub-rule (2), the period of absence from duty 

including the period of suspension preceding dismissal, removal or compulsory 

retirement, as the case may be, shall be treated as a period spent on duty for all 

purposes.  

          (4) In cases other than those covered by sub-rule (2) including cases where the 

order of dismissal, removal or compulsory retirement from service is set aside by the 

authority exercising powers of appeal, revision or review solely on the ground of non-

compliance with the requirements of clause (2) of article 311 of the Constitution and 

no further inquiry is proposed to be held, the Government employee shall, subject to 

the provisions of sub-rules (6) and (7), be paid such amount (not being the whole) of 

pay and allowances to which he would have been entitled, had he not been dismissed, 

removed  or  compulsorily  retired  or  suspended  prior  to  such dismissal, removal or  
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compulsory retirement, as the case may be, as the competent authority may determine, 

after giving notice to the Government employee of the quantum proposed and after 

considering the representation, if any, submitted by him in that connection within such 

period as may be specified in the notice:  

   Provided that any payment under this sub-rule to a Government employee other 

than a Government employee who is governed by the provisions of the payment of 

Wages Act, 1936 (Act 4 of 1936) shall be restricted to a period of three years 

immediately preceding the date on which order for re-instatement of such Government 

employee are passed by the authority exercising the powers of appeal, revision or 

review, or immediately preceding the date of retirement on superannuation of such 

Government employee, as the case may be.  

        (5)  In a case falling under sub-rule (4), the period of absence from duty 

including the period of suspension preceding his dismissal, removal or compulsory 

retirement, as the case may be, shall not be treated as a period spent on duty, unless 

the competent authority specifically directs that it shall be so treated for any specified 

purpose:  

         Provided that if the Government employee so desires such authority may direct 

that the period of absence from duty including the period of suspension preceding his 

dismissal, removal or compulsory retirement, as the case may be, shall be converted 

into leave of any kind due and admissible to the Government employee.  

        Note.–The order of the competent authority under the preceding proviso shall be 

absolute and no sanction of the higher authority shall be necessary for the grant of– 

          (a)  extraordinary leave in excess of three months in the case of a temporary Government 

employee; and  

          (b) leave of any kind due in excess of five years in the case of a permanent and quasi-

permanent Government employee.  

         (6) The payment of allowances under sub-rule (2) or sub-rule (4) shall be subject 

to all other conditions under which such allowances are admissible. 

        (7) The amount determined under the proviso to sub-rule (2), or under sub-rule 

(4) shall not be less than the subsistence allowance and other allowances admissible 

under rule 7.2. 

         (8) Any payment made under this rule to a Government employee on his 

reinstatement, shall be subject to adjustment of the amount, if any, earned by him 

through an employment during the period between the date of removal, dismissal or 

compulsory retirement, as the case may be, and the date of reinstatement. Where the 

emoluments admissible under this rule are equal to or less than the amounts earned 

during the employment elsewhere nothing shall be paid to the Government employee.  
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    Note 1.–This rule is absolute and unconditional and so the question of lien does not 

arise in the case of a Government employee who is dismissed from service and is reinstated on 

appeal, revision or review when the period of unemployment between the date of dismissal and 

reinstatement is declared by the authority exercising the powers of appeal, revision or review 

as the period spent on duty.  

    Note 2.–Clause (b) of sub-rule (1) of this rule does not forbid the period spent under 

suspension being treated as leave, and it is open to the authority exercising the powers of 

appeal, revision or review to specify the proportion of pay and allowances to be paid as the 

leave salary which would be permissible, if the Government employee were on leave.  

Administrative Instruction.–A permanent post vacated by the reason of dismissal, 

removal or compulsory retirement of a Government employee should not be filled 

substantively until the expiry of a period of one year from the date of such dismissal, 

removal or compulsory retirement. Where, on the expiry of the period of one year, the 

permanent post is filled and the original incumbent of the post is reinstated thereafter, 

he should be accommodated against any post which may be substantively vacant in 

the grade to which his previous substantive post belonged. If there is no such vacant 

post, he should be accommodated against a supernumerary post which should be 

created in that grade with proper sanction and with the stipulation that it would 

terminate on the occurrence of the first substantive vacancy in that grade.  

       Note 3.–If no order is passed under sub-rule (5), directing that the period of absence be 

treated as duty for any specified purpose, the period of absence should be treated as 'non-duty'. 

In such event, the past service (i.e. service rendered before dismissal, removal, compulsory 

retirement) will not be forfeited. 

                        Note 4.–There is no bar to the conversion of any portion of a period of suspension into 

extraordinary leave. In the case of persons who are not fully exonerated, the conversion of the 

period of suspension into leave with or without allowances has the effect of removing the 

stigma of suspension and all the adverse consequences flowing therefrom. The moment the 

period of suspension is converted into leave, it has the effect of vacating the order of 

suspension, and it will be deemed not to have been passed at all. Therefore, if it is found that 

the total amount of subsistence and compensatory allowances that an officer received during 

the period of suspension exceeds the amount of leave salary and allowances, the excess will 

have to be refunded and there is no escape from this conclusion.  

  7.3-A. (1) Where the dismissal, removal or compulsory retirement of a 

Government employee is set aside by a court of law and such Government 

employee is re-instated without holding any further inquiry, the period of 
absence from duty shall be regularised and the Government employee shall be paid 

pay and allowances in accordance with the provisions of sub-rule (2) or sub-rule (3) 

subject to the directions, if any, of the court.  



108 

[7.3A] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. VII] 

   (2) (i) Where the dismissal, removal or compulsory retirement of a Government 

employee is set aside by the court solely on the ground of non-compliance with the 

requirements of article 311 of the Constitution, and where he is not exonerated on 

merits, the Government employee shall, subject to the provisions of sub-rule (7) of 

rule 7.3, be paid such amount (not being the whole) of the pay and allowances, to 

which he would have been entitled had he not been dismissed, removed or 

compulsorily retired, suspended prior to such dismissal, removal or compulsory 

retirement, as the case may be, as the competent authority may determine, after giving 

notice to the Government employee of the quantum proposed and after considering 

the representation, if any, submitted by him in that connection within such period as 

may be specified in the notice : 

          Provided that any payment made under this sub-rule to a Government employee 

other than a Government employee who is governed by the provisions of the Payment 

of Wages Act, 1936 (Act 4 of 1936) shall be restricted to a period of three years 

immediately preceding the date on which the judgment of the court was passed or the 

date of retirement on superannuation of such Government employee, as the case may 

be. 

         (ii) The period intervening the date of dismissal, removal or compulsory 

retirement including the period of suspension preceding such dismissal, removal or 

compulsory retirement, as the case may be, and the date of judgment of the court shall 

be regularised in accordance with the provisions contained in sub-rule (5) of rule 7.3. 

          (3) If the dismissal, removal or compulsory retirement of a Government 

employee is set aside by the court on the merits of the case, the period intervening the 

date of dismissal, removal or compulsory retirement including the period of 

suspension preceding such dismissal, removal or compulsory retirement, as the case 

may be, and the date of reinstatement shall be treated as spent on duty for all purposes 

and he shall be paid full pay and allowances for that period to which he would have 

been entitled, had he not been dismissed, removed or compulsorily retired or 

suspended prior to such dismissal, removal or compulsory retirement, as the case may 

be.  

          (4) The payment of allowances under sub-rule (2) or sub-rule (3) shall be 

subject to all other conditions under which such allowances are admissible.  

          (5) Any payment made under this rule to a Government employee on his 

reinstatement shall be subject to adjustment of the amount, if any, earned by him 

through an employment during the period between the date of dismissal, removal or 

compulsory retirement and the date of reinstatement. Where the emoluments 

admissible under this rule are equal to or less than those earned during the 

employment elsewhere nothing shall be paid to the Government employee. 
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         7.3-B. (1) When a Government employee who has been suspended is reinstated 

or would have been so re-instated but for his retirement on superannuation while 

under suspension the authority competent to order re-instatement shall consider and 

make a specific order – 

      (a)  regarding the pay and allowance to be paid to the Government employee for 

the period of suspension ending with re-instatement or the date of his 

retirement on superannuation, as the case may be; and  

         (b)   whether or not the said period shall be treated as a period spent on duty. 

         (2) Notwithstanding anything contained in rule 7.3 or rule 7.3-A, where a 

Government employee under suspension dies before the disciplinary or court 

proceedings instituted against him, are concluded, the period between the date of 

suspension and the date of death shall be treated as spent on duty for all purposes and 

his family shall be paid the full pay and allowances for that period to which he would 

have been entitled, had he not been suspended, subject to adjustment in respect of 

subsistence allowance already paid. 

        (3) Where the authority competent to order re-instatement is of opinion that the 

suspension was wholly unjustified, the Government employee shall, subject to the 

provisions of sub-rule (8), be paid the full pay and allowances to which he would have 

been entitled, had he not been suspended: 

         Provided that where such authority is of opinion that the termination of the 

proceedings instituted against the Government employee, had been delayed due to 

reasons directly attributable to the Government employee, it may, after giving him an 

opportunity to make his representation and after considering the representation, if any, 

submitted by him, direct, for reasons to be recorded in writing, that the Government 

employee shall be paid for the period of such delay only such amount (not being the 

whole) of such pay and allowances as it may determine. 

          (4)  In a case falling under sub-rule (3), the period of suspension shall be treated 

as a period spent on duty for all purposes. 

          (5) In cases other than those falling under sub-rules (2) and (3), the Government 

employee shall, subject to the provisions of sub-rules (8) and (9), be paid such amount 

(not being the whole) of the pay and allowances to which he would have been entitled, 

had he not been suspended, as the competent authority may determine, after giving 

notice to the Government employee of the quantum proposed and after considering 

the representation, if any, submitted by him in that connection within such period as 

may be specified in the notice. 

          (6) Where suspension is revoked pending finalisation of the disciplinary            

or court proceedings, any order passed under sub-rule (1) before the conclusion of  the  
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proceedings against the Government employee shall be reviewed on its own motion 

after the conclusion of the proceedings by the authority mentioned in sub-rule (1) who 

shall make an order according to the provisions of sub-rule (3) or sub-rule (5), as the 

case may be. 

          (7) In a case falling under sub-rule (5), the period of suspension shall not be 

treated as a period spent on duty unless the competent authority specifically directs 

that it shall be so treated for any specified purpose: 

           Provided that if the Government employee so desires such authority may order 

that the period of suspension shall be converted into leave of any kind due and 

admissible to the Government employee. 

        Note.–The order of the competent authority under the preceding proviso shall be absolute 

and no sanction of the higher authority shall be necessary for the grant of– 

        (a)  extraordinary leave in excess of three months in the case of temporary Government 

employee; and 

          (b) leave  of  any  kind  in  excess  of  five years  in  the case of permanent Government  

                employee. 

       (8) The payment of allowances under sub-rule (2), sub-rule (3) or sub-rule (5) 

shall be subject to all other conditions under which such allowances are admissible. 

       (9) The amount determined under the proviso to sub-rule (3) or under sub-rule (5) 

shall not be less than the subsistence allowance and other allowances admissible under 

rule 7.2. 

      Note 1.–A suspended Mounted Police Officer on reinstatement, even if such Officer is 

found not guilty of charges preferred against him, will not be given conveyance allowance for 

the period of suspension. 

         Note 2.–The period spent under medical treatment by a Government employee under 

suspension, shall be treated as spent under suspension and the subsistence allowance as 

admissible under the rules shall be given for that period. On reinstatement, it shall be specified 

whether it is to be treated as 'duty' or 'non-duty' with reference to the provisions of this rule, 

unless the Government employee concerned desires and the competent authority orders that it 

may be converted into leave of the kind due and admissible to him. 

         Note 3.–Extra post is not required to be created for grant of full pay and allowances on 

reinstatement of a suspended employee after his having been fully exonerated. 

        Note 4.–Also see Note 4 under rule 7.3(8). 
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   LEAVE TO A GOVERNMENT' EMPLOYEE UNDER SUSPENSION 

       7.4. Leave may not be granted to a Government employee under suspension. See 

also note 2 under rule 7.3. 

                                      Note 1.–A suspension vacancy should be treated as filled by a reservist, if one is 

available at the time, a Government employee belonging to an establishment containing a leave 

reserve is placed under suspension. If no reservist is available at the time, an outsider may be 

appointed but replaced by a reservist as soon as one is available.  

        Note 2.–In an establishment where provision for leave reserve exists, any vacancy caused 

on account of suspension of a Government employee should be filled by a 'reservist' and where 

a 'reservist' is not available, the post should be filled by an officiating appointment. It is, 

however, not necessary to create an extra post. 

                              FORFEITURE OF SERVICE ON RESIGNATION 

        7.5. (1) Resignation from a service or a post, unless it is allowed to be withdrawn 

in public interest by the appointing authority, entails forfeiture of past service. 

         (2) A resignation shall not entail forfeiture of past service if it has been 

submitted to take up, with proper permission, another appointment, whether 

temporary or permanent, under the Government where service qualifies for pension. 

         (3) Interruption in service in a case falling under sub-rule (2), due to the two 

appointments being at different stations, not exceeding the joining time permissible 

under the rules of transfer, shall be covered by grant of leave of any kind due to the 

Government employee on the date of relief or by formal condonation to the extent to 

which the period is not covered by leave due to him. 

         (4) The appointing authority may permit a person to withdraw his resignation in 

public interest on the following conditions, namely:– 

         (i) that the resignation was tendered by the Government employee for some 

compelling reasons which did not involve any reflection on his integrity, efficiency or 

conduct and the request for withdrawal of the resignation has been made as a result of 

a material change in the circumstances which originally compelled him to tender the 

resignation; 

         (ii)  that during the period intervening between the date on which the resignation 

became effective and the date from which the request for withdrawal was made, the 

conduct of the person concerned was in no way improper; 

         (iii) that the period of absence from duty between the date on which the 

resignation became effective and the date on which the person is allowed to resume 

duty as a result of permission to withdraw the resignation is not more than ninety 

days; 
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          (iv) that the aforementioned period of ninety days shall be observed in the 

manner that the employee concerned should put in his application for withdrawal of 

resignation within two months of being relieved and the same should as far as possible 

be processed within a period of one month; and  

          (v) that the post, which was vacated by the Government employee on the 

acceptance of his resignation or any other comparable post, is available. 

          (5) Request for withdrawal of a resignation shall not be accepted by the 

appointing authority where a Government employee resigns his service or post with a 

view to taking up an appointment in or under a private commercial company or in or 

under a corporation or company wholly or substantially owned or controlled by the 

Government or in or under a body controlled or financed by the Government. 

(6)  When an order is passed by the appointing authority allowing a person to 

withdraw his resignation and to resume duty, the order shall be deemed to include the 

condonation of interruption in service but the period of interruption shall not count as 

qualifying service.                                                        
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                                                       CHAPTER VIII 

LEAVE 

SECTION I–General Conditions And Extent of Application 

I.– SERVICE COUNTING FOR LEAVE 

          8.1. Leave is earned by duty only. For the purpose of this rule, a period spent in 

foreign service counts as duty if contribution towards leave salary is paid on account of 

such period. 

         Note.–See also note below rule 2.16 (b). 

         8.2. (a) If a Government employee, who quits the public service on 

compensation or invalid pension or gratuity, is re-employed, and if his gratuity is 

thereupon refunded or his pension is held only in abeyance, his past service thereby 

becoming pensionable on ultimate retirement, he may, at the discretion of the authority 

sanctioning the re-employment and to such extent as that authority may decide, count 

his former service towards leave. 

           Note.–Resignation of the public service, even though it is followed immediately by      

re-employment should entail forfeiture of past service for the purpose of leave under the rules 

in this chapter and should, therefore, constitute an „Interruption of duty‟. 

                     (b) A Government employee who is dismissed or removed from the public 

service, but is reinstated on appeal or revision, is entitled to count his former service 

for leave. 

           Note.–The re-employment of a person who has retired on a superannuation or retiring 

pension is generally an exceptional and temporary expedient. The service of such a                 

re-employed pensioner should, therefore, be regarded as temporary and his leave during the 

period of re-employment, should be regulated by the rules applicable to temporary Government 

employees. 

                         II.–APPLICATION FOR AND GRANT OF LEAVE 

                                                   (1)    GENERAL 

          8.3. Subject to any instructions issued by the Comptroller and Auditor-General 

of India in order to secure efficiency and uniformity of audit in relation to leave 

procedure the following rules govern the procedure for making applications for leave 

and for granting leave. 

        Note.–The instructions relating to leave procedure are contained in Appendix 11 in      

Part II of this Volume. 

Whole Leave Part of Civil Services Rule is Applicable to Our Institution
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(2)  APPLICATION FOR LEAVE. 

    (a) To whom to be submitted. 

         8.4. An application for leave, or for an extension of leave, shall be made to the 

authority competent to grant such leave or extension. 

           Note.–Application for leave should be made on form Punjab C.S.R. No. 2. 

         8.5. A Government employee on foreign service in India should submit all 

applications for leave, through his employer, to the authority competent to sanction the 

leave. 

                          (b) Procedure in case of leave on medical certificate. 

                              Instructions for Medical Officers 

          8.6. Medical Officers must not recommend the grant of leave in any case in 

which there appears to be no reasonable prospect that the Government employee 

concerned will ever be fit to resume his duties. In such cases, the opinion that the 

Government employee is permanently unfit for Government service should be 

recorded in the medical certificate. 

          8.7. Every certificate of a medical committee or board or a medical officer 

recommending the grant of leave to a Government employee must contain a proviso 

that no recommendation contained in it shall be evidence of a claim to any leave not 

admissible to the Government employee under the terms of his contract or of the rules 

to which he is subject. 

         8.8 to 812. Omitted. 

  Medical certificate for Government employees. 

         8.13. (a) Every application for leave on medical grounds made by a Government 

employee shall be accompanied by a medical certificate given by a registered medical 

practitioner having a graduate degree in the Allopathic, Ayurvedic or Homoeopathic 

system of medicine defining as nearly as possible the nature and probable duration of 

the illness or by a request for the issue of a requisition for examination by a medical 

officer of the Government: 

         Provided that the authority competent to sanction leave may, at its discretion, 

waive the condition of producing a medical certificate in the case of a Group „A‟ or 

Group „B‟ Government employee if the leave applied for does not exceed three days at 

a time and such leave shall not be treated as leave on medical certificate and shall be 

debited against leave due other than the leave on medical grounds. 

         (b) The authority competent to sanction leave may at its discretion, secure a 

second medical opinion by requesting the Principal Medical Officer or Assistant to the  
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Civil Surgeon to have the applicant examined.  If it decides to do so, it must arrange 

for the second examination to be made at the earliest possible date after the date on 

which the first medical opinion was given. 

          (c) The Principal Medical Officer or Assistant to the Civil Surgeon shall express 

his opinion both as regards the facts of the illness and as regards the necessity for the 

amount of leave recommended,  and for this purpose he may require the applicant for 

leave to appear either before himself or before a medical officer nominated by him. 

         Note 1.–The possession of a certificate as prescribed in this rule does not itself 

confer upon the Government employee concerned any right to leave. 

         Note 2.–Omitted. 

         Note 3.–Omitted. 

         Note 4.–The Government employee should obtain a medical certificate in the 

following form or as nearly in that form as the circumstances may permit:– 

“Medical Certificate for Government employees recommended for leave, extension of 

leave or commutation of leave.” 

(1)  Name (to be filled in by the applicant in the presence of the registered 

medical practitioner having a graduate degree in the Allopathic, Ayurvedic or 

Homoeopathic System of Medicine. 

(2)  Appointment. 

(3)  Age. 

(4)  Signature of the applicant. 

(5)  Total service. 

(6)  Previous period of leave or of absence on medical certificate. 

  (Columns 5 and 6 to be filled in by the applicant in the presence of the 

registered medical practitioner having a graduate degree in the Allopathic, 

Ayurvedic or Homoeopathic System of Medicine.) 

 I ___________________________,after careful personal examination of the 

case hereby certify that ___________________whose signature and particulars are 

given above, is suffering from _______________and I consider that a period of 

absence from duty of ________________with effect from ______________ is 

absolutely necessary for the restoration of his health. 

Dated the                                             Government Medical Attendant OR        

                                                            Registered Medical Practitioner having a                                                                             

                                                            Graduate Degree in the Allopathic, Ayurvedic or 

                                                            Homoeopathic System of Medicine. 
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             (Second medical opinion if called for by the authority competent to sanction leave).                                   

                          

                                                                    Principal Medical Officer or 

                                                                 Assistant to Civil Surgeon 

          8.14. In support of an application for leave, or for an extension of leave, on 

medical certificate, from a Government employee in Group „D‟ Service, the authority 

competent to grant the leave may accept such certificate as it may deem sufficient. 

   (3) GRANT OF LEAVE 

(a)  General 

         8.15. Leave cannot be claimed as of right. When the exigencies of the public 

services so require, discretion to refuse or revoke leave of any description is reserved 

to the authority empowered to grant it. 

The nature of leave due and applied for by a Government employee cannot be 

altered at the option of the sanctioning authority. So, while it is open to the sanctioning 

authority to refuse or revoke leave due and applied for under this rule it is not open to 

him to alter the nature of such leave. 

          8.16. (1) The grant of a certificate under rule 8.13 or 8.14 does not in itself 

confer upon the Government employee concerned any right to leave. The certificate 

should be forwarded to the authority competent to grant the leave, and the orders of 

that authority should be awaited. A Government employee who absents himself from 

his duty without permission of the competent authority is liable to have his absence 

treated as absence from duty without leave. 

          (2)  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 three days at a time. Such leave shall not, however, be treated as leave on 

medical certificate and shall be debited against leave other than leave on medical 

grounds. 

          8.17. In cases where all applications for leave cannot, in the interests of the 

public service, be granted, an authority competent to grant leave should, in deciding 

which application should be granted, take into account following considerations:‒ 

   (a)  The Government employees who can, for the time being, best be spared. 

(b)  The amount of leave due to the various applicants. 

(c) The amount and character of the service rendered by each applicant since he 

last returned from leave. 
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 (d) The fact that any such applicant was compulsorily recalled from his last 

leave. 

 (e)  The fact that any such applicant has been refused leave in the public 

interest. 

          8.18. When a medical committee or board has reported that there is no 

reasonable prospect that a particular Government employee will ever be fit to return to 

duty, leave should not necessarily be refused to such a Government employee. It may 

be granted, if due, by a competent authority on the following conditions:– 

(a)   If the medical committee or board is unable to say with certainty that the 

Government employee will never again be fit for service, leave not 

exceeding twelve months in all may be granted. Such leave should not be 

extended without further reference to a medical committee or board. 

(b)    If the medical committee or board declares the Government employee to 

be completely and permanently incapacitated for further service he should, 

except as provided in clause (c) below, be invalided from the service, 

either on the expiration of the leave already granted to him, if he is on 

leave when examined by the committee or board, or, if he is on duty from 

the date of relief of his duties which should be arranged without delay on 

receipt of the report of the medical authority. 

(c)    A Government employee declared by a Committee or Board to be 

completely and permanently incapacitated may, in special cases, be 

granted leave, or an extension of leave, not exceeding six months as 

debited against the leave account if such leave be due to him. Special 

circumstances justifying such treatment may be held to exist when the 

Government employee‟s breakdown in health has been caused in and by 

Government service, or when he has taken a comparatively small amount 

of leave during his service or will complete at an early date an additional 

year‟s service for pension. 

          8.19. Leave shall not be granted to a Government employee whom a competent 

authority has decided to dismiss, remove or compulsorily retire from Government 

service. 

          8.20. Leave should be sanctioned to a Government employee after due 

verification by the authority maintaining the leave account and a modified sanction for 

the period of leave can be issued, where necessary.  

          Note.–In the case of leave preparatory to retirement, an undertaking for recovery of 

leave salary, if any, paid in excess shall be taken from the Government employee. 

 



118 

[8.21] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. VIII] 

 (b) Leave beyond the date of retirement and encashment of leave 

          8.21. (a) Leave at the credit of a Government employee in his leave account 

shall lapse on the date of his retirement: 

        Provided that the Government employee, –   

       (A) retiring on superannuation; or 

                  (B) retiring prematurely, voluntarily or on invalidation; or  

       (C) retiring compulsorily as a measure of punishment and in whose case cut 

in the amount of pension has not been ordered by the competent 

authority;  

shall, subject to the provisions of sub-rule (c), be entitled to cash payment 

in lieu of the un-utilised earned leave due as leave preparatory to retirement 

as under :– 

                  (i)  the  cash  payment  shall  be  equivalent  to  leave  salary  limited  to  a   

                        maximum of 300 days‟ earned leave; 

                  (ii)  the  cash  payment  shall  become  payable  on  retirement in the above    

                         cases in lump sum as a one-time settlement; 

                 (iii)  the  leave  salary  for  the  purpose  of  this  rule  shall  not  include city  

                         compensatory allowance or house-rent allowance; and 

                (iv)  no deduction on account of pension and pensionary benefit equivalent           

                        to other retirement benefits shall be made from the cash  thus paid.   

          (aa) Notwithstanding anything contained in sub-rule (a), the authority competent 

to grant leave may withhold whole or part of cash equivalent of earned leave in the 

case of Government employee, who retires from service on superannuation while 

under suspension or while disciplinary or criminal proceedings are pending against 

him, if in the opinion of such authority, there is a possibility of some money becoming 

recoverable from him on conclusion of the proceedings against him and on conclusion 

of the proceedings, he shall become eligible to the amount so withheld after adjustment 

of Government dues, if any. 

         (b)  In case of a Government employee, who is granted extension in Service, on 

the completion of his extended period of Service, shall be entitled to draw cash 

equivalent to un-utilized earned leave at his credit on the date of his superannuation: 

           Provided that a Government employee, who continues in Service after his 

superannuation, shall earn leave at the rate applicable to him on the date of his 

superannuation: 

 Provided  further  that if a Government employee, avails earned leave in excess  
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of leave earned  by  him  during  the  period  of  his extension, in that case the excess leave 

availed by him, shall be deducted from the un-utilized leave at his credit on the date of his 

superannuation. 

                  (c) the cash payment for the unutilised leave admissible under the aforesaid sub-

rule (a), shall be calculated as follows, namely: – 

 

Pay admissible on the 

date of retirement plus 

Dearness Allowance 

admissible on that date. 

___________________       

              30 

 

     

× 

   Number of days of unutilised 

earned leave at credit on the 

date of retirement subject to a 

maximum of 300 days. 

          (d)  Omitted. 

         Note 1.–In the case of the person re-employed after retirement the provisions of these 

rules shall apply as if he had entered Government service for the first time on the date of his  

re-employment. 

           Note 2.  Omitted. 

           Note 3.  Omitted. 

           Note 4.–The period of 300 days mentioned in this rule includes any period of vacation 

with which leave is combined.  

           Note 5.–Omitted. 

                  Note 6.–In the case of a Government employee, who is serving in a vacation 

department, the provisions of rule 8.117 shall also apply for computing his leave under 

sub-rule (b), of this rule. 

           Note 7.–The authorities empowered to grant earned leave, as specified in Appendix-12 

of Part II of this Volume, shall be competent to sanction cash equivalent of unutilized earned 

leave admissible under the provisions of this rule. 

                            (c)   Encashment of earned  leave  along  with 

                                   Leave Travel Concession while in service 

          8.22. (1) A Government employee may be permitted to encash earned leave upto 

ten days at the time of availing of Leave Travel Concession while in service, subject to 

the condition that the total earned leave so encashed during the entire service career 

shall not exceed sixty days in the aggregate. 

          (2) The encashment of earned leave under this rule shall be allowed only once 

during the relevant block of four years and shall be admissible without any linkage to 

the number of days and the nature of leave availed for Leave Travel Concession. 
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  (3) The amount of leave encashment shall be calculated as follows, namely: – 

 

Pay admissible on the date of 

availing of the Leave Travel 

Concession plus Dearness 

Allowance admissible on that 

date. 

_______________________ 

              30 

 

 

 

× 

Number of days of earned 

leave encashed subject to the 

maximum of ten days at one 

time. 

          (4)  The leave encashed under this rule shall be debitable to the leave account of 

the Government employee. 

          (5) Where both husband and wife are Government employees, encashment of 

leave shall be admissible to both of them subject to a maximum of sixty days for each 

spouse during the entire service career. 

          (6) The leave so encashed shall not be deducted from the maximum amount of 

earned leave encashable at the time of retirement under rule 8.21. 

                             Clarification:–Encashment of earned leave under this rule shall not be 

admissible for availing Leave Travel Concession to visit Home Town.               

 (4)  AUTHORITIES COMPETENT TO GRANT LEAVE 

          8.23. Appendix 12 in Part II of this Volume specifies the authorities by whom 

leave admissible under these rules, other than leave on medical certificate under rule 

8.18, special disability leave under rule 8.124 and 8.125, study leave under rule 8.126 

and extraordinary leave under rule 8.137 of these rules, may be granted: 

           Provided that the authorities specified in Appendix 12, in Part II of this Volume 

may further delegate their powers to grant leave to any authority subordinate to them 

subject to such conditions and limitations as they may deem fit to impose: 

            Provided further that: 

(a)   the creation of an additional post requiring the sanction of a higher    

       authority; or 

(b)   reference to higher authority for a substitute; the sanction of the higher 

authority competent to create the additional post or to sanction a substitute 

will be necessary. Special disability leave can be sanctioned only with the 

consent of the Department of Finance.          

          8.24. Omitted. 
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III.–COMMENCEMENT AND EXPIRY OF LEAVE AND COMBINATION OF 

HOLIDAYS WITH LEAVE 

                          (1) Commencement and expiry of leave. 

          8.25. Leave ordinarily begins on the day on which transfer of charge is effected 

and ends on the day preceding that on which charge is resumed. When joining time is 

allowed to a Government employee returning from leave out of India, the last day of 

his leave is the day before the arrival of the vessel in which he returns at her moorings 

or anchorage in the port of debarkation, or, if he returns by air, the day on which the 

aircraft in which he returns arrives at its first regular port in India. 

                          (2)  Combination of holidays with leave. 

           8.26. An authority competent to grant leave may permit Sundays, other 

recognised holidays or vacation to be prefixed to leave or affixed to leave or to be both 

prefixed and affixed to leave in the circumstances and on the conditions laid down in 

rules 8.27 to 8.32: 

Provided that prefixing and suffixing Sundays or other holidays to leave, other 

than leave on medical certificate, shall be allowed automatically except in cases where 

for administrative reasons, permission for prefixing and suffixing Sundays or other 

holidays to leave is specifically withheld. In case of leave on medical certificate if the 

day on which an employee is certified medically fit for rejoining duties happens to be 

Sunday or other holiday, he shall automatically be allowed to suffix such a holiday to 

his medical leave and such day shall not be counted as leave. 

         Note.–See also rules 3.23 and 3.24. 

         8.27. When the day (or days) immediately preceding the day on which the leave 

of a Government  employee  begins  is a holiday (or series of holidays), and competent 

authority has permitted under rule 3.23, the said Government employee to make over 

charge (and the Government employee relieving him to receive charge) on the 

afternoon of the day immediately preceding the holiday or series of holidays, the leave 

of the Government employee making over charge and any consequent rearrangement 

of pay and allowances shall, unless the competent authority in any case otherwise, 

directs, take effect from the first day after the holidays. 

          8.28. When the day (or days) immediately following the day on which the leave 

of a Government employee ends is a holiday (or series of holidays), and a competent 

authority has permitted the said Government employee to receive charge (and the 

Government employee relieved to make over charge) on the forenoon if the day 

immediately following the holidays or series of holidays, the leave if the Government 

employee receiving charge, is, unless the competent authority in any case otherwise 

directs, treated  as  having  terminated  on,  and any consequent re-arrangement  of pay  
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and allowances takes effect from the day on which the leave would have ended if 

holidays had not been affixed. 

         Note 1.–When a competent authority directs otherwise than as in this rule, it should 

convey the orders in the following form:  

        “It is directed under Rule 8.28 that___ (leave) be treated as having terminated on ____and 

the consequent re-arrangement of pay and allowances takes effect from the same date.”    

           Note 2.–The fundamental principle is that two Government employees cannot be on 

duty in the same post. Under rule 
8.27

8.28
 a competent authority cannot accordingly direct that both 

the relieving and the relieved Government employees shall be considered as on duty in the 

same post during the period of holidays. A competent authority can under the rule direct that 

the leave of the Government employee 
proceeding  on

returning  from  
 leave and the consequent arrangement of 

pay and allowances shall take effect from the first day 
after

before
 the holidays or from some day 

during the holidays. If a holiday comes at the 
beginning

end
 of leave the Government employee 

going  on

returning  from
 leave can be allowed under rule 

8.27

8.28
 during that holiday, where ordinarily no work 

is required of him to 
go

remain
 off and count the holiday as duty, as if would have counted had he 

not  been  going  on  leave

returning  to  duty  before  holiday  
.The Government employee

going  on

returning  from
 leave 

doe s not  then  make  over  till  the  holiday  is  over

then  takes  over  before  the  holiday  commences
. If a competent authority decides that in the 

circumstances of the case some one must be on the spot in charge than either (1) the 

Government employee 
going  on

returni ng  from
 leave must 

remian  

return
 during the holiday or (2) 

the  relieving  Government  employee

the  Government  employee  to  be  relieved
must  

be  appointed  to

retain
 the charge during the whole or part of the  

holidays according to the orders  and  he  must do the work without drawing the pay of the post, 

the 
outgoing

incoming
 man being allowed to be away from the station though being treated as on duty 

during the whole or part of the holidays. 

          8.29. In the case of Government employees serving in vacation Departments, 

vacations may be prefixed or affixed to leave, or both prefixed and affixed or allowed 

to intervene between two periods of leave subject to the conditions mentioned in rules 

3.23, 3.24, 8.27, 8.28, and 8.117(c). The previous approval of the Department of 

Finance should be obtained in cases where combination of vacation with leave 

involves extra expense to Government. 

          Note.–Recognised holidays intervening between leave and vacation or vice versa should, 

be treated as part of the vacation and such holidays should be taken into account for the purpose 

of calculating the maximum amount of earned leave admissible to a Government employee at 

any one time. 

          8.30. When a Government employee is permitted to prefix vacation to leave; he 

will report before leaving headquarters or if for urgent reasons, the leave is granted 

during vacation as soon as it is granted, that he makes over charge with effect from the  
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end of  the  vacation, and  the  relieving Government employee will then take over 

charge, and the leave and any consequent re-arrangement of pay will have effect from 

the end of the vacation. 

          8.31. When a Government employee is permitted to affix vacation to leave the 

Government employee to be relieved will make over charge before the vacation, and 

any consequent re-arrangement of pay will have effect from the beginning of the 

vacation. 

          8.32. In the case of District and Sessions Judges, vacations will be treated as 

recognised holidays and may be prefixed or affixed to leave or both prefixed and 

affixed or allowed to intervene between two periods of leave subject to the conditions 

mentioned in Rules 8.23, 8.27 and 8.28 above and provided further that – 

(i) no additional expense is incurred by the State for the period of the vacation. 

(ii)   vacation shall be reckoned as leave in calculating the maximum amount of 

“earned leave” which may be included in the particular period of leave. 

        Exception: As it is not possible to say at the time of sanctioning leave that 

condition  (i)  will  necessarily  be satisfied,  any  permission  to  combine  leave  with 

vacation is subject to withdrawal in the event of a Government employee being 

required to carry out the duties of the post during vacation. In such cases either the 

Government employee will be recalled or, if this is impracticable owing to his absence 

from India or for any other reason, a substitute will be appointed.  In the latter case, 

the portion of the Government employee‟s vacation during which the substitute 

discharges the duties of the post will be treated as leave. 

         8.33. (1) Where the application of the above rules as to prefixing and affixing 

holidays to leave or joining time is doubtful, or inequitable, a competent authority will 

decide which Government employee shall be held to have been incharge, and to which 

the pay of the post for the holiday or holidays shall be paid.         

        (2)  Unless the authority competent to grant leave in any case, otherwise directs,–   

  (a)  if  holidays  are  prefixed to  leave,  the  leave  and  any  consequent                  

re-arrangement of pay and allowances takes effect from the day after the 

holidays; and 

  (b)  if holidays are suffixed to leave, the leave is treated as having terminated 

and any consequent re-arrangement of pay and allowances take effect 

from the day on which the leave would have ended, if holidays had not 

been suffixed. 

                 IV.–DEPARTURE ON LEAVE 

          8.34. Omitted. 
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[8.35-8.41] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. VIII] 

         8.35. A Government employee taking leave out of India must report his 

embarkation to the authority which granted his leave. 

          8.36. Every Government employee proceeding on leave must record on his 

application for leave, the address at which letters will find him during leave. 

Subsequent changes in address during leave, if any, should likewise be intimated to the 

head of the office or the head of department, as the case may be. 

          8.37 to 8.40.  Omitted.           

    V.–ACCEPTANCE OF EMPLOYMENT DURING LEAVE 

          8.41. A Government employee on leave may not take any service or accept any    

employment (including the setting up of a private professional practice as accountant, 

consultant, or legal or medical practitioner), without obtaining the previous        

sanction of –  

(a)   the competent authority, if the proposed service or employment lies 

elsewhere than in India; 

(b)   the Government, or any lower authority empowered to appoint him, if the 

proposed service or employment lies in India. 

           Note 1.–This rule does not apply to casual literary work or to service as an examiner or 

similar employment, nor does it apply to acceptance of foreign service which is governed by 

rule 10.2. The provisions of this note cannot be used as a means of evading the rules governing 

foreign service and Government employees should in no case be permitted to take up foreign 

service except on terms duly approved by the authority competent to sanction the transfer. 

           Note 2.–This rule should not be construed as permitting a Government employee who 

avails himself of leave on medical certificate to undertake regular employment during such 

leave. 

           Note 3.–No permission for accepting employment during leave preparatory to retirement 

shall be granted: 

           Provided that in exceptional circumstances, the competent authority or the Government, 

as the case may be, may permit the Government employee to accept employment with any 

public sector undertaking and on grant of such permission, the leave salary shall not be 

restricted to that admissible during half-pay leave. 

            Note 4.–The leave salary of a Government employee permitted to take up employment 

during terminal leave granted under rule 8.138-A shall not be restricted to the amount of leave 

salary admissible during the half-pay-leave but shall be subject to reduction on account of 

pension and pension equivalent of other retirement benefits and such a Government employee 

shall be paid in lump sum the amount equivalent to leave salary and allowances, for the entire 

period of such leave as one-time settlement.            
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           Note 5.–A Government employee who volunteers for premature retrenchment in order 

to take up private employment should be treated as having resigned his post of his own volition 

and granted terminal leave not exceeding half the amount of earned leave at his credit and his 

leave-salary restricted to the amount of leave-salary admissible in respect of half pay leave. 

           Note 6.–Re-employed pensioners and specialists/contract officers can be permitted to 

take up employment/service during the currency of terminal leave, but in that case their leave 

salary should be restricted to the amount of leave salary admissible in respect of half pay leave. 

           Note 7.–This rule does not apply where a Government employee has been allowed to 

take up a limited amount of private practice and receives fees therefor as part of his conditions 

of services, e.g. where a right of private practice has been granted to a medical officer. 

          8.41-A. (1) In case a Government employee who has proceeded on leave 

preparatory to retirement before the date of compulsory retirement is required for 

employment during such leave in any post under the Punjab Government and he is 

agreeable to return to duty, he will be recalled to duty and the unexpired portion of his 

leave from the date of rejoining duty shall be cancelled. 

          (2) The leave so cancelled under sub-rule (1), shall be allowed to be encashed 

under the provisions of rule 8.21.          

            VI.–RECALL FROM LEAVE 

         8.42. In case a Government employee is recalled to duty before the expiry of his 

leave, he is entitled – 

(a)  if the leave from which he is recalled is out of India– 

  (i) to receive a free passage to India; and, provided that he has not completed 

half the period of his leave by the date of leaving for India on recall, or 

three months, whichever period is shorter, to receive a refund of the cost 

of his passage from India; 

 (ii)  to count the time spent on the voyage to India as duty for purposes of  

calculating leave; and 

  (iii)  to receive leave salary during the voyage to India and for the period from 

the date of landing in India to the date of joining his post to be paid leave-

salary at the same rate at which he would have drawn it, had he not been 

recalled but returned in the ordinary course on the termination of his 

leave and for the latter period travelling allowance under the Punjab 

Travelling Allowance Rules. 

          (b)  If the leave from which he is recalled is in India to be treated as on duty 

from the date on which he starts for the station to which he is ordered, and to draw 

travelling  allowance  under  the  Punjab  Travelling  Allowance Rules  for the journey,  
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[8.42-8.44] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. VIII] 

and to draw leave salary until he joins his post at the same rate at which he would have 

drawn it but for recall to duty. 

         Note 1.–Orders recalling a Government employee on leave out of India should in all 

cases be communicated to him through the High Commissioner for India. 

           Note 2.–The „concession‟ referred to in the second sentence of this rule is a concession 

of the category permitted by the rule. The concessions under this rule are clearly not intended to 

affect the privileges of Government employees which are admissible under other rules, the 

concessions may be availed of when they happen to prove additional to or better than the 

ordinary privileges. 

           Note 3.–The expression “on the termination of his leave”, in clause (a) (iii) of this rule 

means “on the termination of the period of leave as determined by his recall as opposed to the 

whole of the leave he was originally granted.”  The effect of this interpretation will be to make 

the same leave salary admissible for the period of transit in India as would be admissible had 

the return to duty been voluntary and the period of voyage been leave proper and the period of 

transit in India been leave proper or joining time under Rule 9.1 as the case may be. 

           Note 4.– Omitted. 

 VII. RETURN FROM LEAVE 

 (1) Before expiry of leave. 

          8.43. (1) A Government employee on leave may not return to duty before the 

expiry of the period of leave granted to him, unless he is permitted to do so by the 

authority which granted him leave. 

         (2) Notwithstanding anything contained in sub-rule (1) a Government employee 

on leave preparatory to retirement shall be precluded from withdrawing his request for 

permission to retire and from returning to duty, save with the consent of the authority 

empowered to appoint him. 

(2) Return from leave on Medical Certificate. 

          8.44. (i) A Government employee who has taken leave on medical certificate 

may not return to duty until he has produced a medical certificate in the following 

form:–  

Signature of the applicant ____________________. 

  I________________Civil Surgeon, Principal Medical Officer, Assistant to Civil 

Surgeon of _________________ 

I____________ *Registered Medical Practitioner of________do hereby certify 

that I have examined A.B.C. of the _______________ Department  whose  signature is  

                                                           
* See rule 8.13 
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[Chap. VIII]                                          LEAVE [8.44-8.47] 

given above and find that he has recovered from his illness and is now fit to resume 

duties in Government service. I have examined the original medical certificate(s) and 

statement(s) of the case (or certified copies thereof) on which leave was granted or 

extended and have taken these into consideration in arriving at my decision. 

        The original medical certificate(s) and statement(s) of the case on which the leave 

was granted or extended shall be produced before the authority asked to issue the 

above certificate. For this purpose, the original certificate(s) and statement(s) should 

be prepared in duplicate, one copy being retained by the Government employee 

concerned.                                                                        

        (ii) The authority under which the Government employee will be employed on 

return from leave may, if it considers necessary, obtain a second medical opinion about 

the fitness of the Government employee to resume duty by requesting the Civil 

Surgeon, the Principal Medical Officer or the Assistant to Civil Surgeon to medically 

examine the Government employee.    

         In the exceptional cases, the certificate may be obtained from a Commissioned 

Medical Officer or a Medical Officer-in-charge of a Civil Station. 

         If the Government employee on leave is not a Group „A‟ or Group „B‟ officer the 

authority under which the Government employee will be employed on return from 

leave, may, at his discretion, accept a certificate signed by any registered medical 

practitioner. 

                                Note.–A Government employee who had been suffering from tuberculosis may be 

allowed to resume duty on the basis of fitness certificate which recommends light work for 

him. 

       8.44-A.  Omitted. 

(3) Report of return from leave. 

         8.45. A Government employee, on return from leave, must report his return to the 

authority granting the leave. 

         8.46. A Government employee returning from leave is not entitled, in the absence 

of specific orders to that effect, to resume, as a matter of course, the post which he held 

before going on leave.  He must report his return to duty and await orders. 

VIII.  OVERSTAYAL OF LEAVE 

         8.47. (1) Unless the authority competent to grant leave extends the leave, a 

Government employee who remains absent after the end of leave is entitled to no leave  

salary  for  the period of such absence and that period shall be debited against his leave 
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[8.47-8.50]  THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. VIII] 

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 extraordinary leave. 

(2) Wilful absence from duty after the expiry of leave renders a Government 

employee liable to disciplinary action. 

IX.   LEAVE-SALARY 

(1) General 

                               8.48. Subject to any instructions given by the competent authority in connection 

with the control of the issue of money from treasuries or by the Comptroller and 

Auditor General of India in order to secure efficiency and uniformity of audit, the 

following rules prescribe the procedure to be followed: – 

                 (i)   in the payment of leave-salary; and 

                (ii)   in the maintenance of record of service. 

           Note.–The instructions regarding leave procedure and maintenance of service record are 

given in Appendix-11 in Part II of this Volume.          

(2) Payment of leave-salary. 

          8.49. (1) Unless the competent authority by general or special order otherwise 

directs, leave salary shall be drawn in rupee in India. 

          (2) Omitted. 

          (3) Omitted. 

(4) Omitted. 

(5) Omitted. 

X. LEAVE ACCOUNTS 

          8.50. A leave account for each Government employee subject to the Revised 

Leave Rules contained in Section III of this Chapter, shall be maintained in form 

Punjab C.S.R. No.16. 

         Note 1.–A separate leave account should be kept of the leave earned by a Government 

employee serving under a Government and then transferred to another Government and all 

leave taken after the date of transfer should be debited to this account so long as the balance 

under it is not exhausted and the allowance drawn during all leave which is so debited should 

be charged to that Government. 

          Note 2.  Omitted. 

          Note 3.–The balance of earned leave or half pay leave at the credit of a Government 

employee shall invariably be indicated on the order sanctioning such leave to that employee. 
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          8.51. The  leave  account  of  a  Group  „A‟  or „B‟  and  Group  „C‟  or „D‟ 

Government employee shall be maintained by the Head of the Department and by the 

Head of Office, as the case may be, in which he is employed. 

      XI. EXTENT AND APPLICATION 

     (1)  Application of Revised Leave Rules 

       8.52. For purposes of grant of leave and leave salary, the Government 

employees other than those engaged on contract (vide Rule 8.57) or those for 

whom special provision regarding leave has been made, are subject to the 

revised leave rules contained in Section III of this Chapter.     

           Note.–The staff employed on Central Agency Work will be governed by the leave rules 

of the Central Government or these `rules in accordance with the provisions set forth in 

Annexure II of section I of this Chapter. 

         8.53.  Omitted. 

          8.54.  Omitted.  

          8.55.  The rules in this section are not applicable to Government employees paid 

from Defence Estimates who are temporarily transferred to service, paid from Civil 

Estimates, (including service in a tenure post). Such Government employees remain 

subject to the rules which applied to them before their transfer.  

          8.56.  Omitted.  

          8.57.  Leave admissible to Government employees engaged on contract will be 

determined by the terms of their contracts: Provided that no leave will be admissible in 

excess of the leave which would be admissible to a Government employee holding a 

permanent post.  

          Note.–Model Leave Terms for Government employees engaged on contract are given in 

Part I of Appendix–16, in Punjab Civil Services Rules, Volume I, Part II.  

           8.58. Leave on medical certificate to Government employees subject to Rules 

8.131 and 8.132 shall not be granted for a period extending beyond the term of the 

Government employee‟s contract unless or until it has been decided to retain him in 

permanent employment. 

                            Note.–The provisions of Rule 8.21 apply mutatis mutandis to Government employees 

engaged on contract. 
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          (2)  Periods of Off Duty which are not treated as Regular Leave. 

(a) Vacation 

           8.59. Unless the contrary appears from the context vacation counts as duty and 

not as leave. 

           A competent authority may specify the departments or parts of departments 

which should be treated as vacation departments and the conditions in which a 

Government employee should be considered to have availed himself of a vacation. 

          Note.–The orders issued under this rule are given in the Annexure I to this section. 

(b)  Casual and Quarantine leave 

          8.60. A Government employee on casual leave or on quarantine leave is not 

treated, as absent from duty and his pay and allowances are not intermitted, as such 

leave is not recognised regular leave and is not subject to the rules in this Chapter. 

           8.61. Rules regulating the grant of casual leave and quarantine leave are given 

in Appendix 17 in Part II of this Volume. 

 ANNEXURE I 
 (See Rule 8.59) 

         1.   A vacation department is a department, or part of a department, to which 

regular vacations are allowed during which Government employees serving in the 

department are permitted to be absent from duty. 

         2.  (i)  The following classes of Government employees serve in vacation 

department when the conditions of paragraph 1 above are fulfilled :– 

   (a)  Educational Officers, other than the Director of Public Instruction and   

inspecting officers, and their establishment. 

   (b)  Judicial officers of rank not higher than that of subordinate judge and       

their establishments – 

  (c)  Any other class of Government employees which a competent authority 

may declare to be so serving. 

   (ii)  In case of doubt, a competent authority may decide whether or not a 

particular Government employee is serving in a vacation department. 
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           Note 1.–District and Sessions Judges may, with the express permission of the Hon‟ble 

Judges of the High Court, avail themselves, without prejudice to their regular leave, of so much 

of the vacation during the month of September as is not needed for the disposal of Criminal 

business : Provided that suitable arrangements, with the approval of the High Court, can be 

made for the disposal of work and that the State is not put to any additional expenditure in  the 

way of telegraph, postal or other similar charges.  At places where there are two or more Judges 

in a Sessions Court, they may subject to the condition that at least one of them remains on duty, 

avail themselves of the vacation on dates falling between the 24
th

 August and 8
th

 October.  

Vacation in their case shall be treated as recognised holidays. 

        Note 2.–A complete list of Government employees serving in vacation departments is 

given in Appendix 18 in Part II of this Volume. 

         3. A Government employee serving in a vacation department shall be considered 

to have availed himself of a vacation, or a portion of a vacation, unless he has been 

required, by general or special order of a higher authority, to forego such vacation, or 

portion of a vacation: Provided that if he has been prevented by such an order from 

enjoying more than 15 days of vacation, he shall be considered to have availed himself 

of no portion of the vacation. 

         Note 1.–A Government employee who has routine duties to discharge during a vacation 

which  do  not  require  his  presence  at  his  place of duty  and which can be performed either 

by himself at some other place or by some other Government employee, shall be considered to 

have availed himself of a vacation or a part of it. A Government employee who absents himself 

from his place of duty during any part of vacation is expected to arrange for and is responsible 

for the performance without any cost to Government, of such routine duty.  Should a 

Government employee who is absent from the place of duty during any portion of a vacation be 

recalled thereto, he will not be entitled to travelling allowance unless the vacation is combined 

with leave. 

                                 Note 2.–The words “higher authority” occurring in this paragraph mean in the case of 

the head of an office or institution the Head of Department and in other cases the head of the 

office or institution. 

        ANNEXURE II 
            (Referred to in Note 3 below Rule 8.52) 

 

       1.   The staff employed on Union Agency work will be governed by the leave rules 

of the Union Government or the rules of the Punjab Government in accordance with 

the following principles. 
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          2.   Such staff may be divided into the following categories:– 

(a)   Personnel recruited for and employed in agency departments whose pay, 

leave salary, allowances and pensions are charged direct to the Union 

Government, i.e., personnel who are paid direct by the Union       

Government but who are technically under the administrative control of 

the Punjab Government. 

(b)   Personnel recruited and employed in connection with the affairs of the 

Punjab, whose pay, leave salary, allowances and pensions are charged to 

State revenues, but whom the Punjab Government employs         

temporarily on agency work. For their services the Union Government         

pays the Punjab Government an agreed sum and the entire leave charges 

are borne by the latter. 

(c)    Personnel as in category (b) above whose services are employed by the 

Punjab Government part-time or casually, on performing Union Agency 

duties.  For their services the Union Government usually pays an agreed 

sum to the Punjab Government which includes leave charges. 

(d)   Personnel falling in either of the three categories given above who have 

from 1
st
 April, 1937 come under the direct control of the Union 

Government on resumption by them of the administrative control over 

certain agency functions. 

          3. (i)  The Government employees belonging to category (a) who were recruited 

on or after 1
st
 April, 1937 would be governed, by the leave rules of the Union 

Government. 

              (ii) The Government employees falling under categories (b) and (c) 

(irrespective of the dates of recruitment) would remain under the leave rules of the 

Punjab Government and the Union Government would meet their share of leave 

charges as calculated under these rules. 

     SECTION II  

                                              Old Leave Rules 

          8.62 to 8.112.  Omitted.       
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SECTION III–REVISED LEAVE RULES 

     DEFINITIONS 

          8.113.   In the rules in this section – 

 (i)     “leave” includes earned leave, half pay leave, commuted leave, leave  

           not due and extraordinary leave; 

(ii)      “earned leave” means leave earned in respect of periods spent on duty; 

(iii)    “half pay leave” means leave earned in respect of completed years of    

service; 

(iv)    “earned leave due” means the amount of earned leave to the credit of a 

Government employee, calculated in the manner prescribed in rules 

8.116, 8.117 and 8.133, as the case may be, diminished by the amount 

of earned leave taken by him under these rules; 

 (v)     “Half pay leave due” means the amount of half pay leave calculated as 

prescribed in Rule 8.119 for the entire service diminished by the 

amount of half pay leave taken under these rules; 

(vi)     “Commuted leave” means leave taken under, clause (c) of Rule 8.119. 

(vii)   “Government employee in a permanent employ” means a Government 

employee who holds substantively a permanent post or holds a lien on a 

permanent post.  

(viii)   “Completed years of service” and “one year‟s continuous service‟ 

means continuous service of the specified duration under the Punjab 

Government and includes periods spent on duty as well as on leave 

including extraordinary leave; 

(ix)     “Military Officer” means an officer of the Armed Forces who is – 

  (i)   a Commissioned Officer of the Army, Navy or the Air Force; or  

        (ii)  (a)  a junior commissioned officer (including an honorary 

commissioned officer) or an “other rank” of the Army; or 

                               (b) a Branch list officer or a rating of the Navy, or 

                               (c) an air-man including a Master Warrant Officer of the Air   

Force. 

  (x)  “Vacation Department” means a department, or part of a department, to 

which regular vacations are allowed, during which Government 

employees serving in the Department are permitted to be absent from 

duty. 
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GENERAL RULES AND CONDITIONS 

          8.114. Any kind of leave under these rules may be granted in combination with 

or in continuation of any other kind of leave. 

          8.115. The authority which granted leave to a Government employee can 

commute it retrospectively into leave of a different kind which may be admissible but 

the Government employee concerned cannot claim it as a matter of right. 

          8.115-A . Omitted. 

                           PART–A. LEAVE TO GOVERNMENT EMPLOYEES IN     

                                                        PERMANENT EMPLOY 

                                                        GENERAL PROVISIONS 

                                                (i)  Earned Leave 

          8.116. (i) The earned leave admissible to a Government employee in permanent 

employ is :– 

 (a)   1/24th of the period spent on duty, during the first 10 years of his service; 

 (b)   1/18th of the period spent on duty during the next 10 years of his service; 

and 1/12th of the period spent on duty, thereafter. 

Note 1.–For the purpose of assessing the “length of service” under this sub-rule, break in 

service caused as a result of retrenchment shall not entail forfeiture of previous service. Further, 

in the case of women Government employees break in service due to resignation as a result of 

family circumstances of the Government employee concerned, shall also be condoned by the 

re-appointing authority; provided the duration of break does not exceed 10 years. 

          Note 2.–In calculating earned leave, the actual number of days of duty performed shall 

first be counted and then multiplied by 1/12, 1/18, 1/24 as the case may be and the product 

expressed in days and fraction of day.  In case, there is a change in the rate of earning of leave, 

the fraction in the earned leave shall be rounded off to the nearest day that is fraction below half 

shall be ignored and that half or more shall be reckoned as one day. 

          Note 3.–The period spent on duty shall include all kinds of leave, except extraordinary 

leave, for the purpose of calculation of earned leave. 

  (ii)  Accumulation of earned leave is permissible upto 450 days. 

   (iii)  Leave preparatory to retirement may be allowed upto 300 days on full pay, 

provided it is due. 

         Note 1.– Omitted. 
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  [Chap. VIII] LEAVE      [8.116-8.119] 

          Note 2.–The  leave  granted  as  leave  preparatory  to  retirement  shall  not  include 

extraordinary leave. 

          Note 3.–In a case, where a Government employee who is required to retire, or who 

himself chooses to be retired before the age of superannuation, he may be allowed the leave due 

and admissible to him as indicated below, provided it does not extend beyond the date on 

which he attains the age of superannuation:– 

             (i)  leave preparatory to retirement upto 300 days on full pay, if it is due; or 

(ii)  earned leave upto the extent leave preparatory to retirement is admissible as in 

clause (i) with permission to combine it with any other kind of leave, if due. 

          8.117. (a) A Government employee serving in a vacation department, shall be 

entitled to earned leave of eight days for every completed year spent on duty:  

               Provided that if in any year, he is prevented from availing himself of the full 

vacation, earned leave shall be admissible in respect of that year in accordance with 

the provisions of Rule 8.116:  

               Provided further that if in any year, he is prevented from availing himself of a 

part of vacation, the earned leave proportionately admissible to him under sub-rule (b), 

together with earned leave of eight days admissible under this sub-rule, shall not 

exceed the maximum earned leave admissible under rule 8.116. 

           (b) The earned leave admissible to such Government employee in respect of any 

year in which he is prevented from availing himself of the full vacation is such 

proportion of the following periods as the number of days of vacation not taken bears 

the full vacation:– 

            (i)  to a Government employee with 10 years‟ service or less; 

                                                                                                  15 days. 

  (ii)  to a Government employee with more than ten years service but not 

exceeding 20 years service; 

                                                                                                 20 days. 

           (iii)  to a Government employee with over 20 years service; 

                                                                                                 30 days.           

   (c) Vacation may be taken in combination with or in continuation of any kind 

of leave under the rules in this section.  

          8.118.  Omitted.    

       (ii) Half pay leave, commuted leave and „Leave not due‟. 

          8.119. (a) The half pay leave admissible to a Government employee in 

permanent employ in respect of each completed year of „service‟ is 20 days. 
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            (b) The half pay leave due may be granted to a Government employee on 

medical certificate or on private affairs. 

            (c) Commuted leave not exceeding half the amount of half pay leave due may 

be granted to a Government employee on medical certificate only subject to the 

following conditions :– 

             (i)    Commuted leave during the entire service shall be limited to a maximum 

of (240) days; 

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

debited against the half pay leave due; 

            (iii)  Half pay leave up to a maximum of 180 days shall be allowed to be 

commuted during the entire service where such leave is utilised for an 

approved course of study certified to be in the public interest by the leave 

sanctioning authority: 

          Provided that no commuted leave may be granted under this rule unless the 

authority competent to sanction leave has reason to believe that the Government 

employee will return to duty on its expiry, and provided further that no commuted 

leave may be granted unless it has been applied for at least 15 days at a time.  

         Note 1.–The option once exercised will be final and debars a Government employee 

from claiming re-conversion, as a matter of right, though the authority which granted leave can 

(if so disposed) allow it. 

           Note 2.–When commuted leave is granted to a Government employee under this rule 

and he intends to retire subsequently, the commuted leave should be converted into half pay 

leave and the difference between the leave salary in respect of commuted leave and half pay 

leave should be recovered.  An undertaking to this effect should, therefore, be taken from the 

Government employee who avails himself of commuted leave but the question whether the 

Government employees concerned should be called upon to refund the amount drawn in excess 

as leave salary should be decided on merits of each case, i.e. if the retirement is voluntary, 

refund should be enforced, but if the retirement is compulsorily thrust upon him by reason of 

ill-health, incapacitating him for further service or in the event of his death no refund should be 

taken. 

(d) Save in the case of leave preparatory to retirement „leave not due‟ may be 

granted to a Government employee in permanent employ for a period not exceeding 

360 days during his entire service, out of which not more than 90 days at a time and 

180 days in all, may be otherwise than on medical certificate. Such leave will be 

debited against the half pay leave the Government employee may earn subsequently. 

           Note 1.–Leave not due should be granted only if the authority empowered to sanction 

leave  is  satisfied  that  there  is  reasonable prospect of  the Government employee returning to  
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duty on the expiry of the leave and should be limited to the half pay leave he is likely to earn 

thereafter. 

           Note 2.–Omitted. 

           Note 3.–Omitted. 

                                        Note 4.–As for half pay leave in respect of a completed year of service during which 

service was rendered partly in a Group „C‟ post and partly in a Group „D‟ post, this leave will 

be calculated on a pro-rata basis separately in respect of Group „C‟ service or Group „D‟ service 

and then added up. The fraction, if any, present in the total half pay leave for the particular year 

will be ignored if it is less than half, or reckoned as one day if it is half or more. 

           Note  5.  Omitted.  

           Note 6.–The half pay leave earned by a Government employee in respect of a completed 

year of service can be availed of by him during the course of a spell of leave or during an 

extension thereof within which the date of anniversary of service falls. 

           Note 7.–Where a Government employee who has been granted „Leave not due‟ under 

this clause applies for permission to retire, voluntarily, the „leave not due‟ shall, if the 

permission is granted be cancelled and his retirement shall have effect from the date on which 

such leave commenced. An undertaking to this effect should, therefore, be taken from 

Government employee as who avail of „Leave not due‟. But the question whether a 

Government employee should be called upon to refund the amount of leave salary should be 

decided on the merits of each case e.g. if the retirement is voluntary refund should be enforced:  

if it is unavoidable by reason of ill health incapacitating him for further service or in the event 

of his death no refund should be insisted upon. 

           Note 8.–When “leave not due” is granted to a Government employee under this clause 

and he applied for permission to retire voluntarily or resigns of his own volition at any time 

after returning to duty, the question of refund of leave salary in respect of the leave not due 

already availed of before return to duty shall, to the extent it has not been subsequently wiped 

off, be treated in the same way as laid down in note 7 above. 

          Note 9.–Where a Government employee who having availed himself of the „leave not 

due‟ returns to duty and is retired from service under sub-rule (1) of rule 3 of the Punjab Civil 

Services (Premature Retirement) Rules, 1975 and has not been able to earn half pay leave to the 

extent of the „leave not due‟ granted to him before such retirement, he shall not be called upon 

to refund the amount of leave salary in respect of that „leave not due‟. 

         8.120. Omitted. 
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                                                (iii) Extraordinary Leave. 

         8.121. (1) Extraordinary leave may be granted to any Government employee in 

special circumstances:– 

      (a)   when no other leave is admissible, or  

      (b)   when other leave is admissible, but Government employee concerned     

              applies in writing for the grant of extraordinary leave. 

         (2)  The authority empowered to grant leave may commute retrospectively:– 

                (a)   period of absence without leave into extraordinary leave. 

                (b)   extraordinary leave granted into leave of a different kind if the latter                     

                        type  of  leave  was  admissible  at  the time extraordinary leave was                                

                        granted. 

           Note 1.–The power of commuting retrospectively, period of absence without leave into 

extraordinary leave under clause (b) is absolute and not subject to the conditions mentioned in 

clause (a); in other words, such a commutation is permissible even when other leave was 

admissible to the Government employee concerned at the time his absence without leave 

commenced. This concession, however, cannot be claimed by Government employee as a 

matter of right. 

         Note 2.–The concession admissible under clause (2) cannot be claimed by a Government 

employee as a matter of right. 

           Note 3.–Extraordinary leave granted to a Government employee on medical certificate 

may be commuted retrospectively into „leave not due‟ at the discretion of the authority 

competent to sanction leave in respect of extraordinary leave taken on medical certificate after 

the 31
st
 August, 1949. Such a commutation is also permissible in a case where extraordinary 

leave was granted to a Government employee on medical certificate during temporary service 

after the 31
st
 August, 1949, and he is subsequently confirmed or declared quasi-permanent with 

effect from a date earlier than the commencement of the extraordinary leave. 

           Note 4.–Extraordinary leave taken by a Government employee otherwise than on 

medical certificate after the 11
th

 September, 1955, may also be Commuted into „leave not due‟ 

at the discretion of the authority competent to sanction leave. 

LEAVE SALARY 

          8.122.  (1) An officer on earned leave shall be entitled to leave salary equal to 

the pay drawn immediately before proceeding on earned leave. 

           (2) An officer on half pay leave or leave not due is entitled to leave salary equal 

to half the amount specified in sub-rule (1)       

           (3) An officer on commuted leave is entitled to leave salary equal to the amount 

admissible under sub-rule (1). 
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          (4)  An officer on extraordinary leave is not entitled to any leave salary. 

          (5)  Omitted. 

(6)  In the case of a person to whom the Employees State Insurance Act, 1948 

(34 of 1948) applies, leave salary payable during leave, other than earned leave, shall 

be reduced by the amount of benefits payable under the said Act for the corresponding 

period. 

(7)   Leave salary up to one month may be allowed in advance to all Government 

employees proceeding on earned leave subject to the following conditions:– 

          (a)  No advance may be granted when the leave taken is less than thirty days; 

(b) The amount of the advance should be restricted to the net amount of leave 

salary for the first month of leave that is clearly admissible to the Government 

employee  after  deductions  on  account of Income Tax, Provident Fund, contribution 

towards New Defined Contributory Pension Scheme, house rent, repayment of 

advances etc.; 

(c)  The advance should be adjusted in full in the leave salary bill in respect of 

the leave availed of where the advance cannot be adjusted in full, the balance should 

be recovered from the next payment of pay or and leave salary; 

(d) The advance may be sanctioned by the Head of office or by any other 

subordinate officer to whom the power may be specially delegated, to all Government 

employees irrespective of the Group of Service to which they belong. Officers who are 

Heads of Offices may sanction the advances themselves; 

(e) The amount of advance will be debited to the head of account to which the 

pay, etc., of the employee is debited and the adjustment of the advance will be watched 

by the Drawing & Disbursing Officer. 

(f)  Advances shall be sanctioned in whole rupee. 

  (8) If a Government employee including a military pensioner re-employed in 

civil service, dies while in service, the cash equivalent of the leave salary (carrying the 

appropriate amount of dearness allowance) in respect of earned leave at his credit 

subject to a maximum of 300 days in entire service, shall be paid to his family.  

 Note.– During re-employment after retirement from pensionable service, if pension of a 

Government is allowed to be drawn separately, a suitable reduction being made in the            

re-employed pay, his leave salary during the period of earned leave or half pay leave or 

commuted  leave, shall  be  based  on the net re-employed pay  i.e. exclusive of the pension and  
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he shall continue  to  draw  the pension separately in addition. The pension shall continue to be 

drawn by him during the period of extraordinary leave also. 

          8.123. Omitted. 

 ADDITIONAL KIND OF LEAVE IN SPECIAL CIRCUMSTANCES 

  (i)  Special Disability Leave 

          8.124. Subject to the conditions in clauses hereunder:– 

 (1)  Such leave shall not be granted unless the disability manifested itself within 

3 months of the occurrence to which it is attributed and the persons disabled acted with 

due promptitude in bringing it to the notice, but the competent authority if it is 

satisfied as to the cause of disability may permit leave to be granted in cases where the 

disability manifested itself more than 3 months after the occurrence of its cause. 

 (2)   The period of leave granted shall be such as is certified by the authorised 

Medical Attendant of the Government employee concerned to be necessary. It shall not 

be extended except on the certificate of that authority and shall in no case exceed 24 

months. 

 (3)   Such leave may be combined with leave of any other kind. 

 (4) Such leave may be granted more than once if the disability is aggravated or 

reproduced in similar circumstances at a later date, but not more than 24 months of 

such leave shall be granted in consequence of any one disability. 

                 (5)  (a) In the case of a person to whom Workmen‟s Compensation Act, 1923 

applies, the amount of leave salary payable under this rule shall be reduced by the 

amount of compensation payable under section 4(1)(d) of the said Act. 

    (b) In the case of a person to whom the Employees‟ State Insurance Act, 1948 

(34 of 1948), applies, the amount of leave salary payable shall be reduced by the 

amount of benefit admissible under the said Act, for the corresponding period. 

   (6)  The provisions of this rule apply to a Civil employee disabled in 

consequence of service with a Military force if he is discharged as unfit for further 

military service but is not completely and permanently incapacitated for further Civil 

service and to a Civil employee, not so discharged who suffers a disability, which is 

certified by a Medical Board, to be directly attributable to his service, with a military 

force; but in either case, any period of  leave  granted to such a person under military 

rules in respect of that disability shall be reckoned as leave granted under this rule for 

the purpose of calculating the period admissible. 

          Note.– The  intention of  the  above  clause  is  not  that special disability leave should be 

given  to  cover   any  portion  of  Government  employee‟s  military  service, but that  it should 
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be admissible only after the Government employee‟s discharge as unfit for further military 

service.  

           A competent authority may grant special disability leave to a Government employee 

who is disabled by injury intentionally inflicted or caused in or in consequence of, due 

performance of his official duties or in consequence of his official position, as follows:– 

(I)  Such leave shall be counted as duty in calculating service for pension, but half the 

amount of such leave on full pay taken under clause III below shall be counted as 

“earned leave” taken. 

(II)  Leave salary during such leave including a period of such leave granted under 

condition (4) above shall be equal to full pay for the first 120 days. 

 (III)  For  the  remaining  period  of  any  such  leave, to  half pay, or  at the Government              

          employee‟s option for a period not exceeding the period of earned leave, otherwise   

          admissible to him under rule 8.116 or 8.117 to full pay. 

           Note.– Leave salary during special disability leave will be regulated under rule 8.122. 

          8.125.  The application of provisions of Rule 8.124 may subject to the 

conditions given below be extended by a competent authority to Government 

employees disabled by injury accidentally incurred in or in consequence of the due 

performance of his official duties or in consequence of his official position or by 

illness incurred in the performance of any particular duty, which has the effect in 

increasing his inability to illness or injury, beyond the ordinary risk attaching to the 

Civil post, which he holds:– 

(1) The disability if due to disease must be certified by the Authorised Medical 

Attendant of the Government employee concerned to be directly due to the 

performance of the particular duty; 

(2) If the Government employee has contracted such disability during service, 

otherwise than with a military force, it must be in the opinion of the 

competent authority exceptional in character; 

(3) The period of absence recommended by the Authorised Medical Attendant 

of the Government employee concerned may be covered in part by leave 

under this rule and in part by other leave; and  

(4) The amount of special disability leave granted on full pay shall be less than 

120 days.   

                                                 (ii)  Study Leave 

          8.126. Leave may be granted to Government employees on such terms as       

may be prescribed by general or special orders of the competent authority to enable 

them  to study scientific, technical or similar problems or to undergo special courses of 
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instruction. Such leave is not debited against the leave account. 

           Note.–For general orders issued under this rule see Appendix 20 in Part II of this 

Volume.  

                                    (iii) Maternity Leave and Hospital Leave 

          8.127. (a) The competent authority under Rule 8.23 may grant to a female 

Government employee maternity leave on full pay for a period not exceeding 180 days 

without the necessity of production of a medical certificate and the grant of such a 

leave, shall be so regulated that the date of confinement falls within the period of this 

leave and the leave so granted shall not be debited against the leave account of the 

female Government employee: 

 Provided that no leave under this sub-rule shall be granted to a female 

Government employee who has three or more living children. 

         Note.–Extension in leave, if any, on the expiry of maximum period of 180 days 

maternity leave, shall be permissible by the grant of leave of the kind due. 

           Note 1.–During such period she shall be paid leave salary equal to the pay drawn 

immediately before proceeding on leave. The term “pay” in this rule includes officiating pay: 

provided the authority sanctioning the leave certifies that the Government employee would 

have continued to officiate had she not proceeded on leave. 

           Note 2.–Where a female Government employee has less than two living children, 

maternity leave under this rule may also be granted in cases of miscarriages and abortion 

including abortion included under the Medical Termination of Pregnancy Act, 1971, subject to 

the conditions that the leave does not exceed six weeks and the application for leave is 

supported by a certificate from a registered medical practitioner specified in rule 8.13 and, in 

case of doubt, certificate of a Principal Medical Officer or Assistant to a Civil Surgeon or 

Senior Medical Officer may be called for: 

          Provided that a female Government employee having two or more children shall not be 

entitled to avail of this concession, but if required, can be sanctioned leave of the kind due, on 

the production of a medical certificate. 

          Note 3.–In the case of a person to whom the provisions of Employees‟ State Insurance 

Act, 1948 apply, leave salary payable under this rule shall be reduced by the amount of benefit 

admissible  under the said Act for the corresponding period. 

         8.127. (b) Any other kind of leave may be permitted to be prefixed in maternity 

leave without insisting on a medical certificate. But any leave applied for in 

continuation of maternity leave may be granted only if the request is supported by a 

medical certificate. 

           Note 1.–This rule does not preclude the grant of maternity leave in continuation of leave 

of any kind.            

           Note 2.–Omitted. 
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           Note 3.–Regular leave in continuation of maternity leave may also be granted in case of 

illness of a newly born baby, subject to the female Government employee producing a medical 

certificate from the authorised medical attendant to the effect that the condition of the ailing 

baby warrants mother‟s personal attention and her presence by the baby‟s side is absolutely 

necessary. 

          8.127. (c) The competent authority under rule 8.23 of these rules may grant 

hospital leave to a Group „D‟ Government employee and such Group „C‟ Government 

employee whose duties involve handling of dangerous machinery, explosive material, 

poisonous drugs, etc., or the performance of hazardous tasks, while under medical 

treatment for illness or injury if such illness or injury is directly due to risks incurred in 

the course of their official duties. 

         Note 1.–In the case of persons to whom the Workmen‟s Compensation Act, 1923 

applies the amount of leave salary shall be reduced by the amount of compensation payable 

under Section 4(1) (d) of the said Act. 

           Note 2.–Industrial and work-charged staff will also be entitled to Hospital leave in the 

same manner as other State Government employees. 

           Note 3.–Hospital  leave  should  be  granted  on  the  production  by  the  Government 

employee concerned of a medical certificate from a superior officer, not below the rank of 

Senior Medical Officer to the effect that the illness or injury was directly due to risk incurred in 

the course of official duties and also that the leave recommended is necessary to effect a cure. 

           Note 4.–In the case of a person to whom the provisions of Employees‟ State Insurance 

Act, 1948 apply, leave salary payable under these rules shall be reduced by the amount of 

benefit admissible under the said Act for the corresponding period. 

         8.127. (d) Hospital leave may be granted for such period as the authority 

granting it may consider necessary, on leave salary. 

            (i) equal to leave salary while on earned leave, for the first 120 days of any 

period of such leave; and 

(ii) equal to leave salary during half pay leave, for the remaining  period of any 

such leave. 

          8.127. (e) Hospital leave is not debited against the leave account and may be 

combined with any other leave which may be admissible; provided that the total period 

of leave, after such combination, shall not exceed 28 months. 

  (iv) Paternity Leave 

         8.128. (1) A male Government employee having less than two surviving 

children, may be granted Paternity Leave upto a maximum of 15 days (after 

commuting half pay leave of 30 days).  
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          (2) Such leave shall be admissible during the confinement of his wife for 

childbirth, i.e. upto 15 days before or upto 15 days after the date of delivery of the 

child. 

          (3) During the period of such leave, the Government employee shall be entitled 

to leave salary equal to the pay drawn immediately before proceeding on leave. 

    Note. – Paternity leave shall not normally be refused.  

(v)  Adoption Leave 

8.128-A. Adoption leave may be granted to a woman Government employee, 

who does not have her own children and adopts a newly born child. Such leave shall 

be granted subject to the following conditions: – 

  (i)  the adoption should be valid under the law; 

           (ii)  the leave shall commence from the date of adoption of the child and shall 

be granted for a period up to three months or till such day the child is three months old, 

whichever is earlier;    

           (iii) during the period of such leave, the Government employee shall be entitled 

to leave salary equal to the pay drawn immediately before proceeding on leave; and 

           (iv) adoption leave shall not be debited to the leave account of the Government 

employee. 

(vi)  Child Care Leave 

          8.128-B. (1) Subject to the provisions of this rule a woman Government 

employee having minor children below the age of eighteen years, may be granted 

Child Care Leave for a maximum period of one year (i.e. 365 days) during her entire 

service for taking care of two eldest surviving children, whether for rearing or to look 

after any of their needs such as examination, sickness and the like, on production of a 

documentary proof. 

          (2) Such leave may be granted in more than one spells, but it shall not be granted 

in more than three spells in a calendar year. However, it shall not be granted for a 

period of less than fifteen days. 

          (3) The grant of leave under this rule shall be subject to the provisions of rule 

8.15. If the exigencies of public service so require, the authority empowered to grant 

leave, may refuse to sanction leave to a Government employee or may cancel the leave 

already sanctioned in any case.                              

          (4) Child Care Leave shall be sanctioned as in the case of earned leave and no 

Government employee shall proceed on such leave without obtaining prior approval of 

the competent authority.  
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          (5) Child Care Leave shall not be granted under any circumstances to a 

Government employee, who remains on an unauthorised absence from duty and 

applies for it.  

           (6) During the period of such leave, the Government employee shall be entitled 

to leave salary equal to the pay drawn immediately before proceeding on leave. 

          (7) This Leave shall not be debited against the regular leave account of the 

Government employee. However, a separate Leave Account for this Leave shall be 

maintained in a proforma, as may be specified and the entries relating to this Leave 

shall be made in the Service Book of the concerned employee. 

          (8) Child Care Leave shall not be sanctioned in the case of a woman 

Government employee,– 

                (a)  sagainst whom a disciplinary proceeding has been instituted or  who is    

under suspension; or   

                 (b) who is under probation period:  

                                Provided that an authority empowered to grant leave may grant 

leave to such a Government employee after considering a medical 

certificate, countersigned by a medical authority not below the rank of 

Civil Surgeon, to the effect that the minor child is suffering from some 

serious ailment which warrants mother‟s immediate personal care; or 

               (c)  who has been appointed on daily wages, work-charged or contract basis. 

           (9) Leave already availed or being availed of by a Government employee shall, 

under no circumstances, be converted into Child Care Leave. 

            Clarification.–(i) Child Care Leave in connection with the examination or 

illness of a minor child living abroad, shall be sanctioned on the basis of a certificate 

issued  in  this  regard  by  the  concerned  educational institution  or  by an authorised 

doctor, as the case may be. The woman Government employee, who avails Child Care 

Leave in respect of a minor child living abroad, shall have to comply with all the 

rules/instructions for proceeding on ex-India leave and eighty per cent period of such 

leave shall have to be spent in the country where the child is living; 

            (ii) before Child Care Leave is sanctioned relating to the examination of a 

minor child, who lives in a hostel in India or abroad, the Government employee shall 

have to clarify how the needs of such a minor child will be looked after by her;  

            (iii) Leave Travel Concession  shall not be permitted  during Child  Care 

Leave; and  
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          (iv)  a spell, which begins during a calendar year and ends in the next calendar 

year, shall be deemed as a spell pertaining to the calendar year in which the spell 

begins.   

          8.129.  Omitted.         

          8.129-A. Notwithstanding anything contained in rule 8.119, 8.133 and 8.137, 

where a military officer not in permanent civil employ has elected to draw civil rates 

of pay, his leave shall be regulated as follows:– 

            (a)         (i) Instead of annual leave, he may be granted earned leave as  

calculated under rule 8.116 from the beginning of the calendar year 

following that in which he becomes subject to this rule, his leave 

account being initially credited with the earned leave equal to the 

number of days of annual leave which, on the date on which he becomes 

subject to this rule, it would be permissible to grant him under the leave 

rules of the Armed Forces: 

                    Provided that, if annual leave under the leave rules of the Armed 

Forces is not admissible in respect of the calendar year of transfer, duty 

counting for earned leave shall commence on the date on which he 

becomes subject to this rule: 

                    Provided further that in the case of Military Officer serving in a 

vacation department the provisions of rule 8.117, shall apply, mutatis 

mutandis to the calculation and grant of leave: 

           Provided also that a military officer holding substantively a tenure 

post, who is temporarily reverted to military duty, shall be treated as if 

he had remained subject to this rule throughout the period of his absence 

from his civil post, any annual leave taken under the leave rules of the 

Armed Forces during the period being treated as earned leave taken 

under this rule. 

                  (ii) He may also be granted any leave, other than annual leave, 

admissible under the leave rules of the Armed forces either alone or in 

combination with earned leave. 

   (b) The total period of leave shall be regulated by the limit in force under 

the leave rules of the Armed forces to which the military officer is 

subject. 

   (c) Leave may be retrospectively commuted by the authority which granted 

it into any other kind of leave which was admissible to the military 

officer concerned at the time it was granted: 
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                              Provided that except in the case of military officer holding 

substantively  a tenure  post, no  leave under  clause (ii) of  sub-rule (a)  

may  be granted to  such  military officer unless the civil authority which  

grants the leave is prepared to re-employ him immediately upon the 

termination of the leave:                 

                  Provided further that in the case of a military officer holding 

substantively a tenure post, leave under clause (i) of sub-rule (a) may be 

granted so as to extend beyond the expiry of such term if the leave has 

been applied for in sufficient time before the expiry of the fixed term and 

refused owing to the exigencies of public service. 

  (d) Any leave granted under this rule to a military officer holding civil 

appointment of limited tenure shall not exceed beyond the term of his 

civil appointment. 

          8.129-B. A military officer in civil employ shall cease to be governed by rule 

8.129-A with effect from date from which he is released or discharged from the Armed 

Forces and shall with effect from the date of such release or discharge become subject 

to these rules, the earned leave due to him on that date being carried forward. 

          8.129-C. Where a military officer is appointed substantively to a permanent civil 

post (other than a tenure post) there shall be credited initially in his account– 

             (a)  (i)  earned leave equal to the number of days of the annual leave which, on 

the date he is so appointed, it would be permissible to grant him under 

the leave rules of the Armed Forces, or  

                   (ii)  earned leave, if any, which, on the date on which he is so appointed, it  

would be permissible to grant him under rule 8.129-A: 

             Provided that where such appointment is made in the calendar 

year in which the military officer was transferred to civil employ, the 

credit under clause (i) shall be reduced by 1/12
th
 of the duty 

intervening between the date of that appointment and the termination 

of the calendar year of transfer but no reduction shall be made if 

annual leave is not admissible in respect of the calendar year of 

transfer; 

    (b) half pay leave equal to the number of days of furlough which, on the date 

he is so appointed, it would be permissible to grant him under the leave 

rules of the Armed Forces. 
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LEAVE TO GOVERNMENT EMPLOYEES 

ON DEPUTATION OUT OF INDIA 

          8.130.  Unless the competent authority in any case otherwise directs, the 

following provisions apply to Government employees placed on deputation out of 

India, if the period of the deputation exceeds one year :– 

(a)  The period of deputation shall not count as duty for the purpose of this 

chapter. 

(b)  The amount of leave which can be earned by the deputation shall be 

determined by the competent authority. Such leave can only be taken 

during the period of deputation and will not be credited or debited in the 

Government employee‟s leave account. Leave salary during such leave 

shall be equal to the rate of deputation pay: 

Provided that where a deputation originally sanctioned for one year or less is 

subsequently extended so that the total period exceeds one year, these provisions shall 

apply only in respect of the period in excess of one year.  

PART B–LEAVE TO PROBATIONERS AND APPRENTICES 

                                  LEAVE TO PROBATIONERS 

          8.131. During the period of probation, a probationer is entitled to leave as 

follows:– 

(1)  If appointed under contract, to such leave as is prescribed in his contract; or  

(2)   (i)  if there be no such prescription in the contract or  

(ii) if appointed otherwise, to such leave as would be admissible to him 

under the leave rules which would be applicable 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 which 

may be granted to him should not extend beyond the date on which the 

probationary period as already sanctioned or extended expires, or any 

earlier date on which his services are terminated by the order of an 

authority competent to appoint him. 

Note.–See also rule 8.58. 

LEAVE TO APPRENTICES 

8.132. During the period of apprenticeship, an apprentice is entitled to leave as 

follows: – 

  (1)  if appointed under contract, to such leave as is prescribed in his contract; or 
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        (2)  (i)  if there be no such prescription in the contract; or 

(ii)  if appointed otherwise; 

               (a) to leave on medical certificate on leave salary equivalent to half of the 

pay on the last day of duty prior to commencement of leave for a period 

not exceeding one month in any year of apprenticeship if the period of 

apprenticeship is less than one year, proportionate leave will be 

admissible, viz. for Nine/Six/Three months, period of apprenticeship,      

leave admissible will be twenty-one/fifteen/seven days, respectively; 

and 

  (b)  to extraordinary leave under rules 8.121. 

          Note 1.–See also rule 8.58. 

 Note 2.–This rule has reference to leave earned or taken during the apprentice period 

only and not afterwards.  See also rule 2.16 (a) (1). 

 Note 3.–Paid candidates will be treated as apprentices for the purpose of this rule. 

 Note 4.–The  leave  at  the  credit  of  a  Government  employee  on  the  date  of  his 

appointment as an apprentice under Punjab Government should not lapse but may be allowed to 

be carried forward on his appointment to a post under Punjab Government on the expiry of the 

period of apprenticeship. 

PART C–LEAVE EARNED BY TEMPORARY AND OFFICIATING SERVICE, 

SERVICE WHICH IS NOT CONTINUOUS AND PART TIME SERVICE OR 

SERVICE REMUNERATED WHOLLY OR PARTIALLY BY THE PAYMENT OF 

HONORARIA ON DAILY WAGES. 

LEAVE TO GOVERNMENT EMPLOYEES NOT 

IN PERMANENT EMPLOY 

                 (i)  Earned leave, half pay leave, commuted leave and „Leave not due‟ 

          8.133. The provisions of rules 8.116 to 8.119 apply also to a Government 

employee not in permanent employ, provided that– 

(a)    no half pay leave shall be granted unless the authority competent to 

sanction leave has reason to believe that the officer will return to duty on 

its expiry ; and 

(b)   leave not due for a period not exceeding 360 days during the entire 

service shall not be granted to such an employee unless he is suffering 

from T.B., Leprosy, Cancer or mental illness and the following 

conditions are fulfilled:–   
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   (i) that the Government employee has put in a minimum of one year‟s 

service; 

 (ii)   that the post from which the Government employee proceeds on     

         leave is likely to last till his return to duty; and 

 (iii)  the request for the grant of such leave is supported by a medical   

         certificate of the authorised Medical Attendant. 

          8.134.  Omitted. 

          8.135.  Omitted. 

          8.136. No leave is admissible to temporary establishment paid from 

contingencies on contingent bills. Such establishment may, however, be allowed 

extraordinary leave under rule 8.137. 

                                      (ii) Extraordinary Leave 

          8.137.  The provisions of rule 8.121 shall also apply to a Government employee 

not in permanent employment but the period of extraordinary leave on any one 

occasion does not exceed –                                                                                                                                                                                            

(i) two years in the case of a Government employee who has been in 

continuous Government service for a period exceeding one year; and  

(ii) one year in the case of a Government employee whose service is less 

than  one year. 

                                        Note 1.–Where a Government employee, who is not a permanent employee, fails to 

resume duty on the expiry of the maximum period of extraordinary leave granted to him or 

where such a Government employee who is granted a lesser amount of extraordinary leave than 

the maximum amount admissible, remains absent from duty for any period which together with 

the extraordinary leave granted exceeds the limit up to which he could have been granted such 

leave under this rule, he shall be liable to be  removed from service in accordance with  the 

procedure laid down in the Punjab Civil Services (Punishment and Appeal) Rules, 1970. 

                                        Note 2.–The period of extraordinary leave when separated by a spell of vacation will be 

treated as one continuous spell of extraordinary leave for applying the limits specified in this 

rule. 

                                     (iii)  Maternity Leave 

          8.137-A. The provisions of rule 8.127(a) and 8.127 (b), shall apply also to a 

Government employee not in permanent employ. 

           8.137-B.  Omitted.    
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                                             (iv)  Special Disability Leave 

           8.137-C. The provisions of rules 8.124 and 8.125 apply mutatis mutandis to 

temporary and officiating Government employees whose leave is regulated by the 

rules in this part. 

                                                    (v)  Hospital Leave 

           8.138. (a) The competent authority under rule 8.23 of the rules may grant 

hospital leave to Head Constables and Constables of the Punjab Armed Police Force 

and Regular Police Force, Overseers and Sub-Overseers in the Punjab Mental Hospital 

and the Establishment of the Government Press, whose leave is regulated by the Rules 

in this Part. 

           Note 1.–In the case of persons to whom the Workmen‟s Compensation Act, 1923, 

applies the amount of leave-salary shall be reduced by the amount of compensation payable 

under Section 4(1)(d) of the said Act. 

         Note 2.–Industrial and work-charged staff will also be entitled to Hospital leave in the 

same manner as other state Government employees. 

          Note 3.–Hospital leave should be granted on the production by the Government 

employee concerned of a medical certificate from a superior officer, not below the rank of 

Senior Medical Officer to the effect that the illness or injury was directly due to the risks 

incurred in the course of official duties and also that the leave recommended is necessary to 

effect a cure. The period of leave shall be such as may be certified by the Authorised Medical 

Attendant to be necessary. 

         (b) Hospital leave may be granted on leave salary equal to either pay drawn 

immediately before proceeding on earned leave or half pay and for such period, as the 

authority granting it may consider necessary. 

          (c) Hospital leave is not debited against the leave account and may be combined 

with any other leave which may be admissible: provided that the total period of leave, 

after such combination, shall not exceed 28 months. 

(vi)  Terminal Leave 

          8.138-A. (1) Earned leave to the extent due and admissible at a time can be 

granted to temporary employees (other than those employed on a contract basis) at the 

discretion of the sanctioning authority on the termination of service on account of 

retrenchment or on the abolition of posts before attaining the age of superannuation 

even when it has not been applied for and refused in the public interest. In all cases, 

however, where any notice of termination of service is required to be given under the 

terms  of  employment  of  the  temporary  employee  concerned, and that employee is 

relieved before the expiry of the notice, such notice or the unexpired portion thereof 

should run concurrently with the leave granted. 
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          (2)  Such terminal leave may also be granted to– 

                (a)  re-employed pensioners who are treated as “new entrants” in the matter 

of leave, subject to the condition that such pensioners will not be entitled 

to draw their pension during the terminal leave if the pension was held 

in abeyance during the period of re-employment; 

                (b)  persons employed for a period exceeding one year on a contract basis in  

                       terms  of  Appendix  16  to  the  Punjab  Civil Services Rules, Volume I,   

                       Part II. 

         (c)   unqualified persons  who  may  have  to vacate their temporary posts                       

                 to make room for qualified candidates. 

         (d)   persons whose services  may  have  to  be dispensed with, as  a  matter  

                of administrative  convenience as  an  alternative  to  the  initiation of 

disciplinary proceedings against them. 

         Note 1.–This rule shall not apply to apprentices and persons in non-continuous 

employment of Government who will continue to be governed by the normal rules applicable to 

them. 

           Note 2.–Terminal leave under this rule will not be admissible in the following 

circumstances:– 

      (i)   where the employee concerned has been dismissed or removed from service, or  

where service is terminated in the interest of national security ; or 

    (ii)   where the employee concerned resigns his post of his own volition unless the 

resignation is for reason of ill-health or for other reasons beyond his control. 

Leave not exceeding half the amount of earned leave which the Government 

employee concerned can avail of at a time may, however, at the discretion of the 

sanctioning authority, be allowed in this case; 

(iii)   where the services of a temporary Government employee are lent by commercial 

concerns or semi-Government organisations on terms which include the payment 

of leave salary contribution, the grant of leave on termination of the employment 

under Government will in such cases, be at the cost and within the discretion of 

the parent employer. 

            Note 3.–It will not be necessary to extend the temporary post to cover the period of the 

leave granted to a Government employee at the end of his temporary employment. 

            Note 4.–Retrenched Government employees who are re-employed either in their own or 

another  department  on or before the expiry of their terminal leave with no break in service are 

to be deemed to be in continuous Government service and allowed the benefit of their previous 

service for calculating casual and earned leave due to them on their re-employment. 
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           Note 5.– Omitted. 

                                 Note 6.–A temporary Government employee continues in service during that part of 

terminal leave only which runs concurrently with the notice period and ceases to be a 

Government service on the expiry of the notice period, the leave to the extent it goes beyond 

the notice period being treated as a terminal benefit only. 

          (vii)  Leave beyond the date of retirement and encashment of leave 

          8.139. The provisions of rule 8.21 apply mutatis mutandis to temporary and 

officiating Government employees whose leave is regulated by the rules in this Part. 

  (viii) Leave Salary 

          8.140. The provisions of rule 8.122 shall apply mutatis mutandis in the case of a 

Government employee governed by the rules in this part. 

         Note.– Omitted. 

  LEAVE ADMISSIBLE TO PART TIME GOVERNMENT EMPLOYEES AND 

GOVERNMENT EMPLOYEES WHOSE SERVICE IS NOT CONTINUOUS 

  LAW OFFICERS 

(i)  Assistant Legal Remembrancers 

          8.141.  An Assistant Legal Remembrancer whose pay is fixed at a definite rate 

but his whole-time is not retained for the service of Government, may be granted leave 

as follows:– 

  (a)   Leave on full pay during the vacation of the High Court; provided that no 

extra expense is hereby caused to Government; such leave will be counted 

as duty. 

  (b)   Leave on half pay for not more than six months once only in his service  

after six years of duty. 

  (c)   On medical certificate leave on half pay up to the maximum of 12 months 

during whole service. When the maximum of 12 months is exhausted, 

further leave on medical certificate not exceeding 6 months in all may be 

granted in exceptional cases on the recommendation of a medical board. 

  (d)   On the conditions prescribed in rule 8.121 extraordinary leave. 

         Note.–Leave under any one of the clauses of this rule may be combined with leave under 

other clause. 
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                          (ii)  District Attorneys and Government Pleaders 

          8.142. (a) (1) District Attorneys will ordinarily be permitted to absent 

themselves from their duties during the period for which the court of the Sessions 

Judge is closed for the summer vacation, upto a maximum of one month if the State of 

work permits; but such permission may be withdrawn by the Director of Prosecution 

and Litigation when the work so requires.  In these cases, it should not be necessary to 

appoint any other person to perform the duties of the District Attorney, who will be 

permitted to draw his consolidated monthly fees for the period of his absence. 

           (2) When a District Attorney is refused permission to absent himself from duty 

during the period of the Sessions Court‟s vacation, he may, with the sanction of 

Government, be permitted to absent himself from duty at some other time of the year 

for a period not exceeding one month, during which time he will continue to draw his 

consolidated monthly fees.  

           (3) Apart from the concession in clause (2) a District Attorney may be permitted 

by the Director of Prosecution and Litigation to absent himself from  his  duties at any 

time of the year up to a period of three months, or for a longer period with the sanction 

of the Government, during which time he will not be entitled to any remuneration 

other than that provided in clause (6) below. 

         (4)  During the absence from duty of a District Attorney under the provisions of 

any of the above clauses arrangements may be made by the Director of Prosecution 

and Litigation for the discharge of his duties by another legal practitioner. The Director 

of Prosecution and Litigation may engage a private practitioner either on fees for 

individual cases at the rates fixed by Government for the employment of private 

practitioners for criminal case work or on consolidated fees not exceeding the monthly 

rate fixed by the Government, whichever alternative is in the opinion of the Director of 

Prosecution & Litigation most economical and conducive to efficiency. Such 

appointments will be made by the Director of Prosecution and Litigation in 

consultation with the local authorities. 

          (5)   If no suitable legal practitioner is willing to do the work on the monthly rate 

fixed by the Government or if the appointment of a private practitioner on fees does 

not appear appropriate or economical, the Deputy Commissioner should refer the 

matter with his recommendations to the Director of Prosecution & Litigation for the 

orders of Government. 

          (6)  If the period of absence (other than any period during which the District 

Attorney is entitled to draw full fees) does not exceed one month, the District Attorney 

may be allowed to draw the difference, if any, between the rate fixed for his fees and 

the sum paid to his substitute or substitutes. 
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           (7)  When the same District Attorney is attached to more districts than one, the 

Deputy Commissioner of each district concerned must be consulted. 

          (b) (i) Government Pleaders must arrange that their services are available at all 

times, other than the period of the vacation fixed for subordinate civil courts, unless 

permission of absence has been given. 

           (ii) Government Pleaders who are not District Attorneys may be given 

permission of absence at any time of the year; provided that they can be spared.  Such 

permission must be obtained from the Director of Prosecution & Litigation through the 

Deputy Commissioner. 

          Editor and Reporters of the Indian Law Reports 

          8.143. The Editor and Reporters engaged in the production of the Indian Law 

Reports (Punjab Series) who are part-time Government employees earn leave upto 

1/12
th
 of the period spent on duty. They can be granted leave up to the maximum of 

120 days at any one time and will be allowed leave salary equal to the pay on the day 

before the leave commences; provided no extra expense is thereby caused to 

Government.                                         

                                                 Departmental Sub-Registrar 

          8.144. Subject to the deduction of the amount of leave actually enjoyed from the 

amount of leave which has been earned a Departmental Sub-Registrar may be granted 

leave as follows:– 

(i)   Leave with pay– 

                   (a)  Leave on full pay not exceeding one year in the whole of his service  

upto 1/12
th
 of the period spent on duty subject to the conditions that– 

                         (1)  Leave earned cannot at any one time be granted to an extent    

greater than 120 days; and 

                         (2)  Of leave so granted 1½ months will be leave without medical 

certificate and the rest on medical certificate. 

                   (b)  Leave on medical certificate on half pay for not more than six months 

during his service after the completion of six years of duty. 

 (ii)     Leave without pay– 

       (a)  without medical certificate, for a period not exceeding one year during  

the whole of his service; a Sub-Registrar who is also a member  of  the  

Union  Parliament  or  States  Legislature  may  in  addition be granted            
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               leave for the period he actually attends the meetings of such 

Parliament or Legislature or of its Sub-Committee. 

                     (b)  On medical certificate, without any limit. 

          (iii)  Any combination of leave under clauses (i) (a), (i) (b) and (ii) (a), (ii) (b); 

provided that no combination under clauses (i) (a), (i) (b) and (ii) (a) at any 

one time exceeds one year. 

       LEAVE ADMISSIBLE TO GOVERNMENT EMPLOYEES REMUNERATED         

WHOLLY OR PARTIALLY BY THE PAYMENT OF HONORARIA OR 

DAILY WAGES 

          8.145. A Government employee remunerated by honoraria may be granted leave 

on the terms laid down in rule 8.141; provided that he makes satisfactory arrangements 

for the performance of his duties that no extra expense is caused to Government and 

that during leave of the kind contemplated by clause (b) of rule 8.141, the whole of the 

honoraria are paid to the person who officiates in his post. 

          8.146. Leave to – 

    (1)   A section-writer or a temporary press employee, paid under the piece work 

system, or a daily labourer, employed in the Public Works Department, if 

granted leave, is not entitled to any leave salary whatever during his 

absence. 

(2)  Labourers employed on a daily wages in Government workshops, power-

houses, quarries; electric sub-stations and other similar institutions, or on 

demolition of buildings, or on blasting operations or roads, or on a power       

line, a telephone line, a haulageway in the Public Works Department, who 

are injured while on duty, may be granted leave while under medical 

treatment for the injury; provided that the injury is directly due to risks 

incurred in the course of their official duties. The total amount of such 

leave in any one term of 3 years shall not exceed six months, full wages 

being allowed for the first three months and half wages thereafter         

inclusive of compensation under the Workmen‟s Compensation Act, 

where such compensation is payable. 

          8.147. Omitted.                      

                     LEAVE  RULES  APPLICABLE TO  PERMANENT SALARIED 

                     INDUSTRIAL EMPLOYEES IN THE PUNJAB GOVERNMENT 

                     GROUP „C‟ AND GROUP „D‟ 

          8.148. (1) Leave to permanent Group „C‟ and Group „D‟ salaried industrial 

employees shall be admissible in accordance with the provisions of Rule 8.116.  
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          (2) The half pay leave admissible to an employee in respect of each completed 

year of service is 20 days and will be accumulative.  The half pay leave due may be 

granted to an employee on medical certificate or on private affairs. 

 (3)  Leave without pay may be granted when no other leave is admissible. 

 (4) The provisions of rule 8.119 (c) and (d) apply to Government employees 

whose leave is regulated by the rules in this part except that leave not due will be 

granted only on medical certificate. 

 (5)  Injury leave at half pay rates may be granted to a permanent salaried 

industrial employee, below the grade of Overseer or General Foreman who is injured 

in circumstances which would have given rise to a claim for compensation under the 

Workmen‟s Compensation Act, 1923 (VIII of 1923), if he had been a workman as 

defined therein, whether or not proviso (a) to sub-section (1) of section 3 of that Act 

is applicable. In the case of workers who are declared to be suffering from lead 

poisoning by certifying Surgeon, injury leave will be admissible on full pay.         

Such leave shall not be deemed to be leave on medical certificate for the purpose of 

clause (2). It shall be granted from the commencement of disablement for so long as 

is necessary subject to a limit of two years for any one disability and a limit of five 

years during an employee‟s total service including service, if any, on the piece 

establishment. The salary payable in respect of a period of leave granted under this 

rule shall in the case of an employee to whom the provisions of the Workmen‟s 

Compensation Act, 1923, (VIII of 1923), apply be reduced by the amount of 

compensation paid under clause (d) of sub-section (1) of section 4 of that Act. 

           Note.–The expression “pay” in this rule means the pay on the day before the leave 

commences. 

LEAVE RULES APPLICABLE TO OFFICIATING TEMPORARY 

INDUSTRIAL EMPLOYEES OF PUNJAB GOVERNMENT PRESS, GROUP 

„C‟ and GROUP „D‟. 

          8.149. (1) The competent authority under rule 8.23 of these rules may grant 

hospital leave to a Group „D‟ Government employee and such Group „C‟ Government 

employees whose duties involve handling of dangerous machinery, explosive 

materials, poisonous drug etc. or the performance of hazardous tasks, while under 

medical treatment for illness or injury if such illness or injury is directly due to risks 

incurred in the course of their official duties. 

         Note 1.–In the case of person to whom the Workmen‟s Compensation Act, 1923 applies, 

the amount of leave-salary shall be reduced by the amount of compensation payable under 

section 4(1)(d) of the said Act. 

                                       Note 2.–Industrial and Work-charged staff will also be entitled to hospital leave in the 

same manner as other State Government employees. 
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           Note 3.–Hospital leave should be granted on the production by the Government 

employee concerned of a medical certificate, from a superior officer, not below the rank of 

Senior Medical Officer to the effect that the illness or injury was directly due to risks incurred 

in the course of official duties and also that the leave recommended is necessary to effect a 

cure. The period of the leave shall be such as may be certified by the Authorised Medical 

Attendant to be necessary. 

           8.149. (2) Hospital leave may be granted on leave salary equal to either pay 

drawn immediately before proceeding on earned leave or half pay and for such period 

as the authority granting it may consider necessary. 

           8.149. (3) Hospital leave is not debited against the leave account and may be 

combined with any other leave which may be admissible; provided that the total period 

of leave, after such combination, shall not exceed 28 months. 

            8.149. (4) Provisions of sub-rules (a), (b) and (c) of rule 8.119, rule 8.137 and 

sub-rule (1) of rule 8.148 ibid shall apply mutatis mutandis. 
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  JOINING TIME 

CONDITIONS UNDER WHICH ADMISSIBLE 

          9.1. Joining time may be granted to a Government employee to enable him– 

    (a)   to join a new post either at the same or new station, without availing 

himself  of  any leave on relinquishing charge of his old post; 

    (b)   to join a new post in a new station on return from– 

    (i) earned leave not exceeding 180 days, in respect of Government 

employees subject to the Leave Rules in Section III of Chapter 

VIII; 

(ii)   leave other than that specified in sub-clause (i) when he has not 

had sufficient notice of his appointment to new post; 

  (c) (i) to proceed on transfer or on the expiry of leave from a specified 

station to join a post in a place in a remote locality which is not 

easy of access; 

(ii)   to proceed, on relinquishing charge of a post on transfer or leave, 

in a place in a remote locality which is not easy of access to a 

specified station.  

         Note 1.–The authority which granted the leave will decide whether the notice referred 

to in clause (b) (ii) was insufficient. 

           Note 2.–The joining time and travelling allowance of military officers in civil employ 

are governed by the civil rules in virtue of the provisions of paragraph 593 of the Regulations 

for the Army in India (Rules) and paragraph 2 (iii) and 14 of the Defence Services 

Regulations, India Passage Regulations, respectively, read with Fundamental  Rule 3. These 

rules admit of the grant of joining time and travelling allowance to military officers in civil 

employ not only on the occasion of their transfer to civil employ and retransfer to military 

employ but also when they are actually serving in the civil employ.  For the purposes of these 

rules, privilege leave under the military leave rules, should be treated as earned leave of not 

more than four months‟ duration.   

          Note 3.–The time reasonably required for journeys between the place of training and the 

stations to which a Government employee is posted immediately before and after the period of 

training should be treated as part of the training period. This does not apply to probationers 

holding “training posts” which they may be considered as taking with them on transfer.  Such 

probationers are entitled to joining time when transferred. 

         Note 4.–When a Government employee holding a temporary post is offered through his 

official superior another such post at some other station at any time before the abolition of his 

post, he is entitled to joining time. 
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          Note 5.–No joining time, joining time pay or travelling allowance shall be granted to a 

State Government employee who is appointed to a post under the Union Government but joins 

his new post after termination of his employment under the State Government by resignation 

or otherwise, unless the employment of a particular Government employee is in the wider 

public interest. The same applies to a employee of the Union Government or of another State 

Government who, in similar circumstances, is appointed to a post under the Punjab 

Government.  Further, when a Government employee of one department is appointed to a post 

in another department, both departments being under the Punjab Government, but joins his 

new post after termination of his employment under the old departments, no joining time, 

joining time pay or travelling allowance shall be allowed unless it is in the public interest to do 

so.  If joining time is allowed in any case it should be the minimum necessary and should in no 

case exceed the transit period. 

          Note 6.–Joining time, joining time pay and travelling allowance of Government 

employees appointed to posts under the Punjab Government on the results of a Competitive 

Examination, which is open to both Government employees and others, is regulated as under:– 

        (a)  travelling allowance, joining time and joining time pay should ordinarily be  allowed 

to all Government employees serving under the Union or State Government who 

hold permanent post in a substantive capacity. 

         (b)   no travelling allowance, joining time pay should be granted in the case of those who 

are employed in a temporary capacity without the sanction of Government. 

             (c)  for the purpose of clause (a) above provisionally permanent and quasi-permanent 

Government employees shall be treated as on par with the permanent Government 

employees. 

          9.2. No joining time is allowed in cases when a Government employee is 

transferred from one post to another in the same office establishment.  

          9.3. (a) A Government  employee  on  transfer  during  a  vacation  may  be 

permitted to take joining time at the end of the vacation.  

 (b) If vacation is combined with leave, joining time shall be regulated under rule 

9.1(b) (i), if the total period of leave on average pay and vacation or earned leave and 

vacation combined is of not more than six months or 180 days duration, respectively. 

          9.4. If a Government employee takes leave while in transit from one post to 

another, the period which has elapsed since he handed over charge of his old post 

must be included in his leave. On the expiry of the leave, the Government employee 

may be allowed normal joining time.   
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CALCULATION OF JOINING TIME 

          9.5. The joining time of a Government employee in cases involving a transfer 

from one station to another, neither of which is in a remote locality not easy of access, 

is subject to a maximum of 30 days. Six days are allowed for preparation and in 

addition, a period to cover the actual journey calculated as follows:– 

           (a)  A Government employee is allowed:– 

                     (i)  For the portion of                            Actual time occupied in  

                           the journey which he                       the journey 

                           travels by air craft. 

                     (ii) For the portion of                            One day for each 

                           the journey which he  

                           travels or might 

                           travel. 

                      By railway                                                   ... 500 kilometers     

                                                                                                     

                      By ocean steamer                    … 350 kilometers     or any longer         

                      By river steamer                      … 150 kilometers     time actually                                                                                        

                                                                                occupied in 

                                                                                                         the journey.                                                                             

                      By motor vehicle or                                   

                      horse-drawn conveyance                             …   150 kilometers 

                      In any other way                                          …    25 kilometers 

 

 (b) (i) For purpose of journey by air under clause (a) (i) a part of day should 

be treated as one day. 

                  (ii)  a day is also allowed for any fractional portion of any distance 

prescribed in clause (a) (ii). 

 (c) when part of the journey is by steamer, the limit of six days for 

preparation may be extended to cover any period unavoidably spent 

in awaiting the departure of the steamer. 

           Note.–If a steamer is not due to start immediately after the expiry of six days from the 

day when the Government employee, gives over charge, the Government employee may add to 

his joining time the number of days intervening between the expiry of the six days and the 

departure of the next steamer, whether he actually starts during the first six days or by the next 

boat after their expiry. 
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 (d)    travel by road not exceeding eight kilometers to or from a railway station, 

or steamer ghat at the beginning or end of journey does not count for 

joining time. 

(e)    a Sunday does not count as a day for the purpose of the calculations in this 

rule but Sundays are included in the maximum period of 30 days. 

         Exception.–The authority sanctioning the transfer may in special circumstances 

reduce the period of joining time admissible under this rule. 

         9.6.   Not more than one day is allowed to a Government employee in order to 

join a new post when the appointment to such post does not necessarily, involve a 

change of residence from one station to another. A holiday counts as a day for the 

purpose of this rule. 

         9.6-A. When holiday (s) follow (s) joining time, the normal joining time may be 

deemed to have been extended to cover such holiday (s). 

         9.7.   Except in the case of a journey performed by air which will be governed 

by the provisions in clause (a) (i) of rule 9.5 by whatever route a Government 

employee actually travels his joining time shall, unless a competent authority for 

special reasons otherwise order, be calculated by the route which travellers ordinarily 

use. 

          9.8. (a) The joining time of a Government employee under clause (b) (i) and (ii) 

of rule 9.1 will be counted from his old station or from the place at which he receives 

the order of appointment, whichever calculation will entitle him to less joining time. If 

the leave is being spent out of India and the order of appointment to the new post 

reaches him before he arrives at the port of debarkation, the port of debarkation is the 

place in which he received the order for the purpose of this rule.  If, however, such a 

Government employee actually performs the journey to his old headquarters for 

winding up his personal affairs, etc. his joining time will be calculated from the old 

headquarters to the new headquarters, irrespective of the place where he spends leave 

or receives posting orders. A certificate to the effect that the Government employee 

had actually performed the journey from the station where he was spending leave to 

the old headquarters for winding up personal affairs should be furnished by the officer 

concerned with his charge report for assumption of the post at the new headquarters. 

The responsibility for obtaining the certificate from a Group „A‟ or  Group „B‟ officer 

would rest with the Head of Department concerned and for Group „C‟ and Group „D‟ 

staff, with the head of office. 
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         (b) A Government employee taking joining time under clause (b) (i) of rule 9.1 

who receives, while on leave (whether spent in or out of India); order of transfer to a 

station other than that from which he took leave, will be granted full joining time 

admissible under clause (a) above, without reference to the authority which granted 

the leave and irrespective of the date on which the orders of transfer are received by 

him.  Should he join his new appointment before the expiry of such leave plus the 

joining time admissible the period short taken should be considered as leave not 

enjoyed, and a corresponding portion of the leave sanctioned should be cancelled 

without any reference to the authority which granted the leave. If in any case, the 

Government employee desires not to avail himself of the full period of joining time 

admissible the period of leave and joining time should be adjusted with reference to 

such option. 

          9.9.  Omitted. 

         9.10. If a Government employee is authorised to make over charge of a post 

elsewhere than at his headquarters, his joining time shall be calculated from the place 

at which he actually makes over charge. 

          9.10-A. If the headquarter of a Government employee, while on tour is changed 

to the tour station itself, or his temporary transfer is converted into permanent transfer 

by the competent authority, his joining time may be calculated from the old 

headquarters, to the new headquarters, in case he actually performs the journey to his 

old headquarters for winding up his household etc. 

          9.11. If a Government employee is appointed to a new post while in transit from 

one post to another, his joining time begins on the day following that on which he 

receives the order of appointment. 

           Note.–A second period of six days for preparation should not be included in calculating 

the joining time of a Government employee whose appointment is changed while he is in 

transit. 

          9.12. When a Government employee under the administrative control of the 

Punjab Government is transferred to the control of another Government, his joining 

time for the journey to join his post under that Government and for the return will be 

governed by the rules of that Government. 

          9.13 and 9.14. Omitted. 
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 PAY DURING JOINING TIME 

          9.15. A Government employee on joining time shall be regarded as on duty, and 

shall be entitled to be paid as follows:– 

(a)  where joining time is granted under clause (a) of rule 9.1 the pay which he 

would have drawn if he had continued in the old post; or the pay which he 

will draw on taking charge of the new post, whichever is less; 

(b)  where the joining time is granted under clause (b) of rule 9.1– 

     (i) if it is in continuation of leave which included a period of leave on            

average pay of earned leave pay equal to leave-salary which he last 

drew during such leave on average pay or earned leave at the rate 

prescribed for payment of leave salary in India; and  

    (ii)  if it is in continuation of leave which did not include a period of earned 

leave-pay equal to the leave salary which the Government employee 

would have drawn under the leave rules applicable to him as if he had 

been on leave on average pay or earned leave in India for the period of 

joining time; 

  (c)        where  joining  time  is granted  under  clause  (c)  of  rule  9.1, the pay  

which  he would draw in his post in the remote locality: 

Provided that:– 

    (i)   a Government employee on transfer shall not be entitled to any pay for 

the period of joining time unless his transfer is in the interest of public 

service; 

    (ii)   no joining time pay shall be granted to a Government employee who 

does not hold a permanent post under Government (including the 

central and State Governments) in a substantive capacity or a post 

under the Punjab Government in a quasi-permanent capacity, when he 

is appointed to a new post on the results of a competitive examination 

or interview which is open to both Government employees and others. 

           Note 1.–A Government employee on transfer is not entitled to be paid while on joining 

time unless his transfer is made in the public interest.  

           In such cases the Government employee may be granted regular leave by the competent 

authority under the leave rules admissible to him even if the transfer is at his own request to 

cover the period after handing over charge at the old station and before taking over at another, 

if the Government employee applies for it and the competent authority is willing to sanction it. 

In case, however, where the Government employee does not apply for leave to cover the 

period spent in transit, this period should be treated as “dies non” for purposes of leave, 

increment and pension. 
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         Note 2.–A military officer subject to the Military Leave Rules who retains a lien on his 

civil post is entitled on joining time, under sub-clause (ii) of clause (b) above, to draw the same 

amount of leave salary which he would have drawn had he taken leave under Civil Leave 

Rules: Provided that such leave-salary shall not be less than that which he actually drew during 

the last portion of his leave. 

         9.16.  In the Public Works Department no extra pay (where the transfer involves 

the grant of extra pay) can be drawn in any case by a relieving Government employee 

until the transfer is complete, but as far as ordinary pay and allowances are concerned 

an exception may be made to the general rule in all cases in which the charge to be 

transferred (whether a division, a sub-division, or other charge) consists of several 

scattered works which the relieving and the relieved Government employee are 

required, by the orders of a superior officer, to inspect together before the transfer can 

be completed. The relieving Government employee will be considered as on duty if 

the period taken in carrying out these inspections is not considered by the 

Superintending Engineer to be excessive. While so taking over charge, the relieving 

Government employee will draw:– 

               (i) if he is transferred from a post which he holds substantively his 

presumptive pay in that post; 

         (ii)    if he is transferred from a post which he has held in an officiating capacity, 

the officiating pay admissible in that post : provided it is not more than the 

pay he would draw after the transfer is complete; otherwise his 

presumptive pay in the permanent post on which he had a lien prior to 

transfer; 

        (iii)   if he returns from leave, his pay during the period of taking over charge be 

regulated as follows:– 

(a)  if he went on leave while working in the post held by him 

substantively, the presumptive pay of that post; and 

(b)  if he went on leave while working in a post in an officiating capacity, 

the officiating pay of that post or the pay which will be admissible to 

him in the new post, after taking over charge, whichever is less. 

           Note 1.–The concession of house-rent allowance or free quarter ordinarily admissible to 

a Government employee should be treated as “ordinary pay and allowances” within the 

meaning of this rule and is admissible to both the relieved and the relieving Government 

employees during the period occupied by them in handing over and taking over charge. 
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          Note 2.–In each case where it has been decided to treat the period of taking over charge 

of a relieving officer as „duty‟ under the provisions of this rule, a declaration in the following 

proforma should be issued:– 

DECLARATION 

                      I,___________ (Name)___________(Designation) declare that 

Shri________________  (Name and designation of the officer to be relieved) and 

Shri_____________ (Name of the relieving officer)___________ (Designation) 

were engaged in joint  inspection of several scattered works and/or stores during 

the period from  _______ to _______in connection with handing over and taking 

over charge and I do not consider the above period as excessive during which 

Shri___________  shall be treated as on duty.                     

                                                                                       (Name of the relieving officer) 

    Station.                                                                  Name 

 Date.                                                                  Designation. 

 

          9.17. The application of rule 9.16 which forms an exception to the general rule 

and which concerns the Public Works Department only, has also been extended to the 

transfer of charge specified in column 2 of the table below in the case of the following 

departments. The authority noted in column 3 against each is to determine whether the 

period spent in completing the transfer of charge is not excessive:– 

Name of the 

Department 
Charges to be transferred Authority competent to 

determine whether the 

period spent in completing 

the transfer of charge is 

not excessive 

1. 

 

Jail Department 
  

Deputy Superintendents 

and Storekeepers. 
Inspector-General of 

Prisons, Punjab. 

Senior Factory Assistant, 

Reformatory Settlement, 

Amritsar. 

Ditto 
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Name of the 

Department 
Charges to be transferred Authority competent to 

determine whether the 

period spent in completing 

the transfer of charge is 

not excessive 

2. Industries 

Department 
  
  
  

Teachers and clerks holding 

charge of Stores in the 

Government Industrial 

Schools and Institutions. 

Director of Industrial 

Training. 

Storekeepers in the 

Government Central 

Weaving Institute, 

Amritsar; School of Arts, 

Government Institute of 

Dyeing and Calico-Printing 

and Demonstration 

Weaving Factory, 

Ludhiana. 

Director of Industries. 

Lady Superintendent and 

Head Mistresses who hold 

charge of Stock and Stores 

in Government Women 

Industrial Schools. 

Director of Industries. 

Storekeepers and Clerks in 

Government Tanning 

Institute, Jalandhar, 

Government Hosiery 

Institute, Ludhiana 

Marketing Sections, Wool 

Section and Sericulture 

Section.  Laboratory 

Assistants in the Industrial 

Research Laboratory, 

Demonstrators of all 

Demonstration parties in 

 the Punjab. 

Ditto 
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Name of the 

Department 
Charges to be transferred Authority competent to 

determine whether the 

period spent in completing 

the transfer of charge is not 

excessive 

3. Agriculture 

Department 
Storekeepers, Well Super-

visors and Well Borers in 

Workshops and Well 

Boring Section and 

Agriculture Assistants and 

Clerks attached to Farms. 

Director of Agriculture. 

4. Veterinary 

Department 
Veterinary Inspector and 

Veterinary Officer in-

charge of Civil Veterinary 

Hospitals. 

Divisional Superintendent, 

Civil Veterinary Department 

5. Judicial 

Department 

  

Ahlmads and Record-

keepers in the Courts of 

District and Sessions 

Judges including Additional 

District and Sessions 

Judges. 

District and Sessions 

Judges concerned upto 10 

days. 

Ahlmads, Execution 

Moharrirs, Guardian 

Moharrirs in the Court of 

Senior and other 

Subordinate Judges and 

administrative Subordinate 

Judges and Readers to 

Administrative Subordinate 

Judges, Ahlmads, Naib, 

Shariff incharge of 

Execution Work and 

Insolvency Clerk in Small 

Cause Courts. 

Presiding Officer of the 

Court up to 7 days and 

District Sessions Judges 

upto 10 days. 
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Name of the 

Department 
Charges to be transferred Authority competent to 

determine whether the period 

spent in completing the 

transfer of charge is not 

excessive 

6. Food and 

Supplies 

Department 

Inspectors, Food and 

Supplies/Sub-Inspectors, 

Food and Supplies. 

Head of the Department:    

Provided the total period 

spent in the transfer of charge 

does not exceed four days. 

7. Treasuries and 

Accounts 

Branch,  

Finance 

Department 

Treasury Officer, District 

Treasurers and Assistant/ 

Sub-Treasurers. 

Head of Department. 

8. Treasuries and 

Accounts 

Branch, 

Department of 

Finance. 

District Treasury  

Officer. 
Head of Department upto two 

days. 

9. Printing & 

Stationery 

Department 

Store-Keepers. Head of Department provided 

the total period spent in 

transfer of charge does not 

exceed 6 days. 

 

OVERSTAYAL AND EXTENSION OF JOINING TIME 

          9.18. A Government employee who does not join his post within his joining 

time is entitled to no pay or leave salary after the end of the joining time. Wilful 

absence from duty after the expiry of joining time may be treated as misbehaviour for 

the purpose of rule 3.17. 

         9.19. (a) A  competent authority may, in any case extend the joining time 

admissible under these rules, provided that the general spirit of the rules is observed. 

        (b) Within the prescribed maximum of thirty days, Heads of Departments may, in  

the  case  of Government  employees under their control (other  than  those  belonging  
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to All India Services), extend the joining time admissible under the rules to the extent 

necessary in the following circumstances:– 

           (i)  when the Government employee has been unable to use the ordinary mode 

of travelling or, notwithstanding due diligence on his part has spent more 

time on the journey than is allowed by the rules; or 

          (ii)  when such extension is considered necessary for the public convenience or 

for the saving of such public expenditure as is caused by unnecessary or 

purely formal transfers;        

        (iii)  when  the  rules  have,  in  any  particular  case,  operated  harshly, as for 

example, when a Government employee has through no fault on his part 

missed a steamer or fallen sick on the journey. 

  JOINING TIME TO PERSONS NOT IN GOVERNMENT SERVICE ON JOINING 

THE GOVERNMENT SERVICE AND ON REVERSION FROM IT 

          9.20. A person in employment other than Government service or on leave 

granted from such employment, if, in the interest of Government, he is appointed to a 

post under Government, may, at the discretion of the competent authority, be treated 

as on joining time while he prepares for and makes the journey to join the post under 

Government, and while he prepares for and makes the journey on reversion from the 

post under Government to return to his original employment. During such joining time 

he shall receive pay equal to the pay, or, in the case of joining time immediately 

following leave granted from the private employment, to the leave salary, paid to him, 

by his private employer prior to his appointment to Government service or pay equal 

to the pay of the post in Government service, whichever is less. 
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CHAPTER X 

FOREIGN SERVICE AND DEPUTATION IN INDIA 

         10.1. Meaning of Foreign Service:–As per definition given in rule 2.21 Foreign 

Service means service in which a Government employee receives his pay with the 

sanction of Government from any source other than the revenues of the Union or State 

Government or a Union Territory. 

 

GENERAL CONDITIONS FOR FOREIGN SERVICE 

         10.2. (a) A competent authority may sanction the transfer of a Government  

employee to foreign service in or out of India:  

Provided no Government employee may be transferred to foreign service in or 

out of India against his will: 

          Provided further that a Government employee, other than an employee working 

in the Punjab Vidhan Sabha Secretariat, may, in public interest, be transferred without 

his consent to foreign service under a Company, a Corporation or a Body whether 

incorporated or not, which is wholly or substantially owned or controlled by the State 

Government or under a Municipal Corporation or a local body within the State of 

Punjab or under the Bhakra Beas Management Board or the Beas Construction Board: 

 Provided further that no Government employee shall be transferred to a post 

carrying pay which is less than or a pay scale the maximum of which is less than the 

basic pay he would have drawn but for his transfer to foreign service : 

 Provided further that no Government employee shall be transferred to foreign 

service unless the foreign employer undertakes to afford him, as far as, may be, 

privileges not inferior to those which he would have enjoyed under the Punjab 

Services (Medical Attendance) Rules, 1940, as amended from time to time, if he had 

been employed in the service of the Government of Punjab. 

(aa)  A Government employee, other than an employee working in the Punjab 

Vidhan Sabha Secretariat, may in public interest, be deputed without his consent to a 

post under the Administration of Union Territory, Chandigarh: 

           Provided that no Government employee shall be deputed under this clause to  a 

post carrying pay which is less than or a pay scale the maximum of which is less than 

the basic pay he would have drawn but for this deputation. 

          (b) The Government which will be entitled to recover pension contribution on 

behalf of a Government employee lent to foreign service should be regarded as the 

Government competent to sanction the transfer. 
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         10.3. A transfer to foreign service is permissible if the following conditions are 

fulfilled:– 

(a)     the duties to be performed after the transfer are such as should, for public 

reasons, be rendered by a Government employee; 

(b)     the Government employee transferred holds, at the time of his transfer to 

foreign service a post paid from Government revenues, or holds a lien on 

a permanent post. Transfer of a temporary Government employee to 

foreign service who fulfils this condition of lien is also permissible; 

(c)      A Government employee transferred to foreign service shall remain in 

the cadre or cadres in which he was included in a substantive or 

officiating capacity immediately before his transfer. 

                                               PAY AND JOINING TIME 

        10.4. (a) A Government employee in foreign service shall draw pay from the 

foreign employer from the date on which he relinquishes charge of his post in 

Government service. The amount of his pay, the amount of joining time admissible to 

him and his pay during such joining time will be fixed by the authority sanctioning the 

transfer in consultation with the foreign employer. 

(b) The competent authority may by general order impose such restrictions in 

regard to the admissibility of pay to an employee transferred to foreign service, as it 

may deem fit. Annexure „A‟ contains the restrictions regulating the amount of 

remuneration to be paid to Government employees on foreign service in India. 

        10.5. A Government employee transferred to foreign service if appointed to 

officiate to a post in Government service, before his term of foreign service expires or 

before he reverts to his parent service in normal course shall draw pay calculated on 

the pay of the post in which he holds a lien and that of the post in which he officiates. 

In other words his foreign service will be taken into account in fixing his pay on 

appointment as above. 

      Note.– Omitted. 

    PENSION AND LEAVE SALARY 

        10.6. (a) A Government employee transferred to foreign service may not, without 

the sanction of the competent authority, accept a pension or gratuity from his foreign 

employer in respect of such service. 

 (b) When any Government employee whose services are lent on foreign service 

conditions  retires from Government service without at the same time retiring from the  

[10.3-10.6] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)   [Chap. X] 
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service of his foreign employer, the Accountant-General shall communicate to the 

foreign employer through the usual authorities a statement showing the date of 

retirement and the amount of pension drawn from the Government so as to give the 

foreign employer the opportunity, if he be so inclined, of revising the existing terms of 

employment. 

         (c) The employee on foreign service out of India, if he so chooses, may accept 

gratuity from the foreign Government but the service rendered by him with that 

Government shall not qualify for pension under the State Government. The gratuity so 

accepted shall be credited into the General Provident Fund or the Contributory 

Provident Fund account, as the case may be, of the employee concerned. 

        10.7. (a) While a Government employee is in foreign service, contribution 

towards the cost of his pension shall be paid to Government revenues on his behalf. 

         (b) If the foreign service is in India, contributions shall be paid on account of the 

cost of leave salary also. 

         (c) Contribution due under sub-rules (a) and (b) above shall be paid by the 

Government employee himself, unless the foreign employer consents to pay them. 

They shall not be payable during leave taken while in foreign service. 

         Note.–The payment of matching contribution in respect of the Government employees, 

who are governed by the New Defined Contributory Pension Scheme, shall be made by the 

foreign employer in accordance with the procedure specified in this behalf. 

        (d) (i) A Government employee in foreign service out of India may be granted 

leave by his employer on such conditions as the employer may determine. In any 

individual case the authority sanctioning the transfer to foreign service may determine 

before hand in consultation with the foreign employer the conditions on which leave 

will be granted by such employer. The leave-salary in respect of leave granted by said 

employer will be paid by him and the leave will not be debited against the 

Government employee‟s leave account. 

        Note.–Leave granted under this sub-rule should be treated as leave and not as duty for 

the purposes of pension.         

        (ii)  In special circumstances, the authority sanctioning transfer to foreign service 

out of India may make an arrangement with the foreign employer under which leave 

may be granted to the Government employee in accordance with the rules applicable 

to him as a Government employee, if the foreign employer pays leave contribution at 

the prescribed rate. 
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RATE OF CONTRIBUTIONS PAYABLE ON ACCOUNT OF 

PENSION AND LEAVE SALARY 

        10.8. (1) The rates of contribution payable on account of pension and leave salary 

shall be such as the competent authority may by general order specify with a view to– 

(a)  secure to the Government employee the pension that he would have earned 

by service under Government if he had not been transferred to foreign 

service; and 

           (b)  to secure to Government employee leave salary on the scale and under  the 

conditions applicable to him. 

         (2) A competent authority may remit the contributions due in any specified case 

or class of cases as is done in the case of transfer of Medical Officers to foreign 

service in Local Fund Charitable Hospitals and Dispensaries. 

         (3) While calculating the rate of leave salary admissible in the case of 

Government employee entitled to a lien in a post and paying his own contributions the 

pay drawn in foreign service shall account for the purpose of pay on the last day of 

duty. 

          Note.–The rates of contributions prescribed under this rule and the method of their 

calculation are given in Annexure „B‟ appended to this Chapter. 

 TIME LIMIT FOR PAYMENT OF CONTRIBUTIONS 

         10.9. The payment of leave salary and pension contribution in respect of 

Government employee in foreign service shall be made (separately as they are 

creditable to different heads of accounts) by the foreign employer or by the employee 

concerned as specified in the terms of transfer to foreign service within fifteen days 

from the end of the financial year or at the end of the term of the foreign service, 

whichever is earlier. No dues recoverable from Government on any account, shall be 

set off against these contributions. 

INTEREST ON OVERDUE CONTRIBUTIONS 

        10.10. In case the contribution is not paid within the specified period, interest 

shall be paid to Government on unpaid contribution, according to the terms of foreign 

service at the rate of two paise a day for one hundred rupees from the date of expiry of 

that period up to the date on which the contribution is finally paid.  Where 

contributions are paid not in cash but by book adjustments in the accounts made by 

Accountant-General any interest levied on overdue contributions should be charged 

upto the date on which the adjustment is finally made in the accounts. 

[10.8-10.10] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)   [Chap. X] 
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REMISSION OF INTEREST 

        10.11. The Competent Authority may remit interest on overdue contributions in 

exceptional circumstances when for instance the payment of the contribution has been 

delayed through no fault of Government employee or the foreign employer concerned.  

Interest will not be remitted in consequence of delay on the part of the Accountant-

General to make a claim, if the facts on which the claim is based were within the 

knowledge of the Government employee or the foreign employer concerned. 

       10.12. If a Government employee transferred to foreign service withholds the 

contributions, he shall forfeit the right to count as duty in Government service the time 

spent in foreign service. The contribution paid on his behalf maintains his claim to 

pension or/and leave salary, as the case may be, in accordance with the rules of 

service of which he is a member.  Neither the Government employee nor the 

foreign employer has any right of property in a contribution paid and no claim 

for refund can be entertained. 

    LEAVE WHILE ON FOREIGN SERVICE 

         10.13. A Government employee transferred to foreign service shall before taking 

up his duties in foreign service, acquaint himself with the rules or arrangements which 

will regulate his leave during such service. 

         10.14. A Government employee transferred to foreign service in India may not 

be granted leave otherwise than in accordance with the rules applicable to the service 

of which he is a member, and may not take leave or receive leave salary from 

Government unless he actually quits duty and goes on leave. 

         10.15. A Government employee transferred to foreign service in India shall be 

personally responsible, for the observance of rule 10.14.  By accepting leave to which 

he is not entitled under the rules he renders himself liable to refund leave salary 

irregularly drawn and in the event of his refusing to refund, to forfeit his previous 

service under Government, and to cease to have any claim on Government in respect 

of either pension or leave salary. 

         10.16. (a) A Government employee in foreign service out of India may be 

granted leave by his employer on such conditions as the employer may determine.  In 

any individual case the authority sanctioning the transfer to foreign service may 

determine before hand in consultation with the foreign employer, the conditions on 

which leave will be granted by such employer. The leave salary in respect of leave 

granted by the said employer shall be paid by him and the leave shall not be debited 

against the Government employee‟s leave account. Leave granted under this clause 

should be treated as leave and not as duty for the purposes of pension. 
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          (b) In special circumstances, the authority sanctioning transfer to foreign service 

out of India may make an arrangement with the foreign employer under which leave 

may be granted to the Government employee in accordance with the rules applicable 

to him as a Government employee, if the foreign employer pays leave contribution at 

the rate prescribed under rule 10.8 or otherwise specified. 

          10.17. The grant of leave preparatory to retirement to a Government employee 

coupled with permission to remain in the service of the foreign employer shall be 

regulated in the following manner:– 

  (1)  In the case of a Government employee, who is already on foreign service in 

or out of India under a body corporate, owned or controlled by Government 

applies  for  leave  preparatory  to retirement. The leave  applied for can be                     

granted only if the body corporate, owned or controlled by Government is 

prepared to release him from its employment to enable him to enjoy the 

leave. 

 (2)   In the case of a Government employee who is transferred to foreign 

service in or out of India under a body other than a body corporate, owned 

or controlled by Government who applies for leave preparatory to 

retirement, such a leave shall be admissible only where the Government 

employee quits duty under the foreign employer.  In other words he will 

not be permitted to continue in employment under the foreign employer 

while on leave preparatory to retirement. If he is allowed to continue in the 

employment of the foreign organisation after the date of superannuation, 

he shall be treated purely as on private employment. 

                      REVERSION FROM FOREIGN SERVICE 

         10.18. A Government employee reverts from foreign service to Government 

service on the date on which he takes charge of his post in Government service; 

provided that if he takes leave on the conclusion of foreign service before rejoining 

his post, his reversion shall take effect from such date as the competent authority may 

declare. 

         10.19. When a Government employee reverts from foreign service to 

Government service, his pay shall cease to be paid by the foreign employer, and his 

contributions shall be discontinued, with effect from the date of reversion. 

       Note.–(1) If the Government employee is repatriated by the borrowing Government 

before the expiry of the agreed term of deputation, the salary of such an employee for the 

period from the date of relieving from foreign service to the date he takes charge of the post 

under the State Government, shall be paid by the foreign employer: 
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        Provided that if such Government employee is relieved by the foreign employer on the 

basis of a complaint or indiscipline or misconduct in the discharge of his duties, such period 

shall be treated as leave of the kind due. 

       (2) A specific provision to this effect shall invariably be incorporated in the terms and 

conditions of the deputation or foreign service. 

                              RECOVERIES IN THE CASES OF ADDITIONS TO 

                              REGULAR ESTABLISHMENT 

         10.20. (1) The following rules shall govern the recoveries in the cases of 

additions  made  to  a  regular  establishment  from  the persons for  whose benefit the 

additional establishment  is  created  on  the condition  that its cost or a definite  

portion of its cost shall be recovered from the persons concerned:– 

(a)   The amount to be recovered shall be the gross sanctioned cost of the 

service or of the portion of the service as the case may be, and shall not 

vary with the actual expenditure of any month. 

(b)   The cost of the service shall include contributions at such rates as may be 

laid down under rule 10.8 and the contributions shall be calculated on the 

sanctioned rates of pay of the members of the establishment. 

(c)   A competent authority may reduce the amount of recoveries, or may 

entirely forego them. 

         (2) The following procedure shall be adopted in applying the rates of 

contribution prescribed under rule 10.8 to cases falling under this rule:– 

            (i)  Pension contribution.–In the case of a Government employee of one of the 

State Services, Group „A‟, or holding a special post of corresponding rank, 

the amount to be recovered as contribution shall be the average of the rates 

prescribed in column 2 of the table in Annexure B to this Chapter. 

          In the case of employees of other services or those holding special posts of 

corresponding ranks a fraction of the total maximum monthly pay of all the  

sanctioned posts equal to the average of the percentages laid down in columns 3 and 

4 of the table referred to above shall be levied. 

  (ii) Contribution for leave salary.–The rate for calculating the amount to be 

levied as contribution in respect of a member of one of the State Services, 

Group „A‟, or holding a special post of corresponding rank shall be the 

average of the rates prescribed for Government employees subject to 

ordinary leave rules in Chapter VIII, whereas the actual percentage 

prescribed for other Government employees shall be levied on the total 

sanctioned cost, or in the case of time-scales of pay on the average cost of 

all the posts concerned. 
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(3)  The procedure laid down in sub-rule (2) above shall also be applicable to all 

Government commercial concerns in which leave and pensionary charges are 

adjusted on contribution basis in their regular commercial accounts or in which 

pensionary charges  are  taken  into  account  calculating the issue price of goods 

manufactured or fees for service rendered or to any other department in which 

pensionary charges are adjusted in the regular accounts on the basis of foreign 

service contribution rates. 

       GENERAL CONDITIONS OF DEPUTATION AND 

  DEPUTATION ALLOWANCE 

                                 GENERAL CONDITIONS 

          10.21. (1) (i) The term „deputation‟ covers only appointment made by transfer 

on temporary basis. Appointments of Government employees made either by 

promotion or by direct recruitment in competition with candidates from the open 

market, whether on a permanent or temporary basis shall not be regarded as 

deputation.  Similarly, permanent appointments made by transfer shall not be treated 

as deputation. 

          (ii) The transfer on an employee from one department to another department 

under the Punjab Government will not be considered as deputation and no deputation 

allowance will be admissible. 

  (iii)  The term „Basic Pay‟ for this purpose shall mean the pay drawn in the 

scale of pay of the substantive appointment held or the pay in the scale of pay of 

officiating appointment in an employee‟s present cadre provided the officiating 

appointment so held was not in a tenure post and it is certified by the appointing 

authority that but for the deputation the employee concerned would have continued to 

hold the officiating appointment indefinitely. 

  (iv)  Personal pay, if any, drawn by an employee on the post in his parent 

department may be allowed in addition and will not be absorbed in the deputation 

allowance, but will be absorbed in other increases in pay e.g. increment or increase of 

pay by promotion or for any other reason. 

         DEPUTATION ALLOWANCE 

         10.21. (2) The grant of deputation allowance to Public Government employees 

who are transferred on deputation or to foreign service to other State Governments or 

the Central Government or bodies (incorporated or not), wholly or substantially 

owned or controlled by Government,  provided the transfer  is  outside the regular line 

and is in the public interest shall be regulated as under :– 
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           (1)  (i) The deputation allowance shall be granted only in those cases where the 

services of specialists in scientific and technical fields are required by the local 

authorities and other public or quasi-public bodies in the public interest and the choice 

of the officer is made by the Government and not by the borrowing organisation; and  

           (ii) The deputation allowance shall be admissible at the rate of five per cent of 

basic pay of the Government employee subject to a maximum of one thousand and 

five hundred rupees per mensem at the same station and ten per cent of basic pay 

subject to a maximum of three thousand rupees per mensem at a different station. 

          (2)  The deputationist shall either be allowed special pay or deputation 

allowance on his basic pay and not both, irrespective of the fact whether the special 

pay has been sanctioned for the parent post in lieu of higher time scale or otherwise. 

Similarly special pay, if any, attached to a deputation post shall also not be 

admissible along with deputation allowance. 

(3)   Any project allowance admissible in a project area may be drawn in 

addition to the deputation allowance.   

(4) Where a special rate of deputation allowance is admissible in any area on 

account of conditions of living there being particularly arduous or unattractive, such 

a special rate being more favourable than that admissible under these rules, the 

Government employees deputed to such area will be given the benefit of the special 

rate. 

(5)  The deputation of an employee to the Union Territory of Chandigarh or 

transfer of an employee to foreign service under the Bhakra Beas Management Board 

or the Beas Construction Board, shall be treated as service in the interest of the State 

of Punjab and no deputation allowance shall be admissible. 

 

                  PAY ON DEPUTATION TO UNIVERSITIES, CORPORATIONS, 

                  LOCAL BODIES AND OTHER CORPORATE BODIES 

 

          10.22. (1) The Government employees who go on deputation on foreign service 

to the Universities, Corporations, Local Bodies and other corporate bodies shall not be 

allowed to get higher start.  In case a Government employee wants to take advantage 

of a higher scale of pay advertised by the Universities, Corporations, Local Bodies 

and other corporate bodies he can do so after resigning from Government service.   

         Note.–The Administrative Department should ensure that a representative of the 

Department of Finance is invariably associated in making recruitment to the corporate bodies, 

which are receiving financial assistance from the Government of Punjab. 
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          (2)  A Government employee placed on deputation may opt to draw either the 

pay in the scale of pay of the new post, as may be fixed under the normal rules, or his 

basic pay in the parent Government Department plus personal pay, if any, under rule 

10.21 plus deputation allowance.  For determining the pay under the normal rules for 

this purpose in case of deputation to autonomous bodies, it may be assumed that the 

Government rules apply. The option once exercised shall be final except that on each 

occasion when such an employee receives proforma promotion in his parent 

Government department under the next below rule or is reverted to a lower grade in 

the parent Government or is appointed to another grade by the borrowing agency a 

fresh option shall be allowed to him.  

(3) The employee on deputation may be given the benefit of the “next below” 

rule.    

(4) No Government employee shall receive an abnormal increase in pay because 

of his deputation. In cases in which a Government employee is sent on deputation 

against a post the minimum scale of pay of which plus deputation allowance 

substantially exceeds the emoluments normally admissible to the deputationist, viz., 

the pay which he draws in the post from which he proceeds on deputation plus 

deputation allowance, the authority ordering the deputation shall restrict the pay in a 

suitable manner to curtail the substantial excess thereof.  

(5) (i) These rules also apply in other cases of deputation or appointments of 

employees of other State Governments and the Central Government to posts under the 

Punjab Government. Where, however, special orders may exist in respect of 

appointments of a specific category of employees to a specified class of posts, those 

orders will continue to be applied instead of these orders.    

(ii) If a Central Government or any other State Government employee on 

deputation to the Punjab Government or a Punjab Government employee on 

deputation to Central Government or any other State Government is allowed to retain 

the scale of pay, admissible to him in his parent Government plus deputation 

allowance, if any, dearness allowance should also be allowed under the rules of the 

parent Government or organisation. Local allowances such as compensatory (city) and 

house rent allowances will, however, be payable under the rules of the borrowing 

Government. If, however, the deputationist is appointed in the scale of pay prescribed 

for the post by the borrowing Government, he should be allowed to draw all 

allowances including dearness allowance under the rules of the borrowing 

Government.  This sub-rule shall not be applicable to cases where separate orders are 

issued in consultation with Department of Finance or where special terms of 

deputation are fixed in consultation with the Department of Finance.  

[10.22] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I)   [Chap. X] 
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         (6)  In a case, a person already on deputation is desired to be promoted to a 

higher post in the borrowing department, the borrowing Government/authority shall 

obtain the concurrence of the lending Government/authority prior to that promotion. 

The lending Government/authority shall in such a situation also decide how the pay in 

the higher post shall be regulated.  

         (7)  This rule shall not apply to cases of deputation to posts outside India. 

HOW TO TREAT DEPUTATION ALLOWANCE 

        10.23. The deputation allowance admissible to Government employees 

transferred on deputation or to foreign service to any other State Government or the 

Central Government or Bodies (incorporated or not) wholly or substantially owned or 

controlled by the State Government shall not count as emoluments for any purpose 

other than pension.  In case of pension too it shall count as emoluments only if it is 

mutually agreed upon between the two Governments that it shall so count for the 

purposes of pension and the sharing of additional liability is also settled before hand. 

           Note 1.–It has been mutually agreed upon by the Punjab Government and the Central 

Government that with effect from 4
th

 September, 1973 special pay and deputation (duty) 

allowance and with effect from 11
th

 February, 1974 officiating pay drawn on the deputation 

post, irrespective of whether they would have drawn it had they not been sent on deputation 

shall be counted towards pension in the case of officials on deputation from the Punjab 

Government to the Central Government and vice versa. The additional liability would be 

shared by the Punjab Government and Government of India in accordance with the provisions 

of Appendix 3 to the Account Code, Volume I. 

          Note 2.–The rules regarding leave salary and pension contribution as laid down in 

Appendix 3 to the Account Code, Volume I shall apply in cases where a permanent 

Government employee is appointed under a different Government through open competition, 

provided he is not required to resign his previous appointment and the Government under 

whom he was employed prior to his appointment under a different Government through open 

competition agrees to retain his lien until he is finally absorbed by the latter Government.      

     RESTRICTION ON GRANT OF EXTRAORDINARY CONCESSIONS 

         10.24. The grant of extraordinary attractive concessions in the shape of higher 

pay scales, additional remuneration, conveyance allowance, free residential 

accommodation, free use of electricity and water, free use of car, use of servants for 

private purposes, sumptuary allowance and bonus or award for good work shall not be 

allowed to Government employees deputed on foreign service to private bodies 

without the prior approval of the Department of Finance. 
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PERIOD OF DEPUTATION 

         10.25. The initial period of deputation may be extended up to three years by the 

Administrative Department concerned and if in a rare case of special nature, the 

exigencies so require in public interest, such period may be extended beyond three 

years by the Administrative Department concerned with the prior concurrence of the 

Department of Personnel: 

         Provided that where the Administrative Department in consultation with the 

Department of Personnel agrees to extend the period of deputation of an employee 

beyond a period of three years, the deputation allowance and other benefits available 

in the borrowing department or organisation in addition to those available in the 

parent department shall not be admissible during the period of deputation so extended: 

         Provided further that in case of deputation to Government of India, other State 

Governments or Public Sector Undertakings and other bodies wholly and substantially 

owned by the other Governments, the deputation allowance may be drawn by an 

employee irrespective of the period of deputation, if the foreign employer is willing to 

continue the payment thereof, and the exigencies of public interest do not demand the 

recall of the employee in connection with the affairs of the State. 

    TRAVELLING ALLOWANCE AND DAILY ALLOWANCE 

                                DURING DEPUTATION 

          10.26. A deputationist, or a Government employee on transfer to foreign service 

shall be entitled to the Travelling and Daily Allowance at the rates applicable in the 

borrowing organisation.  

    HOUSE RENT ALLOWANCE DURING DEPUTATION 

          10.27. House Rent Allowance will be admissible to a deputationist at the same 

rates as is admissible to the other Government employees of equivalent categories. A 

deputationist who may be occupying a Government residential accommodation will 

be permitted to retain the same on payment of five percent of his pay plus deputation 

allowance or the standard rent, whichever is less, as house rent from his own pocket, 

the difference between the market rent and the rent paid by the deputationist from his 

own pocket shall be paid by the borrowing organisation. 

CONDITIONS TO BE OBSERVED WHILE SANCTIONING THE CASES 

OF DEPUTATION OR FOREIGN SERVICE 

          10.28. (1) A Government employee who has served on deputation or on foreign 

service should not be allowed to proceed on deputation or on foreign service again 

unless  he  has  worked  for  a  minimum  period  of  two  years  on a post in his parent  
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Government on reversion from deputation or foreign service from the first assignment 

so that Government may be able to make the best use of his service. 

          (2) The Government has an inherent power to terminate deputation 

arrangements earlier than the period specified in the order of terms and conditions of 

deputation when exigencies so demand.  Government may, of its own motion or on 

the request of the borrowing organisation or authority, recall a Government employee 

at any time before the expiry of the period of deputation.  However, to make it more 

clear and to remove any doubt in this behalf, a specific condition empowering the 

State Government to recall a Government employee before the expiry of the period of  

deputation shall invariably be incorporated in all orders transferring employees on 

deputation or to foreign service. 

        (3) In the case of Companies, Corporations, Boards etc., which are under the 

direct or indirect control of the Punjab Government, the maximum three years (five 

years in rare cases of special nature) period of deputation shall be strictly adhered to. 

Such corporate bodies shall be required to take replacements from the Government 

Departments concerned.          

       10.29. Any relaxation of the conditions and principles of deputation or foreign 

service laid down in this chapter will require prior concurrence of the Department of 

Finance.  

     ANNEXURE „A‟ 
     [Referred to in rule 10.4 (a)] 

      The  amount of  remuneration to be  granted  to  a  Government  employee 

transferred  to foreign service  in  India  be  regulated by the following  principles:– 

   (1)  When the transfer of a Government employee to foreign service in India is 

sanctioned, the pay which he shall receive in such service must be precisely specified 

in the order sanctioning the transfer. If it is intended that he shall receive any 

remuneration or enjoy any concession of pecuniary value, in addition to his pay 

proper, the exact notice of such remuneration or concession must be similarly 

specified. No Government employee will be permitted to receive any remuneration or 

enjoy any concession which is not so specified, and, if the order is silent as to any 

particular remuneration or concession, it must be assumed that the intention is that it 

shall not be enjoyed. 

(2)  The following two general principles must be observed in sanctioning the 

conditions of transfer:–     

      (a)  The terms granted to the Government employee must not be such as to 

impose an unnecessarily heavy burden on the foreign employer. 

      (b)  The terms granted must not be so greatly in excess of the remuneration 

which the Government employee  would receive in Government service 
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             as to render foreign service appreciably more attractive than 

Government service. 

          Note.–The intention of this principle is to prevent undue increase in the emoluments of 

the individual Government employee transferred to foreign service. His pay in foreign service 

should, therefore, be fixed with reference to the post which he would have held under 

Government, had he not been transferred and not with reference to the post in India 

corresponding to that held by him in foreign service.            

(3)  If the two principles laid down in paragraph (2) above are observed, a 

competent authority may sanction the grant of the following concessions by the 

foreign employer. Such concessions must not be sanctioned as a matter of course but 

in those cases only in which their grant is in accordance with local custom and the 

wishes of the foreign employer, and is, in the opinion of the competent authority, 

justified by the circumstances.  The value of the concessions must be taken into 

account in determining appropriate rate of pay for the Government employee in 

foreign service:– 

(a)  The payment of contribution towards leave salary and pension under the 

ordinary rules regulating such contributions. 

(b)  The grant of conveyance allowance under the ordinary travelling allowance 

rules of the Punjab Government or under the local rules of the foreign 

employer. 

(c)  The use of tents, boats, and transport on tour; provided that this is 

accompanied by a corresponding reduction in the amount of travelling 

allowance admissible. 

(d)  The grant of free residential accommodation which may be furnished, in 

cases in which the competent authority considers this to be desirable, on 

such scale as may seem proper to that authority 

 (e) The use of motors, carriages and animals. 

 (f) Payment by the foreign employer of such compensatory allowance as would 

be paid by Government at the station at which he is employed in foreign 

service, to the Government employee in the service of that Government. 

  (4)  The grant of any concession not specified in paragraph (3) above requires 

the sanction of the Department of Finance. 

         (5)  Specific terms in regard to travelling allowance to be allowed to 

Government employees for journeys on transfer to foreign service, and on reversion 

therefrom, should invariably be prescribed by sanctioning authorities in consultation 

and agreement with the foreign employer, i.e., it should be made clear in the orders 

sanctioning  the transfer  whether  the travelling allowance for such journeys, which is  
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payable by the foreign employer is to be regulated by the Punjab Civil Services 

(Travelling Allowance) Rules, Volume III or by the rules framed by the foreign 

employer. 

 (6) The foreign employers should in the case of Government employees 

transferred to foreign service accept liability for leave salary in respect of disability 

leave granted on account of disability incurred in and through foreign service, even 

though such disability manifests, itself after the termination of foreign service. The 

leave salary charges for such leave should be recovered direct from foreign 

employers. The foreign employer is liable to pay leave salary charges, if it is 

medically certified that the disability has been incurred in or through foreign service, 

irrespective of the period that has elapsed between the date of reversion and the date 

of manifestation of the disability. 

ANNEXURE „B‟ 

(Referred to in note below Rule 10.8) 

         The following rates of contributions on account of Pension and Leave Salary 

have been prescribed by Government under rule 10.8:– 

          1.  Rates of monthly contributions for pension payable during active foreign 

service:– 

Length of 

Service 

  

Percentage of the maximum monthly pay of the post in the 

officiating or substantive grade, as the case may be, held by the 

officer at the time of proceeding on foreign service or to which he 

may receive proforma promotion while on foreign service in case 

of – 

Group „A‟ 

Government 

employee  

Group „B‟ 

Government 

employee  

Group „C‟ 

Government 

employee  

Group „D‟ 

Government 

employee  

1 2 3 4 5 

0-1 Years 7 5 5 4 

1-2 Years 7 6 6 4 

2-3 Years 8 7 6 5 

3-4 Years 8 7 7 5 

4-5 Years 9 8 7 5 

5-6 Years 10 8 7 6 

6-7 Years 10 9 8 6 

7-8 Years 11 9 8 6 

8-9 Years 11 10 9 7 

9-10 Years 12 10 9 7 

10-11 Years 12 11 10 7 

11-12 Years 13 11 10 8 
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1 2 3 4 5 

12-13 Years 14 12 10 8 

13-14Years 14 12 11 8 

14-15Years 15 13 11 9 

15-16 Years 15 13 12 9 

16-17 Years 16 14 12 9 

17-18 Years 16 14 13 10 

18-19 Years 17 15 13 10 

19-20 Years 17 15 13 10 

20-21 Years 18 16 14 11 

21-22 Years 19 16 14 11 

22-23 Years 19 17 15 11 

23-24 Years 20 17 15 12 

24-25 Years 20 17 16 12 

25-26 Years 21 18 16 12 

26-27 Years 21 18 16 13 

27-28 Years 22 19 17 13 

28-29 Years 23 19 17 13 

29-30 Years 23 20 18 13 

Over 31 Years 23 20 18 14 

        2.  Rates of monthly contribution for leave salary payable during active foreign 

service in respect of Government employees subject to leave rules in Section III of 

Chapter VIII shall be at 11 per cent of pay drawn in foreign service. 

         Note 1.–In the case of contract officers governed by the leave terms in Parts I and II of 

Appendix 16 to the Punjab Civil Services Rules, Volume I, Part II, and who are transferred to 

foreign service the leave salary contribution should be recovered at the rates prescribed for 

Government employees subject to the Leave Rules in Section III of Chapter VIII, respectively.            

          Note 2.–Recovery of leave contribution in respect of joining time taken under rule        

9.1(b) while proceeding to foreign service should be based on the pay that the Government 

employees would draw on the assumption of office in foreign service. 

          3. The following instructions should be observed in the calculation of the 

amounts of contribution:– 

  (i) The term “active foreign service” in paragraphs 1 and 2 above is intended 

to include the period of joining time which may be allowed to a 

Government employee both on the occasion of his proceeding to and 

reverting from foreign service and accordingly contributions are leviable 

in respect of such periods. 
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  (ii)   “Length of service” means the total period running from the date from 

which service for pension commences or is likely to commence. 

(iii)   The leave salary contribution for the period of joining time taken by a    

Government employee in continuation of leave under clause (b) of Rule 

9.1 before reversion from foreign service should be calculated on the pay 

he was getting immediately before he proceeded on leave. 

(iv)  When a temporary Government employee is transferred to foreign service, 

pension contributions should be recovered as in the case of permanent 

Government employees. 

 In such cases the recovery of contributions for leave salary does not present 

any difficulty, the amounts being calculated on the pay actually drawn in foreign 

service. 

(v)   In the case of Government employees mentioned in rule 4.2 of Volume II 

of these rules, the period which they are entitled to add under that rule to 

their service qualifying for superannuation pension should be taken into 

account in reckoning “length of service” for determining the rates of 

foreign service contribution on account of pension prescribed. 

 (vi)   Omitted. 

          Note.–The expression „length of service‟ occurring in this paragraph should be taken to 

mean the entire continuous service of the Government employee concerned including 

temporary service in a pensionable post. 
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                                                          CHAPTER XI   

SERVICE UNDER LOCAL FUNDS  

          11.1. Government employees paid from local funds which are administered by 

Government are subject to the provisions of Chapter I to IX and XII to XIV of these 

rules. 

           Note 1.–Employees of local funds administered by Government who are not paid from 

consolidated fund by the State and are, therefore, not Government employees are subject to the 

provisions of Chapter I to IX of the rules. 

         Note 2.–The expression “Local Funds which are administered by Government”, means 

funds administered by bodies which by law or rule having the force of law come under the 

control of Government in regard to proceedings generally, and not merely in regard to specific 

matters, such as the sanctioning of the budget or sanction to the creation or filling up of 

particular posts or the enactment of leave, pensions or similar rules; in other words it means 

funds over whose expenditure Government retains complete and direct control. 

          11.2. The transfer of Government employees to service under local funds which 

are not administered by Government will be regulated by the rules in Chapter X. 

                       11.3. Persons transferred to Government service from a local fund which is not 

administered by Government will be treated as joining a first post under Government, 

and their previous service will not count as duty performed.  A competent authority 

may, however, allow previous service in such cases to count as duty performed on 

such terms as it thinks fit. 
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                                                          CHAPTER XII 

 

   RECORD OF SERVICE 

 

         12.1. Service record of each Government employee shall be maintained by the 

Head of Department or Office in such form and manner as may be prescribed by the 

Department of Finance of its own or in consultation with the Accountant-General, 

Punjab, or as may be prescribed by the Comptroller and Auditor General of India: 

          Provided that the maintenance of service record may be dispensed with in the 

case of Government employees whose service particulars are recorded in the history of 

service or a service register by the Head of the Department: 

          Provided further that in the case of Police Officers of and below the rank of a 

Head Constable, the Government/Head of the Department may require the 

maintenance of such additional particulars and bio-data as may be deemed fit. 

         Note.–The form presently prescribed for the maintenance of service record is A.T.C. 3. 

(See Part II Appendix 11). 

         12.2. (1) All the incidents relating to the official career of a Government 

employee, which have a bearing on pay, promotion, leave, pension etc. shall be 

recorded in the service record of such a Government employee particularly in respect 

of the following incidents along with the dates and the relevant authentication/orders:–   

(i) Appointment and joining. 

             (i-a)      Completion of probation period/extension of probation period/ 

confirmation. 

(ii) Grant of increment or withholding of increment. 

(iii) Grant of Selection Grade. 

(iv)     Grant of benefit of Assured Career Progression Scheme.  

(v)       Fixation of pay. 

             (vi)      Grant of leave. 

             (vii)     Deputation/transfer. 

            (viii)   Suspension or interruption in service along with details of the period   

thereof. 

   (ix)      Reinstatement. 

(x)       Resignation. 

 (xi)      Termination of service along with its reasons. 

 (xii)     Promotion. 
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 (xiii)     Compulsory/Premature/Voluntary Retirement. 

 (xiv)     Removal or dismissal from service. 

  (xv)     Reversion. 

 (xvi)    Reduction in rank or pay along with the precise reasons thereof viz.  

whether reduction is on account of inefficiency or reduction in  

establishment or abolition of the post held by the employee. 

(xvii)    Retirement on superannuation. 

(xviii)   Extension in service after the date of retirement on superannuation. 

 

 (2)  Each entry in the service record shall be neatly made and duly attested by 

the Head of Department or Office, as the case may be. However, where an employee 

himself is the Head of the Department or Office, the attestation of the entries in his 

service record shall be made by the next higher authority. 

 The attesting officer shall ensure that the entries are made regularly and in 

proper manner. 

 (3) Erasure, overwriting or interpolation in the service record are not 

permissible and all corrections where necessary shall be made under proper attestation 

by the attesting officer. 

 (4)  The Head of Department or Office, as the case may be, may authorise any 

responsible official, preferably who supervises the office, under him not below the 

rank of the Government employee to whom the service record pertains to attest the 

entries made in that record from time to time. Such authorisation will, however, not 

absolve him of any responsibility for ensuring accuracy of the entry so attested. 

          12.3. It shall be the duty of every Head of Department or Office, as the case may 

be, to initiate action to show the service book, every financial year within its first 

quarter, to the Government employee, concerned under his administrative control and 

obtain his signatures thereon in respect of each entry in token of his having seen the 

service book. A certificate to the effect that necessary action in this behalf has been 

taken in respect of the preceding financial year shall be submitted by the concerned 

Head of Department or Office as the case may be, to the next higher authority by the 

end of every September. Before affixing his signatures the Government employee  

concerned shall ensure that his service has been duly verified and certified as required 

by the rules. 

          12.4. (1) The service record including the service book required to be maintained 

under  the  preceding  rules  shall  be  kept in the custody of the Head of Department or  
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Office, as the case may be, in which the Government employee concerned is serving 

and it shall be transferred to the office to which such a Government  employee  may be  

transferred. The service record so maintained shall in no case be made over to the 

Government employee concerned. 

(2) If the Government employee is transferred to foreign service, his Head of 

Department or Office, as the case may be, shall note therein the order sanctioning the 

transfer, effect of the transfer in regard to leave admissible during the foreign service 

and such other particulars as he may consider necessary in connection with the 

transfer. On retransfer of the Government employee from foreign service to 

Government service, the head of his Department or Office, as the case may be, shall 

note in it all necessary particulars connected with his foreign service, including the 

facts of recovery of leave and pension contributions. 

         12.5.  A Government employee shall be entitled to have a certified copy of his 

service book on payment of such amount as may be fixed by the Department of 

Finance by a general or special order as copying fee and cost of the service book and 

also to have all subsequent events and entries recorded therein under proper attestation 

by the Attesting Officer. 
           

          Note. Omitted. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



192 

                                         CHAPTER XIII 

 

                                            PASSAGES 

                                               Omitted. 
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CHAPTER XIV 

 
               CLASSIFICATION OF SERVICES (INCLUDING METHOD OF   

RECRUITMENT  AND  APPOINTMENT  THERETO AND NUMBER 

              AND CHARACER OF POSTS), CONDUCT AND DISCIPLINE AND 

PUNISHMENT AND APPEALS. 

 

                SECTION I.  CLASSIFICATION OF SERVICES 

                                        (a)  GENERAL 

          14.1. The Public Services of the State under the administrative control of the 

Government of Punjab shall be classified as under:– 

     (i)    The Punjab State Services Group ‘A’; 

     (ii)   The Punjab State Services Group ‘B’; 

                  (iii)   The Punjab State Services Group ‘C’; and  

      (iv)   The Punjab State Services Group ‘D’.  

        14.2. In the case of a person to whom these rules apply and who is not already 

included in any of the services given in rule 14.1 the competent authority shall decide 

the service to which he shall belong. 

          14.3. (1) Any person who is dismissed from Government service shall not be 

appointed to any of the State services or posts.  

           (2)  A member of any of the State service when appointed to any other service 

or post shall not be deprived, without his consent, of any right or privilege to which he 

may have been entitled as a member of his former service. This protection will 

however, not be available to a member of the service, whose appointment in his 

former service has been terminated by awarding the penalty of removal from service 

under rule 5 of the Punjab Civil Services (Punishment and Appeal) Rules, 1970.    

          14.4. A competent authority may make rules regulating (1) the method of 

recruitment to the different services, (2) the strength (including both the number and 

character of posts) of such services, and (3) the making of first appointment to the 

different services. 

         Note 1.–Rules relating to the subjects mentioned in this rule for the different services 

have been issued separately by the departments concerned. 

           Note 2.–This rule in so far as it provides for the number and character of posts and their 

rates of pay to be determined by rule cannot suitably be applied in respect of all ministerial 

and petty officers and Group ‘D’ employees. Accordingly these Government employees have 

been excluded from the operation of this rule to that extent.  
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           Note 3.–The extent up to which the various departments and heads of departments or   

their  subordinate  authorities  exercise power in respect of the creation or abolition of both 

permanent and temporary posts and the varying of emoluments of posts are given in      

Chapter XV. 

           Note 4.–Although a competent authority has full power to create posts and to fix the pay 

thereof under this rule, the sanction of the Government of India is necessary to the holding in 

abeyance of a post borne on the cadre of the All-India Services, and the creation in its place of a 

temporary post of different status. 

           Note 5.–(a) Short term vacancies, the duration of which exceeds two months by an 

appreciable margin, may be filled up in the normal manner by the authorities competent to 

make appointments against the posts. 

            (b) Officiating promotions in vacancies of two months’ duration or less continuous 

chain of vacancies in the same grade, each of a duration of two months or less but which taken 

together extend beyond two months, should not as a rule be made save in very exceptional 

circumstances with the prior approval of the Administrative Secretary concerned in the case of 

Group ‘A’ and Group ‘B’ appointments and of the Head of Department in the case of Group 

‘C’ and Group ‘D’ appointments: 

            Provided that no leave vacancy, of less than one month duration will ordinarily be 

filled in the Punjab Vidhan Sabha Secretariat and also that these instructions will not be 

applicable during its Session days. 

         (b)      STATE SERVICES, GROUP ‘A’ AND GROUP ‘B’ AND       

SPECIALIST SERVICES 

          14.5. The State Services, Group ‘A’ and  Group ‘B’ consist of such services as 

the competent authority may from time to time declare by notification in the Punjab 

Gazette to be included in Group ‘A’ and Group ‘B’ Services. 

          Note.  Omitted. 

           14.6. The Specialist Services shall consist of such services (other than All-India 

and State Services, Group ‘A’ and Group ‘B’) as the Government may from time to 

time by notification in the Punjab Gazette declare to be Specialist Services. 

(c)  OTHER SERVICES 

          14.7. State Services, Group ‘C’ and ‘D’, include persons to whom these rules 

apply and who are not already included in any of the services comprised in class (i), 

(ii) and (iii) of rule 14.1. 
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                                  SECTION II. CONDUCT AND DISCIPLINE 

           14.8. A competent authority may make rules to regulate the conduct of the 

members of the State Services, Group ‘A’,  Group ‘B’ and  Group ‘C’ and holders of 

special posts. 

           Note.–Rules issued under this rule are contained in Appendix 23 to these rules. 

       SECTION III.  PUNISHMENT AND APPEALS 

          14.9. A competent authority may issue rules specifying the penalties which may 

be imposed on members of the services and the procedure for preferring appeals 

against the imposition of such penalties.  

           Note. Omitted. 

                                       

 

 

 

 

 

 

 

 

 

 

 

[Chap. XIV]         CLASSIFICATION OF SERVICES       [14.8-14.9] 
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                                         CHAPTER XV 

 

                    AUTHORITIES WHICH EXERCISE THE POWERS OF  

                    A COMPETENT AUTHORITY UNDER THE VARIOUS  

                    RULES. 

 

          15.1.  With reference to rule 2.14 the following authorities shall exercise the 

powers of a competent authority under the various rules. 

           Note 1.–The following provisions apply in the matter of the creation of posts:– 

(i) The power to create a permanent post may, unless there exists a specific power 

in respect of similar temporary posts, be held to cover a temporary post within 

the same limits. 

              (ii)     The term “pay” does not include “special pay”. 

  

(iii)    The powers to create posts do not refer to Group „D‟ establishment, the pay of 

which is debitable to “Contingencies”. These are governed by the rules given in 

the Punjab Financial Rules, Volume I. 

(iv)    The powers in regard to the creation of posts are intended to be exercised in 

individual cases only. Proposals involving a general addition to the 

establishment of a number of offices should be referred to Department of 

Finance. 

  (v)     In respect of delegations for creation of posts, fees or commissions which are the 

authorised emoluments of the post, should be considered as pay or part of the 

post for the purposes of determining the authority competent to the post. 

            Note 2.–The Administrative Departments and the Heads of Departments concerned may 

redelegate the powers, delegated to them in the table below this rule, to any officer under them at their 

headquarter offices on their own overall responsibility and subject to such conditions and restrictions as 

they may like to impose. Copies of such orders should invariably be endorsed to the Department of 

Finance and the Accountant General, Punjab. They may also re-delegate their powers in respect of the 

following items in the manner indicated below:– 

 Serial number of the table below  

 this rule. 

     Authority to whom power may  be re-delegated. 

2, 4, 5, 11, 12, 34, 35, 38, 44, 45, 48, 

49, and 57. 

To any officer subordinate to them.  The Powers in respect of 

items Nos. 44 and 45 may, however, be re-delegated only in 

respect of Group „C‟ and Group „D‟ employees. 

8, 10, 14, 21, 23, 40, 41, 43, 47, 52 

and 54. 

 

To authorities competent to make appointments. 
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Serial 

No. 

No. of Rule Nature of Power Authority to 

which the power 

is delegated 

Extent of power 

delegated. 

1 2 3 4 5 

1. Omitted.  

2. 

  

  

  

  

  

2.27 (b)  

  

  

  

  

Power to declare 

 a Government 

employee‟s 

headquarters.  

  

  

  

  

Departments of 

Government. 

Full powers. 

Heads of 

Departments  

Full powers in case of all 

Government employees of 

Group „B‟, Group „C‟ and Group 

„D‟ and also Group „A‟ officers 

upto district level. 

Conservators of 

Forests 

Full powers in respect of posts 

under their control except those 

of Divisional Forest Officers and 

equivalent posts. 

Divisional Forest 

Officers. 

Full powers in case of those 

Government employees whom 

they can appoint. 

Superintending 

Engineers in the 

Buildings and 

Roads and 

Irrigation 

Branches. 

Full powers in case of Group „C‟ 

and Group „D‟ Government 

employees under their control. 

Deputy Registrar,  

Co-operative 

Societies. 

Full powers in case of 

Government employees whom 

they or any authority subordinate 

to them can appoint. 

3. 

  

2.42 

  

Power to appoint 

a Government 

employee to 

officiate in a 

vacant post.  

Departments of 

Government. 

Full powers. 

Authority 

competent to 

make a 

substantive 

appointment to 

the post. 

Full powers. 

Election 

Commissioner, 

Punjab. 

Full Powers in respect of 

temporary post which he is 

competent to create. 
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1 2 3 4 5 

   
Principal Chief 

Conservator of 

Forests. 

Full powers for all posts 

except in respect of P.F.S., 

Group „A‟. 

Chief Engineer, 

Irrigation Works. 

  

Full powers in respect of the 

posts under his control except 

those of Superintending 

Engineers or equivalent posts. 

Full powers except in respect 

of posts of the rank of Sub-

Divisional Officers and above. 

Director of  

Industries, 

Punjab. 

Full powers to appoint a 

Government employee to 

officiate in a vacant post for 3 

months in case of appointment 

of all Group „C‟ and Group 

„D‟ staff. 

4. 

 

 

 

2.53 

 

 

 

Powers to define 

the limits of a 

Government 

employee‟s sphere 

of duty 

  

  

  

  

Department of 

Government. 

Full powers. 

Heads of  

Departments. 

Full powers in case of all 

Government employees of 

Group „B‟, Group „C‟ and 

Group „D‟ and also Group „A‟ 

officers upto district level. 

Conservators 

 of Forests. 

Full powers in respect of posts 

under their control except 

those of Divisional Forest 

Officers and equivalent posts. 

Divisional 

Forest Officers. 

Full powers in case of those 

Government employees whom 

they can appoint. 

Superintending 

Engineers in  the 

Public Works 

Departments. 

Full powers in case of those 

Government employees whom 

they can appoint. 

Deputy Registrar,       

Co-operative 

 Societies. 

Full powers in case of 

Government employees whom 

they or any authority 

subordinate to them can 

appoint. 

4-A. Schedule to  

Chapter II, 

Paragraph 

  I(vi)   

Power to treat 

compulsory    

waiting period   

as duty. 

Administrative 

Departments. 

Upto 30 days 
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1 2 3 4 5 

5. 

  

Schedule to  

Chapter II, 

Paragraph 

1(vii) 

  

Power to permit a 

Government 

employee to 

appear in an 

optional 

examination. 

Departments of 

Government. 

Full powers. 

Heads of  

Departments. 

Full powers in respect          

of Group „B‟, Group „C‟   

and Group „D‟ Government 

employees. 

6. 

  

  

  

  

  

  

  

  

  

 

Schedule to 

Chapter II, 

Paragraph  

II (5). 

  

  

  

  

  

  

Power to sanction 

the absence of a 

Government 

employee on duty 

beyond sphere of 

duty.  

  

  

  

  

  

  

  

  

  

(i)  Departments      

of Government. 

Full powers for absence 

within India. 

(ii)  Heads of 

Departments.  

Full powers in individual 

cases for reasons of public 

nature to be specified in 

writing: 

Provided:– 

 (i) the absence does not  

exceed 60 days; and 

(ii)   is within India. 

(iii)  Controlling 

Officers. 

  

Full powers in individual 

cases for reasons of public 

nature to be specified in 

writing: 

Provided:– 

 (i) The absence does not 

exceed 30 days; and 

(ii) is within Punjab State. 

  (iv) Deputy  

Commissioners 

Full powers to allow IAS/ 

PCS officers serving under 

them to perform journeys 

beyond their sphere of duty 

for attending courts as 

witnesses in their official 

capacity to places within 

Punjab. 

(v)  Heads of  

       Offices. 

  

  

Full powers in individual 

cases, for reasons of public 

nature to be specified in 

writing:  

        Provided :‒ 

(i) the absence does not 

exceed 15 days; and 

(ii)  is within Punjab. 
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1 2 3 4 5 

7. Schedule to 

Chapter II, 

Paragraph 

11(5). 

Powers to sanction 

absence of block 

personnel (except 

Village Level 

Workers) and staff 

of Gram Sewaks 

Training Centres 

and allied wings 

beyond their sphere 

of duty for training 

in India. 

Financial 

Commissioner, 

Development 

 and Secretary to 

Government, 

Punjab, 

Development and 

Panchayat 

Department. 

Full powers provided the 

absence does not exceed three 

months. 

8. 3.2 Powers to dispense 

with the production 

of medical 

certificate of fitness. 

Departments  

of Government. 

Full powers in individual cases. 

9. Omitted. 

10. Omitted. 

11. 3.23 Power to relax the 

provisions of the 

rule 3.22.  

Departments of 

Government. 

Full powers provided the place 

of making over charge is within 

Punjab. 

Heads of 

 Departments 

 and other  

authorities  

competent to 

 grant leave. 

Full powers in respect of 

Government employees to 

whom they are competent to 

grant leave including Group „B‟ 

officers provided place of 

making over/taking over charge 

is within Punjab. 

12. 3.24 Power to declare 

that proviso (a) to 

rule 3.23 is not 

applicable to any 

particular case. 

Departments 

 of Government. 

Full powers. 

Heads of 

Departments  

and other  

authorities 

competent to 

grant leave. 

Full powers in respect of 

Government employees to 

whom they are competent to 

grant leave including Group „A‟ 

officers provided the place of 

making over/taking over charge 

is within Punjab 

13. Omitted.  

14. 4.3 Power to grant the 

pay and allowances 

of a Government 

employee treated as 

on duty under rule 

2.16(b). 

Departments of 

Government. 

Full powers. 

Heads of  

Departments and 

Superintending 

Engineers in the 

Irrigation Branch. 

In individual cases of Group „C‟ 

and Group „D‟ Government 

employees only whom they can 

appoint without reference to the 

higher authority. 

15. Omitted.  

16. Omitted.   
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1 2 3 4 5 

17. Note 6 

below 

rule 

4.4 

Power to issue 

a declaration as 

to the relative 

degree of 

responsibility 

attaching to 

two posts in 

case of doubt. 

Departments of Government 

and Heads of  Departments. 

The certificate will be issued by 

the Administrative Department 

concerned in respect of the new 

post, in cases where the two 

posts are in different 

departments and by the Head of 

Department where the Head of 

Department is the appointing 

authority. 

18. 

 

 

 

4.7 

  

  

  

Power to 

withhold 

increments. 

  

  

  

(i) Authorities specified in 

the service rules. 

To the extent specified in the 

Service Rules  

(ii) Authorities competent       

to make substantive 

appointment to the post 

which the Government 

employee holds where no 

service rules have been 

issued. 

Full Powers. 

(iii) Deputy Inspectors- 

General of Police, Assistant 

Inspector General, Railway 

Police, Superintendents of 

Police, Assistant Superinten-

dent of Railway Police and 

Deputy Superintendents in-

charge of Railway Police 

Sub-Divisions. 

As provided in the Police Rules, 

in the case of the Subordinate 

ranks of the Police Force. 

 (iv) Heads of  Offices In the case of Group „D‟ 

Government employees upto a 

maximum period of three years. 

19 

 

4.10 

  

Power to grant 

premature 

increments to         

a Government 

employee in     

a time-scale of 

pay in order to 

fix initial pay 

in excess of            

the amount 

permissible 

under rules 4.4 

and 4.14. 

Departments of  Government Full powers in the following 

cases and subject to the 

following conditions:– 

(a)  In cases where the individual 

concerned does not apply for 

benefit under rule 4.10 for 

fixation of his pay within two 

months of the date on which the 

occasion for refixation of his pay 

arises, no arrears shall be 

allowed in respect of the periods 

prior  to  the  date  of application  
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1 2 3 4 5 

 

 
 

  

. 

  

  

. 

  

  

or, if there is no such application, 

the date of first reference by the 

Head of Office.  

(b) In cases other than cases of re-

employment after resignation, 

removal or dismissal from the 

public service where a Government 

employee has previously rendered 

service in a post in the higher time 

scale in an officiating or temporary 

capacity, his service in a higher 

post may be allowed to count for 

purposes of increments in the 

lower post but in the case of such 

service rendered against work 

charged post benefit may be 

allowed of only half of such 

service for increments in the lower 

post. 

(c) Where the minimum of the 

scale of the lower post is greater 

than the minimum of the scale of 

the higher post the benefit claimed 

should be allowed with the 

concurrence of Department of 

Finance on the merits of each case. 

(d) Where the Public Service 

Commission/Subordinate Services 

Selection Board recommends a 

higher start in fixing the initial    

pay by allowing not more than  

five advance increments the 

Administrative Department may 

sanction the pay so recommended 

for a period up to six months with a 

stipulation to the effect that the pay 

would be finally fixed by the 

Department of Finance and if pay 

finally fixed is less, no recovery 

would be effected in respect of   

the initial period up to six months.  

In cases where more than            

five advance increments are 

recommended, prior approval of 

Department of Finance should     

be sought. 
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19-A 4.10 Powers to grant 

advance increment 

to the officers who 

go abroad to 

improve their 

qualifications. 

Departments of 

Government. 

Full powers subject to the 

condition that the procedure 

provided in Chief Secretary to 

Government, Punjab Circular letter 

No. 961-4GS-62/5594, dated the 

16th February, 1962 is followed. 

20. Proviso 

to Rule 

4.13 

Power to decide 

whether officiating 

pay should or 

should not be 

given in case of 

Clerical and 

Subordinate posts 

not borne on 

Provincial scales. 

Heads of Offices. Subject to the principles laid down 

in rule 4.13. 

       Note: Officiating appointments   

in the offices of the Deputy 

Commissioners are regulated by 

the special orders relating thereto. 

21. 4.16 Power to reduce 

the  pay of 

officiating 

Government 

employees. 

Heads  of 

Departments. 

Full powers. 

Controller of 

Stationery and 

Printing. 

In respect of officiating 

Government employees employed 

on technical establishment in the 

Punjab Government Presses. 

22. 4.1, 

4.20 

and 

4.21 

Power to fix pay. Heads of  

Departments, 

Superintending 

Engineers, Public 

Works Department, 

Irrigation Branch 

Conservators of 

Forests and Election 

Commissioner. 

In respect of temporary posts 

which they are specifically 

authorised to create. 

23. 

  

4.22 

  

Power to appoint a 

Government 

employee to hold 

temporarily or to 

officiate in more 

than one post.  

Departments of 

Government,  

Speaker, Punjab 

Legislative 

Assembly. 

Full powers. 

Heads of  

Departments. 

Full powers in respect of Group 

„C‟ and Group „D‟ Government 

employees. 

24 to 32.  Omitted 

33. 5.35(b) 

and 

5.35 (c) 

Powers to waive or 

reduce the amount 

of rent to be 

recovered from 

any Government  

Departments 

of Government. 

Full powers in types of cases 

enumerated in Note 1 below rule 

5.35. 
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employee or class  

of Government 

employees or to 

waive or reduce the 

amount of munici-

pal and other taxes 

not being house or 

property tax to be 

recovered from any 

Government 

employee. 

Heads of 

Departments.  

Full powers in respect of Group 

„C‟ and Group „D‟ employees 

whom they can appoint in types 

of cases enumerated in rule 5.35. 

34. 

 

5.38 

 

Power to sanction 

remission of rent 

when a building is 

uninhabitable. 

  

Departments of 

Government.  

Full powers in types of cases 

enumerated in Note 1 below rule 

5.35. 

Heads of 

Departments.  

Full powers in respect of Group 

„C‟ and Group „D‟ employees 

whom they can appoint in types 

of cases enumerated in rule 5.35. 

35. 

 

 

5.47 

 

 

Power to direct    

that a Government 

employee on leave 

shall be in 

occupation of a 

residence. 

  

  

Departments of 

Government  

Full powers in types of cases 

enumerated in Note 1 below rule 

5.35. 

Heads of  

Departments  

Full powers in  respect of – 

(a)  Group „C‟ and Group „D‟ 

Government employees; 

(b) Group „B‟ officers; and   

(c) Group „A‟ officers up to   

district level. 

Chief Engineers, 

Public Works Depa-

rtments, Building and 

Roads, and Superin-

tending Engineers in 

the Irrigation Branch.  

Full powers in respect of 

residences under their control 

occupied by Group „C‟ and Group 

„D‟ Government employees. 

36 to 37. Omitted. 

38. 

  

  

  

5.55 

  

  

  

Powers to grant or 

permit a Govern-

ment employee to 

receive honorarium. 

Departments of 

Government. 

Upto a maximum of Rs. 2,000 if 

the service rendered falls within 

the course of the ordinary duties 

of the Government employee 

concerned and in other cases upto 

Rs. 10,000 in each individual case 

during a financial year.  
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Heads  of 

Departments. 

  

(i)  Upto a maximum of Rs. 2,500 

in each individual case during 

a financial year, provided the 

service rendered does not fall 

within the course of the 

ordinary duties of the 

Government employee. 

(ii) Full powers in respect of 

setting up of examination 

papers, and evaluation of 

answer sheets including     

those relating to practical 

examination, and in respect of 

payment to invigilators or 

supervisors and for holding of 

part-time classes subject to the 

condition that the rates have 

been approved by the 

Department of Finance. 

39. Omitted. 

40. 

 

 

 

5.57 

  

  

  

Power to sanction 

the taking of work 

for which a fee is 

offered and the 

acceptance of the 

fees thereof – 

(i) to the Group „A‟ 

Officers not below 

the rank of Additi-

onal or Joint Heads 

of  Departments. 

Departments of 

Government. 

 

 

 

 

 

 

 Full powers 

 

 

 

 

 

 

(ii) to the Group „A‟ 

and Group „B‟ 

Officers other than 

Group „A‟ Officers 

referred to in sub-

clause  (i) above. 

Heads of 

Departments.  

Full powers 

(iii) to Group „C‟ 

and Group „D‟ 

Government emplo-

yees working under 

the Heads of 

Offices. 

Heads of Offices. Full Powers 



206 
 

[15.1] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. XV] 

   
1 2 3 4 5 

41. 7.3(4), 

7.3-A(2) 

and 

7.3-B(5) 

Power to determine   

the amount of pay and 

allowances which may 

be paid to the 

Government employee. 

The authority 

competent to order 

re-instatement of 

the Government 

employee. 

Full powers. 

42. 7.3-B(7) Power to treat the 

period of suspension    

of the Government 

employee as a period 

spent on duty for any 

specified purpose. 

The authority 

competent to order 

reinstatement of 

the Government 

employee. 

Full powers. 

43. 8.18 Powers to grant leave   

to a Government 

employee in respect of 

whom a medical 

committee has reported 

that there is no 

reasonable prospect that 

he will ever be fit to 

return to duty. 

Departments 

 of Government. 

 

Full powers in respect of 

Group „A‟ and Group „B‟ 

officers. 

Heads of 

Departments. 

 

Full powers in respect of 

Group „C‟ and Group „D‟ 

Government employees. 

44. 8.23 Powers to grant leave. Departments  

of Government. 

Full powers. 

45. 

 

8.27  

and  

8.28 

 

Power to direct in any 

case otherwise than as 

laid down in rules 8.27 

and 8.28. 

Departments 

 of Government. 

Full powers. 

Heads of 

Departments  
In respect of Government 

employees to whom they are 

competent to grant leave. Conservators  

Of Forests. 

46. 8.29 To grant permission to 

prefix or affix vacation 

to leave in cases where 

the combination of 

vacation with leave 

involves extra expense 

to Government. 

Departments of 

Government. 

Full powers. 

47. 

 

8.33 

 

Powers to decide          

in doubtful or 

inequitable cases which 

Government employee 

shall be held to have 

been incharge and to 

whom the pay of the 

post for Sunday or 

holidays shall be paid. 

Departments of 

Government. 

Full powers. 

Heads of 

Departments. 

Full powers in respect of 

Group „B‟, Group „C‟ and 

Group „D‟ Government 

employees. 
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48. 

 

 

8.41 (b) 

 

 

Powers to grant 

permission to a 

Government employee 

on leave to accept 

employment or to take up 

service.  

 Departments 

 of Government. Full powers. 
Speaker, Punjab 

Legislative 

Assembly. 

Heads of 

Departments. 

Full powers in respect of 

Group „B‟, Group „C‟ and 

Group „D‟ Government 

employees. 

49. 

 

 

 

8.47 

 

 

 

Power to extend leave 

overstayed. 

  

  

  

Departments of 

Government. 

Full powers. 

The authority 

granting the 

leave. 

Upto 14 days out of India and 

7 days in India. 

Heads of 

Departments. 

Upto 90 days. 

Chief Engineers 

Buildings and 

Roads and Public 

Health. 

Full powers in the case of 

Officers of the rank of 

S.D.Os. Assistant Executive 

Engineers, other officers upto 

the rank of Executive 

Engineers.  

50. Paragraph 

2(ii) 

annexure 

to section 

1, Chapter 

VIII. 

Power to decide in case 

of doubt whether a 

particular Government 

employee is serving in a 

vacation Department. 

Departments  

of Government. 

Full powers. 

51. Omitted. 

52. 8.137 Extraordinary leave. 

 

Departments of 

 Government 

Upto two years 

 

Heads of 

Departments. 

Upto one year 

53. 9.7 Power to permit the 

calculation of joining 

time by a route other 

than that which travellers 

habitually use. 

Heads of 

Departments. 

Full powers. 

54. 9.19(a) Power to grant extension 

of joining time. 

Departments of 

Government. 

Full powers. 

55. 10.2(b) Power to transfer a 

Government employee to 

foreign service in India. 

  

Departments of 

Government. 
Full powers subject to the 

conditions in Serial No.56. 

 
Heads of 

Departments 

Director of Health 

Services 

Full powers to transfer 

Medical Officer to foreign 

service under local bodies. 



208 
 

[15.1] THE PUNJAB CIVIL SERVICES RULES VOLUME I (PART I) [Chap. XV] 

   
1 2 3 4 5 

56. 10.4 Power to fix pay in 

foreign service. 

(a) Departments     

     of Government. 

Full powers subject to the 

conditions laid down in 

Annexure  „A‟ to   Chapter X. 

(b)  Heads of     

Departments. 

Full powers in the case of 

those Government employees 

whom they can appoint and 

subject to the conditions laid 

down in Annexure „A‟ to 

Chapter X. 

(c)  Director of 

Health Services 

  

Full powers in the case of 

Medical Officer transferred to 

foreign service under local 

bodies provided the pay fixed 

is not in excess of that drawn 

in Government service; and 

provided further that no 

concessions are sanctioned in 

addition to pay except – 

  (1) Payment by the foreign 

employer of Government 

share of the contribution 

towards New Defined 

Contributory Pension Scheme. 

(2) Grant of free quarters or an 

allowance at the rate specified 

in sub-rule (4) of rule 5. 

57. Rule 

10.18 

Powers to decide the 

date of reversion of a 

Government employee 

returning after leave 

from foreign service. 

Heads of 

Departments.  

Full powers. 

58 to 65                         Omitted. 

PUNJAB VIDHAN SABHA SECRETARIAT 

66.                    Note 2 

under 

rule 

14.4 

To create temporary 

posts    of – 

(a)  Watch and Ward   

       Assistants upto 10. 

(b) Telephone  

Attendants  upto 10. 

(c)  Telephone 

Messengers upto 10. 

Secretary, Punjab  

Vidhan Sabha.  

(a) For the duration of Punjab 

Vidhan Sabha Session; 

and 

(b) The pay and allowances 

shall not in any case 

exceed the rates 

admissible for similar 

posts in the Punjab Civil 

Secretariat or Punjab 

Vidhan Sabha Secretariat. 
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     ADMINISTRATION  OF JUSTICE 

67.  

 

 

 

  

 

 

 

Note 

2 
under 

rule 

14.4 

(a)  To create new permanent 

ministerial posts required for the 

High Court and courts subordinate 

thereto. 

The Hon‟ble 

Judges of 

the High 

Court 

The pay of the posts shall not 

exceed the sanctioned scale of 

the corresponding permanent 

posts. 

(b) To create new permanent posts 

in the process Serving 

Establishment required for the 

High Court and Courts 
Subordinate thereto. 

      Ditto The pay of the posts shall not 

exceed the sanctioned scale of 

the corresponding permanent 
posts. 

 

(c) To create new permanent posts 

in the Group „D‟ Establishment 

required for the High Court and 
Courts subordinate thereto. 

Ditto The pay of the posts shall     

not exceed the sanctioned   

scale of the corresponding 
permanent posts. 

(d) To create temporary ministerial 

and Group „D‟ posts required for 

the High Court and Courts 

subordinate thereto. 

The Hon‟ble 

Judges of 

High Court 

 (i) the pay attached to such 

posts shall be in accordance 

with the sanctioned scales for 

the permanent posts. 

(ii) Within the financial year 

unless the pay is according to 

the scale laid down in items 

(a) (b) and (c) above.  

(e)  To create the posts of a 

messenger for each district Court 

when the amount of station dak to 

be dealt with appears to render this 

necessary. 

Ditto Pay to be in the usual scale. 

(f)  Omitted. 

(g) To create temporary posts on 

the scale given below for courts of 

temporary each Additional District 

and Sessions Judge:– 

(a)  Reader                   –  One 

(b)  Judgement Writer 

      (Senior grade)        –  One 

(c)  Stenographer         –  One 

(d)  Translator              –  One 

(e)  Ahlmad                  –  One 

(f)   Copy Clerk            –  One 

District and 

Sessions 

Judge. 

(i)  Pay not to exceed – 

(a) Reader Rs. 10300-34800+  

5000 Grade Pay; 

(b) Judgement Writer (Senior 

Grade) Rs.10300-34800+ 

      4200 Grade Pay; 

(c) Stenographer Rs. 10300-

34800+3800 Grade Pay; 

(d)   Translator Rs. 10300-

34800+ 3800 Grade Pay; 

(e) Ahlmad Rs. 10300-

34800+ 3200 Grade Pay;  

(f) Copy Clerk Rs. 10300-

34800+ 3200 Grade Pay; 
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(g)  Usher            –  One 

(h)  Peon             –  Two 

 (g)  Usher Rs. 4900-10680+1400  

       Grade Pay; and 

(h)  Peon Rs. 4900-10680+1300   

       Grade Pay. 

(ii) The period of appointment shall 

be for so long as the posts of 

temporary Additional District & 

Session Judges are created 

subject to the limit that sanction 

shall not be given to extend 

beyond the last day of the 

financial year. 

(h) To create temporary 

posts on the scale given 

below for courts of 

temporary each 

Additional Sub Judge: – 

(a)  Reader- One 

(b)  Judgement Writer    

(Junior grade) – One 

(c)  Ahlmad –One 

(d)  Naib Nazir–One 

(e)  Peon –Two 

  

  

District and 

Sessions 

Judge. 

 

 

(i)    Pay not to exceed – 

(a) Reader Rs. 10300-34800+3800 

Grade Pay; 

(b)   Judgement Writer  (Junior      

       Grade) Rs. 10300-34800+ 3800   

       Grade Pay; 

(c)   Ahlmad Rs. 10300-34800+ 3200    

       Grade Pay; 

(d)   Naib Nazir 10300-34800+ 3200 

Grade Pay; and 

(e)   Peon  Rs.4900-10680+1300  

       Grade Pay; and 

(ii) The period of appointment shall 

be for so long as the post of 

temporary Additional Sub Judge is 

created subject to the limit that 

sanction shall not be given to extend 

beyond the last day of the financial 

year: 

         Provided that a Naib-Nazir is 

entertained only if held to be 

necessary by the District and Sessions 

Judge. 

(i) To  create  the 

temporary post of a 

steno-typist for the  

court of  Sub-Judge-cum-  

Judicial Magistrate. 

District and 

Session 

Judges 

  (i) The pay of the posts shall not 

exceed the sanctioned scale of 

the corresponding permanent 

post. 

 (ii)  The period shall be for  so  long   

as   the  post  of  the Sub-Judge- 
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cum-Judicial Magistrate exists, 

subject to the limit that sanction 

shall not be given to extend 

beyond the last day of the 

financial year. 

   (iii) Provided that the post   of 

Copyist/Naib Nazir/Execution 

Clerk is kept in abeyance for 

the period for which a Steno-

typist‟s post is created. 

(j) To create temporary 

posts of Bailiffs for 

execution work in 

connection with appli-

cations made to Courts 

on behalf of Cooperative                    

Societies. 

District and 

Sessions Judge 
Provided:– 

(i) the pay attached to such post 

is in accordance with the 

sanctioned scales: 

(ii) the pay plus leave and 

pension contribution in 

accordance with the rate fixed 

for the Punjab Government are 

recovered from the societies 

concerned. 

(k) To create temporary 

posts required for courts 

of Chief Judicial 

Magistrate and Judicial 

Magistrate : – 

(a) Reader–One 

(b) Judgement Writer  

(Junior grade)–One 

(c) Ahlmad –One 

(d) Steno-typist –One 

(e) Peon –Two 

 

 

District and 

Sessions Judges. 

  

  (i)  Pay not to exceed – 

 (a) Reader Rs. 10300-34800+ 

4200 Grade Pay; 

  (b)  Judgment Writer 

  (Junior Grade) Rs. 10300-

34800+3800 Grade Pay; 

  (c)  Ahlmad Rs. 10300-34800 +   

         3200 Grade Pay; 

  (d)   Steno-typist: Rs. 5910-

20200 + 2800 Grade Pay;   

  (e)   Peon  Rs. 4900-10680 + 

         1300 Grade Pay; and  

(ii) The period of appointment 

shall be for so long as the posts 

of temporary Judicial Magist-

rates are created subject to the 

limit that sanction shall not be 

given to extend beyond the last 

day of the financial year. 

68 to 73 Omitted. 
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 This index has been compiled solely for the purpose of facility of reference. No expression 

in it should in any way be considered as any way interpreting the rules. 

                  A Rule 

Accountant-General―   
Definition of the term―      2.2 
Active Service―  
Definition of the term―      2.3 
Disability leave is included in the term 2.3,Note 
Actual Travelling expenses―  
Definition of term 2.4 
Age―  
―of Admission to service under Government 3.6 
―at which Government employees are required to retire  3.26,3.27 
Definition of the term― 2.5 
Agreement―  
 Punjab Civil Services Rules do not apply to persons in respect of  whose 

conditions of service, etc., special provisions have  been made by― 

1.4(i) 

 Special provisions inconsistent with the Punjab Civil Services Rules may be 

made by-with any person to be appointed to a particular post 

1.3 

Air―  
Joining time admissible when a journey is performed by― 9.5 
Allotment―  
 ―of residences  5.46 
Determination of the period of―     5.48 
Allowance (s)―  
Date from and to which a Government employee draws pay and― of a post 3.19 

Effect upon―of combination of holidays with leave and joining time 8.27, 8.28 
Pay and―of a Government employee deputed out of India 6.2 
The term travelling―includes―granted for conveyances, horses and tents 2.62 
Apprentice―  

Definitions of the term― 2.6 
Kinds of leave admissible to an―          8.132 
 Service of an―counts as duty       2.16 (a) (1) 
 Assistant Legal Remembrancer(s)―Leave admissible to―     8.141 
 Assured Career Progression Scheme―  

 General Conditions for grant of―  4.8 

                                                       C  
Cadre―  
A Government employee should not ordinarily be substantively transferred to 

a post carrying less pay than his position in―would justify 

3.17 

Government employee transferred to foreign service will remain in his―and 

may be given promotions 

10.3 
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Definition of―     2.9 

Camp Equipage―  

Definition of―     2.10 
Camp Equipment―  

Definition of 2.11 

Capital Cost  

A charge of 4
1
/2 per cent of the____to be made to cover maintenance of 

water-supply, sanitary and electric installations 

5.28 

Assessment of percentages on the―on account of ordinary and special 

repairs 

5.28 

Calculation of―of a residence when its value and the value of site on 

which it stands is not known 

5.17 

―for the assessment of rent of residences 5.15 
―includes expenditure on compound walls, fences, gates, roads,   etc. 5.16 (ii) 
―includes cost of sanitary, water-supply and electric installations 5.15 
―shall include cost of an expenditure on preparation of site  5.15 
―shall not take into consideration any charges on account of      

Establishment and Tools and Plants    

5.19 

―to be reduced when table lamps, table fans, etc., already supplied are 

rendered unserviceable     

5.22, Note 2 

Charges for special repairs such as renewal of floor, etc., to be provided in 

the form of percentages on the― 

5.27 and 5.28 

Circumstances under which a specified amount of―may be written off  5.21 
Cost of table lamps, table fans, etc., not included under “Electric Supply” 

to be included in the―when already supplied 

5.22 Note 2 

Determination of the―on the tennis court 5.44 

Determination of―of  
 Tennis   Court

Garden
  when not known                                            5.44, Note 

Expenditure on compound walls, fences, gates, roads and culverts within a 

compound to be included in the―   

5.16 (ii) 

Re-calculation of rent forthwith when the―of a residence is written off  5.24 
Rent for furniture to be charged at 15 percent per annum on the― 5.44 
Renewals necessitated by unforeseen calamities to be included in the―of 

residential buildings 
 

5.20 
What expenditure on the garden is to be included in the―of the residence 5.44 
Where office accommodation is provided in officer‟s residence―of 

remainder to be separately estimated  

5.39 

Certificate(s)―  

Authority prescribed for signing―of fitness to return to duty required 

from Government employees granted leave on account of ill health  

8.44 

―for grant of house-rent allowance on leave or temporary-transfer for 

Government employees  

5.5                                                                                            
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Form of―of fitness in the case of Government employees on leave on 

medical certificate 

8.44 

Nature of―for grant of compensatory allowance other than house-rent 

allowance during leave or temporary transfer of Government employees   

5.3 

Supplementary―to be signed by an officer taking over charge of an office 

entitling him to occupy a Government residential building 

5.49 

Charge of office―  
Circumstances in which the conditions as to the place of making over―or 

that both Government employees should be present may be relaxed 

3.23, 3.24 

Generally to be made over at headquarters both the relieving and the relieved 

Government employees being present 

3.22 

Joining time admissible to a Government employee who makes 

over―elsewhere than at his headquarters 

9.10 

Classification―  
of Government employees into various services 14.1 
Combination of holidays with leave―  
Effect of―on pay and allowances 8.27, 8.28 
When transfer of charge involves taking over of money―is inadmissible. 

exception allowed  

3.24 

Communications―  

Regarding the interpretation, alteration and relaxation of Punjab Civil 

Services Rules to be forwarded through the Administrative Department. 

1.8, Note 

Compensatory Allowance(s)―  
Admissible to a Government employee appointed to hold or to officiate in 

two or more independent posts at one time 

4.22, 5.1 

―includes travelling allowance      2.13 
―to be ordinarily drawn by the Government employee on duty but may 

under certain conditions be drawn during leave 

5.1 

Definition of the term― 2.13 
Drawal of―other than house-rent allowance during leave or Temporary 

transfer 

5.3 

Drawal of―Industrial or other employees whose leave terms are governed 

by special orders 

5.3(a),  

Note 
Inter-dependence of―and special pay not recognised 2. 52 

Explanation  
Reasons for grant of―to be recorded in sanctioning orders . 2.52, Note 1 
Rules relating to― 5.1 to 5.9 
When drawn in full  5.1 

Competent authority―  

Definition of the term―    2.14 
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  Rule 

Comptroller and Auditor-General  

Prescribes forms of record of service  12.1 
Conduct and Discipline―  
Rules relating to―of various services 14.8 

Consent―  

Cases in which the―of the Finance Department has been given to the 

exercise of powers by various authorities 

15.1 

 

Contract(s)―  

Leave admissible to Apprentices engaged on― 8.132(1) 
Leave admissible to probationers engaged on―   8.131(1) 
Leave admissible to Apprentices engaged otherwise than on―  8.132(2) 
Leave admissible to probationers engaged otherwise than on― 8.131(2) 
Leave on medical certificate to a Government employee engaged 

on―not to be granted for a period extending beyond the term of― 

 8.58 

Contribution(s)―   

Competent authority may reduce or remit the amount of―recoverable on 

account of additions to a regular establishment created for the benefit of 

other persons. 

10.20(1) 

―paid by a Government employee in foreign service maintain his claim to 

pension or leave salary 

10.12 

―towards the cost of pension and leave salary are payable on behalf of a 

Government employee transferred to foreign service. 

10.8 

―to be discontinued from the date of reversion of a Government employee 

from foreign service  

10.19 

Government employees on foreign service in local fund charitable 

Hospitals who are exempted from payment of leave and  pension 

10.8 

Interest on overdue―not to be remitted except in exceptional  

circumstances 

10.10 

Rates of interest leviable on overdue―  10.11 
Rates of―payable on account of pension and leave salary by Government 

employees in foreign service  

10.8 

Recovery of―on account of additions to a regular establishment created for 

the benefit of other persons 

10.20 

 
Refund of― not permissible 10.12 

Current Duties―  

A Government employee holding charge of the―of a post may be granted 

less pay than that admissible under the rules 

4.16, Note 1 

Pay admissible to a Government employee holding charge of the―of 

another post, in addition to his own substantive post      

4.24 

Pay admissible to a Government employee holding charge of the―of a post 

after being relieved of those of his substantive post 

4.23 
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                                                        D  
Date―  
―from which the Punjab Civil Services Rules came into force 1.1 
―from which a Government employee begins to draw the pay and 

allowances attached to his post 

3.19 

―from which a Government employee recruited overseas begins to draw 

the pay and allowance attached to his post 

3.20 

Day―  
Definition of the term― 2.15 
Definition―  
―of terms used in the Punjab Civil Services Rules, Volume I,   II and III Chapter-II 

Delegations―  

General       15.1 
Departmental Sub-Registrar(s)―  
Leave admissible to― 8.144 
Deputation in India―  
Cases in  which Deputation Allowance may be granted to a Government 

employee on ― 

10.21(1)(i) 

Circumstances in which Deputation Allowance may  be drawn during  the 

period of deputation extended beyond  three years  

2
nd

 Proviso to 

rule 10.25 

Creation of a temporary post is necessary for a Government employee on 

special duty or on― 

  4.21,  

Note 1 
Definition of term― 10.21(1) 
Rates of  deputation allowance    10.21(2) 
A Government employee on―either be allowed special pay or  

the―allowance and not the both 

10.21(2) 

No Government employee who goes on―on foreign service should be 

allowed higher start  

10.21(2) 

A Government employee on―on foreign service  may elect either pay of the 

new post or pay in the parent department plus deputation allowance 

10.22(2) 

 
The employee on―on foreign service may be given the benefit of „next 

below rule‟ 

10.22(3) 

Project allowance admissible in any project area may be drawn in addition 

to deputation allowance 
 

10.21(3) 
Benefit of special rate of deputation allowance where such allowance is 

admissible 

10.21(4) 

The deputation allowance shall not count as emoluments for any purpose, 

however, it may count as emoluments for pension under certain specified 

conditions  

10.23 

In the case of employees on―or on foreign service special pay    

and―(duty) allowance will be counted with effect from 4.9.1973 as 

emoluments towards pension in the case of Punjab   Government employees 

on―to Central Government and vice versa  

10.23,  

Note I 
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 Officiating pay drawn on―post with effect from 11-2-1974 to be  counted 

towards pension 

10.23,  

Note I 
Rules applicable to leave salary and pension contribution in the case of―of 

permanent Government employee under different Governments through 

open competition 

10.23,  

Note 2 

Extraordinary attractive concession not to be allowed to Punjab Government 

employees on―on foreign service to private bodies without the prior 

approval of Finance Department   

10.24 

Period of―in the first instance 10.25 

Cases of―where Administrative Department should seek the approval of 

the Department of Personnel for extension in period of―beyond three years  

10.25 

Travelling allowance and daily allowance to the employees on―on foreign 

service at the rate admissible to the employees of  the borrowing 

organisation 

 
10.26 

Rates of House rent allowance admissible to employees on―on foreign 

service  

10.27 

Rate of Deputation Allowance admissible  to employees on―on foreign 

service  on the same station and on a different station  

10.21(1)(ii) 

A Government employee not to be allowed to proceed again on―or on 

foreign service unless he has worked for a minimum period of two years in 

his parent Government on reversion from the first assignment 

10.28 

Powers of Government to terminate―arrangements   10.28(2) 
Definition of basic pay for the purpose of―on foreign  service 10.21 
Personal pay to be allowed in addition during―on foreign service if it was 

drawn by an employee on the post in parent Government  

10.21(iv) 

Limits to be applied on―allowance where a basic pay exceed the pay 

allowed under rule 4.16 

10.21 

Abnormal increase in pay on―post to be restricted 10.22(4) 

Deputation out of India―  

Authority who may sanction― 6.1 
Calculation of the period of― 6.2, Note 3 
Pay and allowance of a Government employee sent on― 6.2 
Pay and allowance admissible to Police Officers on―to accompany 

criminals, etc. 

6.2,  

Note1 

Rates of compensatory allowance to be granted to officers on― 6.2 

Dismissal―  

Pay and allowances of a Government employee dismissed from service 

ceases from the date of― 

7.1 

Pay and allowances of a Government employee reinstated after suspension 

or― 

7.3(1) 

Previous service of a Government employee reinstated after―or removal 

counts for leave  

8.2(b) 
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Duty(ies) ―  

A government employee ordinarily begins or ceases to draw pay and 

allowances from the date assumes charge of or ceases to discharge the―of 

a post 

3.19 

A Government employee ceases to be in Government employ after five 

years‟ continuous absence from ―otherwise than on foreign service 

3.25 

A Government employee on joining time is regarded as on― 9.15 
A Government employee is not on―during any time he may spend beyond 

his sphere of―except under certain circumstances  

Paragraph II of  

Schedule 

to Chapter II 
Acting promotion authorised in place of Government employee treated 

on―when pursuing a duly authorised course of training or instruction  

4.17, Note 

All―in a post on a time-scale counts for increments in that scale 

circumstances under which a Government employee may be  treated as 

on―    

2.16(b) and 

Paragraph I of 

Schedule 

to Chapter II 
Definition of the term― 2.16(a) 
Foreign service counts as―for purposes of leave   8.1 
Leave is earned by―only 8.1 
Leave on full pay granted to part-time law officers during the vacation of 

the High Court to be counted as― 

8.141(a) 

Power of competent authority to allow acting promotions to be made in 

place of Government employee treated as on― 

4.17 

Previous service in local fund not administered by Government of a person 

transferred to Government service will not count as― 

11.3 

Reduction of the pay and allowances of a Government employees treated 

as on―under certain circumstances  

4.3 

Treatment as―of the period of Government employee was under 

suspension or was dismissed and was subsequently reinstated  

7.3(3), 

7.3(4) 
The interval between the date of report by a Government employee 

appointed outside India on the first arrival in India and the date on which 

he actually takes charge may be treated as― 

Paragraph 1(v) 

of the 

Schedule 

to Chapter II 
Time spent in voyage to India by a Government employee recalled from 

leave treated as―for calculating leave.. 

8.42(a)(ii) 

Treatment as―of the period of journey of a Government employee 

recalled from leave in India 

8.42(b) 

Vacation counts as―for the purpose of leave  8.59 

When a relieving Government employee is regarded as on―and not on 

joining time  

9.16, 9.17 

Wilful absence from―after the expiry of joining time may be treated as 

misbehaviour  

9.18 



220 
 
                                        INDEX  
  Rule 

E  
Emoluments―  
Any―may specially be classed as pay by the competent authority  2.44(b) 
Assessment of rent on Government residences in an area may be made at a 

uniform percentage of― 

5.30 

―of a Government employee on leave for the purpose of assessment of rent 5.33, Note 2 
―taken into account for the purpose of recovering rent for residences 

supplied by Government. 

5.33 

Employment―  
―of Government employees on leave preparatory to retirement in trading 

concerns is open to objection 

8.41,  

Note 3 
No Government employee on leave can take any service or accept 

any―without obtaining sanction 

8.41 

 

Encashment of earned Leave―  

―to a Government employee on his retirement 8.21, 8.139 

―along with Leave Travel Concession while in service 8.22 

Engineer(s) ―  
An Apprentice―of the Thompson Engineering College Roorkee, is exempt 

from the production of medical certificate of health 

3.3(2) 

Examination(s)―  
Fixation of pay of a Government employee officiating in a post the pay of 

which is subject to increase upon the passing of an― 

4.13,  

Note 7 
Time occupied in attending obligatory―is treated as duty. Paragraph I 

(vii) of 

Schedule 

to Chapter II 
Time occupied in attending optional―at which a Government  employee is 

permitted to appear by a competent authority is   treated as duty 

Paragraph 

I(viii) 

of Schedule 

to Chapter II 
Excise and Taxation Officer―  
An―acting under orders of the Excise and Taxation Commissioner or 

Deputy Excise and Taxation Commissioner or the Collector beyond his 

sphere of duty is treated as on duty 

Paragraph II(3) 

of Schedule to 

Chapter II 
Expenditure on site―  
Capital cost of a residence shall exclude― 5.15 
Works on which expenditure shall be considered as 5.16(1) 
Extent―  

―of the application of the Punjab  Civil Services Rules 1.2 to 1.4 
―of the application of the Revised Leave Rules 8.52 to 8.58 

                                                        F  
Family―  
Definition of the term― 2.17 
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Adopted children not included in the term―except those adopted under the 

Hindu Law  

2.17, Note 1 

Major sons and married daughters included in the term―so long as they are 

residing with and wholly dependent on the parent (Government Employee) 

and subject to this condition, it includes widowed daughter also  

2.17, Note 2 

Fee(s) ―  
Acceptance of―by Medical Officers for professional attendance 5.57, Note 2 
Amount of―for private tuition how calculated 5.60 
Amount of―must be in proportion to value of service   5.57, Note 4 
Definition of the term― 2.18 
Officers of the Education, Agriculture, and Health Department may 

accept―up to certain limits for work of examining and setting papers in 

respect of University examinations  

5.57,  

Note 3 

Sharing of copying and urgent―by attesting and revising officers of 

outlaying courts and officers of the Revenue Department 

5.59 

When should be credited to Government 5.58 
Female―  
Government employees may be granted maternity leave 8.127,8.137-A 
Medical certificate of fitness of a candidate on first appointment, by whom 

signed. 

3.4(2) 

Finance Department―  

Cases in which assent of the―is given to the exercise of the powers by the 

Administrative Department and the subordinate authorities 

15.1 

Definition of the term― 2.19 
Power of interpreting changing and relaxing the Punjab Civil Services Rules 

is vested in the― 

1.8 

Previous approval of―to be obtained in cases where combination of 

vacation with leave involves extra expenditure 

8.26 

Fixed Monthly Emoluments―  

A Government employee, except a member of  P.C.S (Judicial Branch), 

specialist doctors and the employees covered under rule 4.4(a), shall be 

entitled to receive ―during his period of probation. 

4.1(1) 

―Definition of 4.1(1) 

Explanation 

Foreign Service―  

 A Government employee on―not to accept a pension or gratuity from the 

foreign employer 

10.6(a) 

A Government employee on―in India cannot take leave or receive leave 

salary until he actually quits duty and goes on leave 

10.14 

A Government employee on―may not elect to withhold contributions 10.6 
A Government employee transferred to―will remain in his cadre and may 

be given promotions 

10.3(c) 
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A Government employee transferred to―will draw pay from the foreign 

employer from the date on which he relinquishes charge of his post in 

Government service 

10.4(a) 

A Government employee transferred to―is responsible for the  observance 

of the rules regulating his leave 

10.13 

A Government employee transferred to―must make himself acquainted with 

rules regulating his leave during such  service 

10.13 

Amount of pay joining time and pay during joining time of a  Government 

employee in―to be regulated subject to the restrictions imposed by the 

competent authority 

10.4 

Authority to whom Government employee transferred to―should  submit his 

application for leave 

8.5 

Competent authority may remit contributions payable on behalf of a 

Government employee in― 

10.2 (b) 

Conditions to be fulfilled before transfer of a Government employee to― 10.2 
Continuous absence from duty of over five years on―in India does not entail 

cessations in Government employ 

3.25 

Contribution towards the cost of leave salary to be calculated on the pay of 

the Government employee in― 

10.8 

Contribution towards the cost of pension of a Government employee in―to 

be calculated on his pay in Government service 

10.8 

Contribution towards the cost of  pension and leave salary are  payable on 

behalf of the Government employee transferred  to― 

10.8 

Date of reversion from―      10.18 
Definition of term― 2.21 
―counts as duty for purposes of  leave    8.1 
―counts for increment in the time-scale    4.9 (d) 
No concession or remuneration in addition to pay which has not been 

specified in the order sanctioning the transfer to be granted to a Government 

employee transferred to― 

Paragraphs 

 1 to 4 

of Annexure A 

to Chapter X 
Government employee can be transferred to―against his will 10.2(a) 
Pay and any other remuneration or concession to be granted to a Government 

employee transferred to―should be precisely  specified 

Paragraphs 

 1 to 4  

of Annexure A  

to Chapter X 
Pay of a Government employee appointed to officiate in a Government post 

while on― 

10.5 

Rates of contribution payable on account of pension and leave salary on 

behalf of Government employee in― 

10.8 

Rules regarding grant of leave to Government employees while  in 10.13 
Rules prescribing the rate of interest leviable on overdue Contribution from 

Government employees in― 

10.10 
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Rules regarding the remission of interest  on overdue contributions payable 

by a Government employee on― 

10.11 

When Government employee is in―, entries in service book to be made by 

Heads of Department or Office as the case may be 

12.4(2) 

A Government employee on―either be allowed special pay or deputation 

allowance 

10.21(2) 

Rates of Travelling Allowance and Daily Allowance admissible  during―  10.26 

Forest Department  

All powers exercised by certain officers of the Public Works Department 

over residences under its control are also exercised by certain officers 

of―in the case of residences under the control of―  

5.52 

Fund―  

Liability of a Government employee to subscribe to a provident―, family 

pension―or other similar―in accordance with rules prescribed by the 

competent authority 

3.18 

Furniture―  

How additional rent for―provided in a residence is to be determined 5.44 
                                                       G  

General Revenues―  

Contributions to be paid to―on behalf of a Government Employee 

transferred to foreign service 

10.8 

Definition of the term    2.23 

Government―  

Definition of the term― 2.24 

Government Pleader (s)―  

Leave admissible to― 8.142 

Government Press(es)―  

Leave allowances of a Government employee employed in a―who is paid 

under the piece work system  

8.146 

Leave rules applicable to permanent salaried and industrial employees in 

the Punjab―who are not classed as Group „C‟ and „D‟ 

8.148 

Government employee(s)―  

A―on leave may not take any service or accept any employment without 

first obtaining necessary sanction  

8.41 

―who shares, by private arrangement, a residence with another―is not 

included in the term “occupant” 

5.46 

 Note 
Whole time of a―is at the disposal of the Government which pays him  3.10 

Gratuity―  

A Government employee in foreign service not to accept pension or―from 

the foreign employer  

10.6(a) 
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                                                        H  
Head(s) of Department (s) ―  
Definition of the term 2.25 
Head(s) of Office(s) ―  
Definition of the term 2.26 
Headquarters―  
Charge of office to be taken at―   3.22 
Definition of the term―  2.27 
Government employees are ordinarily required to reside within twenty-five 

kilometres of ―  

5.5(3) 

Joining time admissible to a Government employee taking over charge of 

office elsewhere than at his― 

9.10 

Transfer of charge of office elsewhere than at― 3.23 
Hill Stations―  
Places which have been declared to be― 2.28 
Holiday(s) ―  
A gazetted―to count as day allowed for joining a post not involving any 

change of station  

9.6 

Definition of―  2.29 
Effect of―on commencement and termination of leave  8.27, 8.28 
Effect of affixing―to joining time upon pay and allowances 8.28 
―can be prefixed or affixed to leave and joining time  8.26 
Local holiday―not included in the term „holiday‟       2.29, (Note) 
Honorarium (Honoraria)―  
―Amount of―must be in proportion to value of service 5.55, Note 4 
Circumstances under which an―may be granted  5.55 
Conditions of sanction of―    5.55 and 5.56 
Definition of the term― 2.30 
Grant of ―requires sanction of competent authority            5.55 
Leave earned by service recommended by―on daily wages 8.145 
Meeting of Boards or Committees financed wholly or partly from      

Government revenues―no honorarium admissible 

8.145 

Reasons for the grant of―should be recorded in writing by the sanctioning 

authority  

5.55, Note 2 

Sanction for acceptance in the case of―when given  5.55 
When test of special merits is to be rigidly applied for grant of― 5.56 
House Rent―  
Drawal of―Allowance during leave or temporary transfer   5.5 
Drawal of additional―Allowance when rent free accommodation is not 

provided 

5.5 

Eligibility for the grant of ―Allowance 5.5 

Rates of―while on deputation in Foreign Service . 10.27 
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Increment―  

A Government employee officiating in a post, the pay of which has been 

fixed at a personal rate on a time-scale of pay is not debarred from 

drawing―in that time-scale  

4.15, Note 1 

Authority empowered to grant premature 4.10 
Calculation of date of ―to officiating Government employee who draws 

more or less than that pay which is admissible under the rules  

4.16, Note 2 

Annual―to a Government employee shall be allowed with effect from the 

first day of the month  

4.9-A 

Conditions under which service counts for―in a time-scale   4.9 
Duty rendered in an identical time-scale governed by the Civil Service 

Regulations counts for―in one governed by these rules or vice-versa 

2.60, Note 

 and 4.9(a),  

Note 6 
Joining time taken by a Government employee under Rule counts for― 4.9 (e) 
Leave other than extraordinary leave counts for―in a time-scale 4.9 (b) 

Overstayal after leave does not count for―   4.9 (a), Note 3 

Proposal for the grant of premature―to be scrutinized with  special jealousy 4.10, Note 1 

Rules regarding the grant of―  4.7, 4.9,4.10 

When a Government employee who, while officiating to a post, proceeds on 

training or on a course of instruction and who is treated as on duty while 

under training can count such period of duty for― 

4.9 (a),  

Note 2 

Grant of―in the case of premature promotions  4.7, Note 

Installation and fittings―  

Capital cost of a residence shall include the cost of―   5.15 

What comprise―for the purpose of Rule 5.15  5.22 

Instruction―  

A Government employee following out a daily authorised Course of―is 

treated as on duty               

Paragraph (i) 

of Schedule to 

Chapter II 

Interest―  

Rates of―leviable on the overdue contributions payable by Government 

employees on foreign service 

10.10 

Joining time―  

A Government employee not joining his post within the―is not entitled to 

pay or leave salary after the end of the― 

9.18 

A Government employee on―is regarded as on duty 9.15 

A Government employee taking leave during―has to allow portion of― 

elapsed to be included in such leave  
9.4 

A Government employee on transfer during a vacation may be permitted to 

take―at the end of the vacation 

9.3 
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A Government employee holding a temporary post if offered through his 

official superior another post at some other station at any time before the 

abolition of his post, is entitled to― 

9.1, 

Note 4 

A ministerial employee is not entitled to be paid while on―unless his 

transfer is made in the public interest 

9.15,  

Note 1 

A road journey of eight kilometres or under, to or from railway station  from 

or to chief public office of the place, does not count   for― 

9.5 

A second period of six days for preparation not to be included in calculating 

the―of a Government employee whose appointment is changed while in 

transit to another post  

9.11 

(Note) 

Calculation of―admissible to a Government employee who makes over 

charge of office elsewhere than at his headquarters. 

9.10 

Calculation of―of a Government employee appointed to a new post while in 

transit from one post to another   

9.11 

Circumstances in which―may be granted to a Government employee  9.1 

Combination of holidays with leave and― 8.26-8.33 

Competent authority may make special concessions in―rules in certain 

cases 

9.19 

Date of expiry of leave in the case of a Government employee granted―on 

return from leave out of India 

8.25 

 

Definition of the term― 2.32 

Effect upon pay and allowances of combination of holidays with― 8.28 

How―calculated     9.5 

Inclusion or exclusion of Sundays in the calculation of― 9.5(e) 

―counts as duty      2.16(a)(2) 

―admissible to persons not in Government service on joining the 

Government service or on reversion from it 

9.20 

―admissible when vacation is combined with leave 9.3 

―limited to a maximum of 30 days 9.5 

No―admissible to a Government employees transferred from one post to 

another in the same office establishment 

9.2 

Only one day‟s―allowed when no change of residence is Involved  9.6 

On transfer during leave ―  9.8 

On transfer to service under another Government  9.12 

Pay of a Government employee during― 9.15 

Route by which―should ordinarily be calculated  9.7 

Rules relating to―applicable in the case of transfers from one Government 

to another to be those in force in Government to which transferred 

9.12 

When―admissible to a Government employee may be cancelled from leave 

granted     

9.8(b) 

When a relieving Government employee is regarded as on duty and not on―  9.16, 9.17 
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                                                         L  

Labourer (s)―  

A daily―in the Public Works Department if granted leave is not entitled to 

any leave salary 

8.146 

Grant of leave to―employed in Government workshops or other institutions 

on daily wages, who are injured while on duty 

8.146 

Leave―  

A Government employee on―may not accept any employment or take any 

service without obtaining previous sanction 

8.41 

A Government employee on―preparatory to retirement, may   accept 

appointment in Civil Departments 

  8.41A 

A Government employee recalled from―out of India to be refunded the cost 

of passage home under certain conditions and to be provided with a return 

passage to India at Government expense  

8.42 

A Government employee absent after the end of―is not entitled to―salary 8.47 

A Government employee on―cannot return to duty before the expiry of the 

period of―unless permitted. 

8.43 

A Government employee to be removed from service after five year‟s 

continuous absence from duty whether with or without― 

3.25 

A Government employee in foreign service in India cannot take―or 

receive―salary until he actually quits duty and goes on― 

10.14 

A Government employee on―granted on account of ill-health may be 

required to produce a medical certificate of fitness before returning to duty 

8.44 

A Government employee on return from―must report his return to the 

authority which granted him― 

8.45-8.46 

A Government employee who is dismissed or removed from public service if 

reinstated is entitled to count his former service for―   

8.2(b) 

A Government employee who is on extension of service after the date of  

retirement is entitled to earn―  

8.21(b) 

 

Amount of honorarium admissible to a Government employee who elects to 

consume―on earned―as the case may be during a period of duty out of 

India  

6.2 

An authority empowered to grant―has no power to interfere with the option 

of a Government employee to take―on full or half pay 

8.15 

An authority empowered to grant―may refuse or revoke―according to the 

exigencies of the public service.  

8.15 

Authorities competent to grant―other than special disability and study― 8.23 

Authority to whom application for―or extension of―should be made 8.4-8.5 

Concessions admissible to a Government employee recalled from― 8.42 

No―may be granted to temporary establishment chargeable to contingencies 

and paid on contingent bills. 

8.136 

 

Conditions under which District and Sessions Judges may prefix or affix 

vacation to―       

8.32 
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Date of reversion to Government service of a Government employee who 

takes―on the conclusion of foreign service 

10.18 

Effect upon pay and allowances of combination of holidays with― 8.27-8.28 

Foreign Service counts as duty for purposes of― 8.1 

Government employee transferred to foreign service must acquaint himself 

with rules regulating his―during foreign service 

10.15 

Government employee taking―during joining time has to allow portion of 

joining time elapsed to be included in such― 

9.4 

Grant of―to a Government employee unlikely to be fit to return to duty 8.18 

Grant of―to Assistant Legal Remembrancer    8.141 

Grant of joining time on return from―    9.1(b) 

Grant of―to a Government employee who is on an extension of service, 

during the period of his extended service    

8.21(b)  

 

―earned by service remunerated by honoraria or daily wages   8.145 

―earned by temporary and officiating Government employees 8.133―8.140 

―inadmissible to a Government employee who is to be dismissed or 

removed from service 

            8.19 

―admissible to daily labourers in Government workshops injured while on 

duty 

8.146 

―admissible to officers engaged on contract 8.57 

―admissible to temporary establishment debitable to contingencies and paid 

on contingent bills 

8.136 

―admissible to Government employees in permanent employ 8.116-8.128 

―admissible to Government employees on deputation out  of India 8.130 

―admissible to Probationers   8.131 

―admissible to Apprentices    8.132 

―admissible to Public Prosecutors  8.142 

―admissible to Government Pleaders  8.142 

―admissible to Editor and Reporters of the Indian Law Reports 8.143  

―admissible to Departmental Sub-Registrar 8.144 

―admissible to Government employees remunerated wholly or partially by 

payment of honoraria or daily wages  

8.145-8.146 

―of a Government employee re-employed after superannuation or retiring 

pension should be regulated by the rules applicable to temporary 

Government employees 

8.2, Note 

―cannot be claimed as a right 8.15 

―is earned by duty only     8.1 

―not necessarily be refused to a Government employee permanently 

incapacitated 

8.18 

Half pay― 8.119 

Overstayal of―does not count for increment 4.9(a), Note 3 

Priority of claims to grant of―how decided 8.17 

Procedure to be followed when a Government employee is proceeding on― 8.35, 8.36 
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Procedure on return from― 8.45-8.46 

Rules regarding joining time admissible to Government employees on return 

from 

9.8 

Rules regarding the drawal of compensatory allowance during― 5.3 to 5.5 

Rules regarding prefixing and affixing vacation to― 8.29-8.32 

Terminal―conditions on which admissible to Government employees 8.138 A 

When vacation is treated as―in the case of District and Sessions Judges 8.32, 

Exception 

Wilful absence from duty after the expiry of―may be treated as 

misbehaviour for the purpose of rule 3.17 

8.47 

Leave Account―  

Absence after the end of leave to be debited to the―as leave on half pay 8.47 

A―to be maintained for each Government employee  8.50 

Forms of―for Government employees  8.50 

Leave taken by a government employee in foreign service out of India not to 

be debited to his― 

10.16 

―of Government employees, by whom maintained  8.51 

Leave-Adoption  

Quantum of―admissible and the conditions of its grant 8.128-A 

Leave-Casual―  

A Government employee on―or quarantine leave is not treated as absent 

from duty 

8.60 

―is not a recognised regular leave 8.60 

Rules regulating the grant of―    8.61 

Leave-Child Care  

Grant of ― to a woman Government employee  8.128-B 

Leave-Commuted―  

Grant of―to a Government employee 8.119(c) 

Leave -Paternity―  

Grant of ― to a male Government employee 8.128 

Leave salary during   

Leave ―Disability―  

Amount of leave salary admissible during Special―    8.124 and 

8.137-C 

Conditions under which Special―may be debited to a Government 

employee‟s leave account 

 8.124(1) 

Conditions under which ―may be granted to Government employees  8.124 

Conditions under which―may be granted to Government employees 

disabled by accidental injury 

8.125,  

   8.137-C 

Effect of leave taken under the military rules on the maximum amount of 

Special―which may be granted to a Government employee   

8.124 

Grant of Special―to a Government employee, who has contracted such 

disability while serving with a military force 

8.124 
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Government employees to whom Special―may be granted     8.124 and        

8.137-C 

Special ―to count as duty in calculating service for pension 8.124(1) 

Special―may be combined with other kinds of leave    8.124 and        

8.137-C 

Leave―Earned―  

Definition of― 8.113 

―may be granted during the period of extension of service after the date of 

retirement 

8.21 

―admissible to Government employees of the Vacation Department in 

respect of duty performed in any year  

8.117 

―is admissible to permanent Government employees 8.116 

―is admissible to Government employees not in permanent employ  8.133 

Leave salary admissible to permanent Government employees during― 8.122 

Leave salary admissible to temporary Government employees during― 8.140 

Leave Extraordinary―  

Apprentices are entitled to―      8.132(b) 

Circumstances in which―may count for increment 4.9(b) 

―may be granted in special circumstances when no other leave is by rule 

admissible  

 8.121(1) 

― admissible to temporary and officiating Government employees 8.137 

―may be granted to Assistant Legal Remembrancers 8.141 

―may be granted to Departmental Sub-Registrars  8.144(ii) 

No leave salary is admissible during―  8.122(4) 

Leave―Hospital―  

Combination of―with other leave  8.127 

Leave salary during―  8.127 

Not debited against the leave account    8.127 

Rules relating to―  8.127 

To whom granted      8.127 

Leave―Maternity―  

Combination of―with leave of any other kind .   8.127 and  

8.137-A 

Extent of―that may be granted      8.127 and 

8.137-A 

Full pay may be granted during―   8.127 and 

8.137-A 

General rules relating to―       8.127 and 

8.137-A 

―not debited against the leave account   8.127 and 

8.137-A 
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Leave―“not due” ―  

Conditions under which―may be granted  8.119 

Conditions to be fulfilled before a Government employee is granted―      8.119 

―may  be  granted  to  a  Government  employee  recruited  oversea s who is 

prevented from proceeding at once from the port of disembarkation in India to 

take up his appointment  

3.20, 

Note 

Leave salary admissible during―   8.122(2) 

 Leave on Half Pay―  

Absence after the expiry of leave to be treated as―for the purpose of debiting 

the leave account    

8.47 

Definition of―                   2.33 

Leave salary admissible during―or leave not due 8.122(2)  

and   8.140 

―may be granted to a Government employee recruited overseas who is 

prevented from proceeding from the port of disembarkation in India to take up 

his appointment   

3.20, Note 

―admissible to permanent Government employees   8.119 (a) 

 and (b) 

Leave on Medical Certificate―  

Certificate of fitness on return from―by whom signed  8.44(ii) 

Competent authority‟s sanction is required for―though medical certificate is 

produced  

8.16 

Form of medical certificate which may be required to be produced by a 

Government employee on return from leave granted on account of ill-health  

8.44 

Government employee is not entitled to any―recommended by a medical 

officer unless it is due under the rules   

8.7 

In the case of Government employees seeking leave on―, the sanctioning 

authority may require a second medical opinion by the P.M.O. or the Assistant 

Civil Surgeon  

8.13(b) 

Joining time when―is taken while in transit from one post to another is treated 

as leave   .  

9 .4 

―not to be recommended by medical officer if Government employee is 

unlikely to be fit to return to duty   

8.6 

 

―    to employees in Group „D‟ Service may be granted on any certificate which 

competent authority may accept 

8.14 

―to Government employee may be granted on a medical certificate given by a 

registered medical practitioner having a graduate degree in allopathic, 

ayurvedic or homeopathic system of medicine. 

8.13(a) 

Maximum amount of―admissible to Government employees subject to the 

rules in Section III of Chapter VIII   

8.119 

Procedure in case of Government employees applying for―     8.13 

When and to what extent―may be granted to Assistant Legal Remembrancer  s 8.141 
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Leave out of India―  

Procedure when departing on―   8.34-8.35 

Leave Quarantine―  

A Government employee on―is treated as on duty 8.60 

Rules regulating the grant of―     8.61 

Leave Rules―  

Application of  Revised― 8.52 to 8.58 

Leave Salary―  

A daily labourer in the Public Works Department if granted leave is not 

entitled to any―     

8.146 

Amount of―admissible during special disability leave   8.124 

Advance―when proceeding on a minimum one month‟s earned leave  8.122(7) 

Competent authority may make rules prescribing the procedure to be followed 

in India in the payment of―   

8.48 

Definition of― 2.34 

Drawal of―    8.49 

Government employee is not entitled to―during absence after the end of leave   8.47 

Interest on overdue contributions for―while on foreign service 10.10 

―admissible to daily labourers in Government workshops injured while on 

duty     

8.146 

―admissible to temporary and officiating Government employees other than 

Temporary Engineers of the Public Works Department 

 8.140 

―admissible to permanent Government employees 8.122 

―admissible during earned leave to permanent Government employees     8.122(1) 

―admissible to permanent Government employees during half-pay leave or 

leave not due.  

8.122(2)  

―payable by the foreign employer in the case of a Government employee on 

foreign service out of India 

10.16  

No―admissible during extraordinary leave 8.122(4) and 

     8.140 

Rate of―due during voyage to and on arrival in India to a Government 

employee recalled from leave out of India 

8.42(a)(iii) 

Terminal Leave-when and to what extent―is admissible 8.138-A 

Lien―   

A Government employee on substantive appointment to a permanent post 

acquires a―on that post    

3.12 

A Government employee‟s―on a post in no circumstances be terminated 3.15 

The―of a Government employee shall not be terminated even with his consent   3.15 

Local Fund(s) ―  

Definition of―      2.36 

Government employees paid from―administered by Government are subject 

to these Rules     

11.1 
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Production of a medical certificate of health from a Government employee 

promoted from non-qualifying service paid from a―to a post in superior 

service under Government   

3.3, Note 1 

Treatment of previous service of a Government employee transferred to 

Government service from a―not administered by  Government  

11.3 

                                                                       M  

Maternity Leave― See Leave 

―Maternity 

Medical Committee or Board―    

Leave to Government employees reported to be unfit by―  8.18 

Medical Certificate―    

By whom―may be signed for return to duty from leave on―   8.44 

Classes of Government employees exempted from production  of―of fitness    3.3 

Competent authority may require a―of fitness from a Government employee 

granted leave for reasons of health, though  not on a―     

8.44 

Form of―for return to duty from leave on account of ill-health   8.44 

Form of―prescribed for Government employees   applying for leave on― 8.13, Note 4 

Form of―of fitness required on first appointment     3.1 

For Government employees‟―by whom signed 8.13 

General rules of procedure for obtaining leave on―    8.6-8.14 

Government employees may be required to appear  in person before― for leave 

is countersigned   

8.13(c) 

No  statement  contained in―is  evidence  of  a  claim for  leave   not otherwise 

admissible  

8.7 

Permanent unfitness of a Government employee applying for leave on―should 

be recorded in the certificate .                  

8.6 

Rules regarding―on first appointment   3.1-3.5  

Second medical opinion on the application for leave on―may be secured by 

the authority competent to sanction leave                              

8.13(b) 

Though―is produced sanction to leave is necessary 8.16 

Military Officers―     

Definition of―     2.39 

Ministerial Employee(s) ―  

Definition of the term―  2.40 

Misconduct―  

Leave not to be granted to an officer who ought to be dismissed for―       8.19 

Month―      

  Calculation of― 2.41  

Example  

  Definition of the term―      2.41 

                                                                       N  

  Next below Rule―  

  ―benefit may be given to employees on deputation   4.13 Note 4 
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   Officiate (Officiating)  

  A Government employee―in a post the pay of which has been fixed on a 

time-scale at a personal rate, should not be debarred from drawing increment 

in that time-scale   

4.15,  

Note 1 

  An―Government employee will draw the presumptive pay of the post      4.14 

  An―Government employee cannot draw enhanced pay unless he assumes 

duties or responsibilities of greater importance or of a different character      

4.13 

  Calculation of pay of a Government employee―in a post the pay of which 

has been fixed at a personal rate   

4.15 

Definition of―       2.42 

Fixation of the pay of a Government employee ―in a post the  pay of which 

has been prospectively reduced   

4.13,  

Note 8 

Fixation of the pay of a Government employee―in a post the pay of which 

is subject to increase upon passing of an examination or upon the completion 

of a certain period of service 

4.13 

Note 7 

Fixation of the pay of a Government employee appointed to hold or―in two 

or more independent posts 

 4.22 

―service in another post counts for increment in a post on which lien is held 

  

 4.9 (b) 

Pay of a Government employee appointed to―in a Government post while 

in foreign service    

10.5 

Period for which an employee treated as on duty may be allowed to draw the 

pay of any―appointment held at the time he was placed on such duty     

4.3 

Power of competent authority to fix the pay of an―Government employee at 

an amount less than that admissible under the Rules  

4.16 

Rules regarding leave earned by―service  8.133 

When a Government employee holding charge of the current  duties of a post 

is said to be―in that post                    

4.23 

                                                                   P  

Part-time Government employees―     

Leave earned by― 8.141-8.142 

Passage―    

Grant of free―to a Government employee recalled from leave out of India      8.42(a)(i) 

The Payment of a return―to India on the termination of deputation is 

conditional on the Government employee returning to India forthwith      

6.2, Note 5 

Patents―  

Rules regulating the grant of permission for taking out―by Government 

employees 

5.64 

Pay―  

A Government employee should not be transferred substantively to a post 

carrying less―  

3.17 
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Amount of―, joining time and―during joining time of a Government 

employee in foreign service to be regulated subject to restrictions imposed 

by the competent authority.  

10.4 

An officiating Government employee cannot draw enhanced―unless he 

assumed duties or responsibility of greater importance or of a different 

character         

4.4,4.4A and 

4.13 

Circumstances in which―and allowances of a Government employee 

treated as on duty can be reduced    

4.3 

Civil―admissible to civil Government employees who belong to the Army 

in India Reserve of Officers when called up for military training    

 4.3 

Date from which a Government employee ordinarily begins to draw―and 

allowances of a post  

3.19 

Date of commencement of―in case of officers recruited overseas 3.20 

  Definition of―       2.44 

Effect upon―of combination of holidays with leave and joining  time   8.27 

Fixation of―is generally within the competence of the competent  authority  4.1 

Fixation of the rate of―of an officiating Government employee at an 

amount less than that admissible under the rules  

4.15 

Fixation of―of a Government employees appointed to hold or officiate in 

two or more independent posts 

4.22 

Fixation of the―of a Government employee officiating in a post the―of 

which is subject to increase on passing an examination or upon completing a 

certain period of service  

4.13,  

Note 7 

Fixation of the―of a Government employee officiating in a post the―of 

which has been prospectively reduced   

4.13,  

Note 8 

Fixation of the―of a Government employee transferred from a higher to a 

lower grade or post  

4.11 

 Fixation of the―of a Government employee holding a post the         

maximum―of which is changed with no change in the rate of increment and 

the minimum     

                   4.6,  

                    Note 3 

―of a Government employee transferred from a higher to a lower post as a    

penalty    

                   4.11 and 4.12 

―of a Government employee deputed out of India to hold a permanent or 

quasi-permanent post    . 

                 6.3 

―of a Government employee holding charge of the current  duties of a post 

after being relieved of those of his substantive    post    

                  4.23 

―of a Government employee appointed to hold or officiate in two or more 

independent posts at one time   

                  4.24 

―of a Government employee on course of instruction or training may be 

fixed with reference to an officiating appointment held by him  

                  4.3 

―of a Government employee will cease to be paid by the foreign employer 

from the date of reversion    

                  10.19 

―of a Government employee appointed to officiate in Government post 

while on foreign service  

                 10.5 
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―In foreign service not taken into account in regulating the―of a 

Government employee appointed to officiate in a Government post while on 

foreign service    

                 10.5 

―admissible to Government employee during joining time                  9.15 

―and allowance of a Government employee deputed out of India                6.2 

―and allowances of a Government employee reinstated after suspension or 

dismissal   

               7.3 

The holder of a post of which the―is changed to be treated so as if he is 

transferred to a new post     

               4.6 

The―of a Government employee should not be increased so  as to exceed 

the pay sanctioned for the post   

                4.1 

Pay―Initial―  

Rules regarding the fixation of―of a Government employee appointed 

substantively to a post on a time-scale of pay  

                 4.4-4.6 

Pay―Personal―  

Definition of― 2.47          2.47 

―a competent authority may in certain circumstances grant―and special 

pay. 

                  4.1(2) 

―is treated as pay   2.44(b) 

―to be ordinarily reduced or to cease on the grant of increase of pay.             4.18 

Principles to be observed for the grant of―  4.1, Note 3 

Pay―Presumptive―  

An officiating Government employee will draw the―of the post or the―of 

his substantive post     

4.14 

Definition of―of a post    2.48 

Pay―Special―  

Definition of―       2.52 

Inter-dependence of and compensatory allowance not recognised     2.52, 

Explanation 

―is treated as pay    2.44 (b) 

―is not included in presumptive pay unless certain conditions are fulfilled                      2.48 

Reasons for grant of―to be recorded in sanctioning orders . 2.52, Note 1 

―to be counted towards pension with effect from 4-9-1973 in     the case of 

officials on deputation from the Punjab Government to the Central 

Government and vice versa   

10.23 Note 1 

Pay―Substantive―  

  Definition of―       2.55 

Fixation of―of a Government employee appointed substantively to a post 

on a time-scale of pay which has been reduced   

4.5 

―includes increment accrued to a Government employee on date of 

promotion to a higher scale of pay   

4.4(c),  

Note 1 
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―includes pay drawn by a probationer in a post to which he is appointed on 

probation     

2.55,  

Note 1 

Pay―Time-Scale―  

Fixation of initial pay in a post on a―    4.4-4.6 

Except as provided in sub-rule (1) of rule 4.1, all duty in a―of pay counts for 

increments in that scale 

4.9, 4.1(1) 

Pension―  
A Government employee in foreign service not to accept―or gratuity from 

the foreign employer    
10.6 

Definition of―      2.45 
Interest on overdue contribution for―while on foreign service .  10.10 
Period―  
―of deputation  10.25 
―of deputation on foreign service to bodies which are not under the direct or 

indirect control of the Punjab Government . 

10.28(3) 

Piece Work―  
A press employee paid under the―system is not entitled to any leave salary 

during his absence     

8.146 

Post (s) ―  

A Government employee holding charge of current duties of a―after being 

relieved of those of his substantive―is treated as officiating in that― 

 4.23 

Fixation of pay of a Government employee appointed to hold or officiate in 

two or more independent―at one time 

4.22 

Post(s) Permanent―   

A Government employee appointed to a―should produce medical certificate 

of health      

3.1 

Definition of―       2.46 
Post(s) Temporary―  
 Creation of―necessary for a Government employee on special duty or on 

deputation in India    

4.21, 

 Note 1 
Definition of―       2.58 
Determination of the pay of person not already in Government service 

appointed to a―   
4.20 

Principles to be followed in fixing the pay of a Government employee 

appointed to a―     
4.21 

Service in another―counts for increment in a time-scale  4.9(b) 
Transfer to foreign service of a Government employee holding a―is 

permissible      

10.3(b) 

Premature Increment(s)   ―       See      

      Increment 

Probationer(s) ―      

Definition of―     2.49 

  Leave earned by―       8.131 
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The status of a―is to be considered as having the attributes of a substantive 

status      

2.49, 

Note 1 

Pay of a Government employee appointed as a―   4.5-A 

Project Allowance―  

―admissible in a Project Area may be drawn in addition to the deputation 

allowance     

10.21(3) 

Provident Fund  

A Government employee may be required to subscribe to a― 3.18 

Public Conveyance―   

Definition of the term―     2.50 

Public Prosecutor(s) ―   

Rules regarding grant of leave and leave salary admissible to―  8.142 

Punishment and Appeals―      

Competent authority may issue rules 14.9 

                                                                      R  

Recall from Leave―  

Concessions admissible to―Government employee recalled from leave     8.42 

Government employee recalled from leave out of India to be refunded the 

cost of his passage home and to be provided with a return passage to India at 

Government expense  

 8.42 

Record of Service―  

Form of―laid down by Comptroller and Auditor-General  12.1 

―of  Government employees   12.2 to 12.4 

Reduce―(Reduction) ―  

Cases in which the pay of a Government employee can be― 4.3, 4.11 and 

4.16 

―to be noted in service books    12.2 

Removal―  

 Leave not to be granted to a Government employee whose―from service is 

the subject of enquiry      

8.19 

Rent―  

Amount of―to be charged to a Government employee not entitled to rent-

free accommodation who occupies a residence meant  for free occupation   

5.45,  

Note 2 

Assessment of―on Government residences in an area at a uniform 

percentage of emoluments   

5.30 

Calculation of standard―of Government residences   5.23 

Capital cost of a residence for the assessment of―  5.15 

Cases in which a competent authority may waive or reduce the amount of―to 

be recovered from a Government employee   

5.35, 

 Note 1 

Competent authority may waive or reduce the amount of―to be recovered on 

Government residences or grant accommodation free of―   
5.35 



239 

                                       INDEX  
  Rule 

Concession in―allowed when a portion of Government residence or of 

privately-owned buildings is set apart for visitors, police guards, etc.      

5.31 to 5.42 

Determination of the allowance in the calculation of the standard―of a 

leased residence for meeting the charges on Government. 
5.23 

Emoluments taken into account for the purpose of recovering―for residences 

supplied by Government  
5.33 

For sanitary, water-supply and electric installations to be charged  at 4
1
/2 per 

cent on capital cost for maintenance   
5.28(3) 

Government employees in receipt of compensatory allowance on   account of 

dearness of living may be assessed―in excess of 5 per cent of his 

emoluments 

5.30(ii)(3) 

Government employee to whom a residence is allotted is responsible for the 

recovery of―during the period of allotment 
5.34 

Municipal taxes payable by occupant leviable in addition to―  5.23 Note 1 
Notice of increase in―should be given to the tenant                 5.24,  Note1 
Rates of interest laid down for calculating the standard―of  residences   5.23 
Recalculation of standard―of residence  5.24 
Recovery in addition to―on buildings of additional―for furniture, tennis 

court, garden and water charges     

5.44 

Reduction of―of residences when permissible 5.35, Note 1   

5.39 and 5.41 
―for water-supply, sanitary and electric installations to be charged in 

addition to the―of building    
5.22 

―chargeable from the date of occupation in the case of buildings occupied 

prior to the closing of the accounts 
5.25 

―to be charged in the case of a Government employee supplied with a 

residence of a higher class    

5.31 

―to be charged in the case of sub-letting of an allotted residence       5.50 
―to be recovered from the temporary tenant not to be less than 

2
/3

rd
 of 

standard―      

5.50,  

Note 2 
―to be recovered monthly in arrears for the period of allotment.   5.34 
Repairs necessitated by calamities not included in calculation of―of 

residential buildings      

5.27 

Responsibility for―in the case of making or taking over charge of office 

where the occupation of the residence is a condition of the tenure      

5.49 

 Rules regarding the recovery of―for residences supplied by Government     5.29-5.34 
Rent-free Quarters―  
Competent authority may grant―to any Government employee or class of 

Government employees   
5.35 (a) 

Certain Government employees of the Forest Department not entitled to―are 

permitted to occupy quarters meant for free occupation on payment of rent     

5.45, Note 3 

Grant of the concession of ―to Government employees in various  

departments  

5.35, Note 3 
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―does not carry with if free supply of water and electric energy     5.36 
When a Government employee is supplied―the exemption for the payment 

of rent should be considered as complete  
5.36 

When a building which is ordinarily to be occupied by a Government 

employee entitled to―is occupied by a Government employee not entitled 

to―the latter shall be charged rent in accordance with the rules    

5.45,  

Note 2 

Repairs―  
Classification of―to residential buildings as ordinary and special       5.27 
Percentage of cost to be assessed for ordinary and special―of residential 

buildings   

5.28 

Rent for sanitary, water-supply, and electric installations to be charged at 4
1
/2 

per cent on capital cost for maintenance and― 

5.28(3) 

 ―necessitated by calamities not included in calculation of rent of residential 

buildings   

5.27(i) 

 ―to residential buildings leased by Government, charges on maintenance 

and―how to be dealt with for calculating the standard rent   

5.23 

―Shall not include any charges on account of Establishment and Tools and 

Plant except up to the extent allowed  

5.23, Note 3 

Where office accommodation is provided in an officer‟s residence, cost 

of―to remainder to be separately estimated  
5.39 

Residence(s) ―  
                      Accommodation  for  reception  of  visitors  and  quarters  for  police  guard 

attached to  a―supplied  to  an official  not  to  be  taken  into  account for 

calculating standard rent                   

5.40 

All powers exercised by certain offices of the Public Works Department 

over―under their control are also exercised by officers of the Forest 

Department over―under the control of  the latter       

 5.52 

Classes of Government buildings intended for occupation as―  5.45 
                      Concessions admissible to officers hiring directly privately-owned  buildings 

when  they provide suitable accommodation for visitor or for police guard 
5.42 

Constant changes in the accommodation to be set apart for visitors in a―are 

depreciated on principle    
5.43 

Determination of the period of allotment of―occupied by Government 

employees      
5.48 

Government employees, whom a―is allotted are responsible for the recovery 

of the rent     
5.34 

How to calculate the value of the―and of the site when the present value of 

both is unknown    

5.17 

Period of allotment of a―occupied by Government employees  5.48(a) 
Re-calculation of the standard rent of―on account of minor additions and 

alterations    

5.24 

Recovery of full standard rent from a Government employee with a―of a 

higher class    
 5.31 
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Recovery of rent from Government employee supplied with―in more than 

one station or who occupy―for a part of the year only    
5.32 

                      Reduction of rents of―when permissible .   5.35, Note 1           

 5.38 and 5.41 
Renewals of portions of a―damaged by calamities, how dealt with                                  5.20 
Repairs necessitated by calamities not taken into account as a basis for the 

revision of the rent of ― 

5.27(i) 

Rules regarding recovery of additional rent for furniture, tennis  court, garden 

and water charges provided in a―   

5.44 

Rules regarding the provision of and recovery of rent  5.13-5.52 
What action is required when a Government―is vacated during a 12 months‟ 

tenancy   

5.49 

When a Government employee is not considered in occupation  of a―   5.47 
When a―constructed for the incumbent of a particular post may be let to a 

Government employee who does not hold that post and subject to what 

conditions    

5.50 Note 2 

Where office accommodation is provided in an officer‟s―capital cost and 

repairs of remainder to be separately estimated .  
5.39 

Retirement  
Applicability of Foreign Service Rules to Government employees      

accepting foreign employment while on leave preparatory to― 

10.5 

Grant of leave encashment  to a Government employee after the date of his―    8.21 
Rules regarding―     3.26, 3.27 
Terms granted to officer on appointment in civil department during leave 

preparatory to― 

8.41 

Return to Duty―  
A Government employee on leave granted on account of ill-health though 

technically leave on medical certificate may be required to produce a medical 

certificate of fitness before reporting his― 

8.44 

A Government employee must report his―from leave 8.45 
Government employees must await orders of posting on―from leave    8.46 
Government employee suffering from tuberculosis may be allowed  to―on 

the basis of fitness certificate which recommends light   work for him 

8.44,  

Note  
Procedure to be followed for the grant of leave to a Government employee 

who is unlikely to be fit to―    

8.18 

Revaluation of residences―  
―may be authorised of all residence of a specified class or within a specified 

area 
5.18 

Reward(s)  
Circumstances in which a Government employee is eligible to Receive 

a―without special permission    

5.63 

Route(s)  
By which joining time is calculated     9.7 
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 Rules  

Classes of Government employees to whom  Punjab Civil Services―apply      1.2 
Classes of Government employees to whom the Punjab Civil Services ―do 

not apply      
1.4 

In cases of doubt, authority competent to decide whether the `Punjab Civil 

Services―apply to any person or not   

1.5 

Nothing in the Punjab Civil Services―shall operate to deprive any person of 

any right to which he is entitled under any law     

1.6 

―under which pay, travelling allowance and pension of a Government 

employee shall be regulated 

1.7 

            S  

   Section writer(s)―  

A―paid under the piece work system is not entitled to any leave Salary 

during his absence   

8.146 

Service(s) ―  

A Government employee on leave is not permitted to take any―or accept any 

employment without obtaining previous sanction     

8.41 

A Government employee discharged from public―, if re-employed may 

count his previous―for leave   

8.2 

 Circumstances under which the previous―of a Government employee 

reinstated after dismissal or removal may count for  Leave     
8.2(b) 

Condition on which―counts for increment in a time-scale 4.9 
Previous―in a local fund not administered by Government of a person 

transferred to Government services does not count as duty    

11.3 

Rules regarding leave earned by temporary and officiating―         8.133 and 

8.136 
Rules regarding leave earned by part time―or remunerated wholly or partly 

by fees  

8.141 

Service Book(s)―  

A record of allocation of leave necessary to be kept in―of a Government 

employee transferred to another Government  

12.2 

Custody of―    12.2(4) 
Entries in―to be made and attested regularly                                  12.2(1) 
Government employee responsible for proper maintenance of his―   12.3 
Government employees who are and who are not required to  keep―  12.1 
Periods of suspensions, leave, etc., to be entered in―and attested   12.2(1) 
―of a Government employee transferred to foreign service to be sent to the 

Head of Department or Office     

12.4(2) 

Service Roll(s)―   

Cases in which―are kept     12.1 
Particulars to be entered in―     12.2 
Checking and attestation of entries in―    12.2 
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Special Duty―  

A temporary post to be created for the performance of―  4.21, Note 1 
                        ―not recognised under the Civil Services Rules  4.21, Note 1 
S Special Pay― See 

Pay―Special 

Specialist Service (s)―  
―consist of 14.6 
Sphere of Duty―  

A Government employee is not treated as on duty during any time he may 

spend beyond his―except under certain circumstances  

Paragraph II 

of Schedule 

to 

Chapter 11 
Definition of― 2.53 

Standard Rent―  
Accommodation for visitors and Police guard provided in a  residence 

supplied to an officer not to be taken into account  for calculating―  

5.40 

Calculating of―   5.23 
Cost of Electric meters when supplied by Government not to be taken into 

account in calculating―  

5.22,  

Note 2 
Circumstances under which―of a residence can be recalculated on account of 

minor additions and alteration    

5.24 

 Expenditure on compound walls, fences, gates, roads and culverts within a 

compound to be included in the capital cost for assessment of―                                                                                
5.16 (ii) 

Full―to be charged from a Government employee provided with  a residence 

of a higher class     
5.31 

Rates of interest laid down for the calculation of―   5.23 
Recalculation of―of a residence      5.24 
Student―  
Date from which―entitled to be appointed to Government   service on passing 

through a course of training is considered   as on duty     

Paragraph 

I(iv) of 

Schedule to 

Chapter II 

Study Leave―  

―may be granted on such terms as the competent authority may prescribe      8.126 
―not to be debited against the leave account                8.126 
Subsistence Grant―  
Amount of―admissible to Government employees    7.2 
Circumstances in which―may be made    7.2 
Definition of―                                                                                                2.54 
 Government employees under suspension are entitled to― 7.2 (b) 
Substantive Appointment―  
A Government employee on―to a permanent post acquires a lien on that post   3.12 
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Rules for the fixation of the pay on―to a post    4.4 
Sunday(s)  

                        ―can be prefixed or affixed to leave  8.26 
S Suspension―  

                      A Government employee under―is entitled to a subsistence  grant    7.2  
                      Leave may not be granted to Government employee under―   7.4 
                      Mounted Police Officers placed under―cease to draw horse, pony or camel 

allowance  
7.2,  

Note 1 
                      Mounted Police Officers on reinstatement are not entitled conveyance 

allowance for the period of―  

7.3-B,  

Note 1 
      Pay and allowances of a Government employee re-instated after―  

dismissal or compulsory retirement  

7.3 

                   Rule 7.4 does not debar the conversion of the period of―into one of leave      7.3, Note 2 
                        ―to be noted in the service book    12.2 

Treatment as duty of the period a Government employee was under―when 

subsequently re-instated  

7.3(3) & 

 7.3-B (4) 
T Tenure Posts―   

  Definition of―        2.59 
Time Scale(s)―  
Circumstances under which two―of pay are said to be identical    2.60 (b) 

Circumstances under which a post is said to be on the same―as another     2.60(c) 
Definition of the term―      2.60 
Fixation of initial pay in a post on a―of  pay   4.4-4.6 
Training―  
A Government employee following out a duly authorised course of―is 

treated as on duty  
Paragraph 

1(i) of 

Schedule to       

 Chapter II 
Acting promotion authorised in the place of Government employees 

following a duly authorised course of―or instruction 
4.17, Note 

Joining time admissible to a Government employee before and after the 

period of―    

  9.1. Note 3 

Leave to be granted to teachers undergoing―   Schedule to     

 Chapter II 
Time spent in course of instruction or―may be treated as duty.   Schedule to     

 Chapter II 
When teachers not to be treated on duty while under―   Schedule to         

 Chapter II       

 Exception 

Transfer(s) ―  

A Government employee shall not be transferred from a post carrying higher 

pay to a post on less pay except in certain  circumstances      
3.17 (a) 
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Calculation of joining time to a Government employee on―to a new post 

involving change of station   
9.5 

Cases in which a relieving Government employee may draw the ordinary pay 

and allowances of his new post before―is complete 
9.16 

Definition of the term―    2.61 
Drawal of compensatory allowances during temporary―   5.3 
Drawal of house-rent allowance during temporary―     5.5 
Government employee on―during a vacation may take joining time at the 

end of Vacation    
9.3 

Joining time to a Government employee on―to a new post not involving 

change of station      

9.6 

No  extra pay can be drawn by a relieving Government employee  until the― 

of the whole charge is complete   

9.16 

Particulars to be entered in the service book of a Government employee 

on―to foreign service    

12.4 

Pay and allowances, how to be dealt with when―of charge  takes several days                          9.16-9.17 
Rules regarding ―of charge by Government employee .  3.22-3.24 
Definition of temporary―   5.2(b) 
When Government employee on temporary―may draw house-rent allowance   5.5 
When―involves taking over of moneys combination of holidays with leave 

and joining time requires special sanction 

3.23, 3.24, 

8.28 
When medical certificate of fitness required on―to another office 3.5 
Transit― 
Joining time of a Government employee appointed to a new post while 

in―from one post to another  
9.11 

Joining time of a Government employee taking leave while in―from one post 

to another is included in his leave   
9.4 

Travelling Allowance―  
Definition of the term―   2.62 
―admissible for a journey performed by a Government employee recalled 

from leave in India  
8.42 

―is included in the term compensatory allowance   2.13 
―to be regulated by the rules in force at the time journey is performed     1.7 
Tuition Fees―  
Amount of―how calculated in applying powers of sanction . 5.60 

                                                      U  
Unfit to return to Duty―  
Grant of leave to Government employee reported to be ― 8.18 
Medical officers should not recommend leave on medical certificate for a 

Government employee likely to be― 

8.6 

Maximum amount of leave that can be specially granted to a Government 

employee found   ― 

8.18(c) 

When leave may be granted to a Government employee likely to be―      8.18 
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  Rule 

                                              V 

Vacation(s) ―  

A Government employee transferred during―may be permitted to take 

joining time at the end of―   
 9.3 

Competent authority may prescribe the conditions under which a Government 

employee may be considered to have availed himself of a―    
8.59 

Conditions under which District & Sessions Judges may prefix or affix―to 

leave   

8.32 

Joining time admissible when―is combined with leave   9.3 
Rules regarding prefixing or affixing of―to leave by Government employees 

in Vacation Department   

8.29-8.32 

When―is treated as leave     8.59 
When―is combined with leave the rule that both the relieving and relieved 

Government employees should be present to make over charge of office is not 

enforced   

8.30-8.31 

When―is treated as leave in the case of District and Sessions  Judges     8.32 

Vacation Department― 

Competent authority may decide who serves in―  8.59 

Vaccination―  

Every Government employee shall get himself vaccinated or revaccinated 

when so required by general or special orders 
3.9 

Woman―  

A―Government employee may be granted adoption leave 8.128-A 

A―Government employee  may be granted Child Care Leave  8.128-B 
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I) DIII \F 'T CONSI-ITUTION AND BYE I*P'WS OF HIGHER EDUCATION INSTITUTE SOC': IETY

PUN,'AB GOVERNMENT

Hlgher Education Instituto socioty (name of the colleoe/-!o9!!u!d (HEls'gg of the colleqe/ lnstitutrN '

|n the matter of Society Registrat ion Act,  XX| of 1860 being an act for the regrstrat ion.of Li teratV'

Scientific and Charitable Societies

Arrd

t. the marter of Higher Education Institute society (name of the colleoe./-Lnstitutql (HEis- name of t'tT'

eolleqe/-.hFltlUte) (hereinaiier referred to 
"t 

tn" Society)iertaining to Rulss and Regulations of Society for tlte

execution, inrptemeniaiion 
"i"or..tion 

in tntormation &'iomnruniiation Tochnology (lcr) and ils relatod arcas

;';G;;t Loucation Institutes in the State of Punjab'

MEMO RAN D IJ M OF ASSOC'A T'ON

v

v

1.  Prcanrb le

l l r r :  prrrrrary. tr ;or; t ivr :  of  thc Hrgher Educat ion Instr tute society (name.of- t l rQ-Qpl lccle/ lnst i tutc) is t t t

ostar)risrl, rrilrl i:rao, ol)orilt(), r' i: intri ' ,rn.i '"r'turi i lro rrnpartirrg or ociu&ii-, tr' 'rirrnr'tir'rn & comntunir;;tti.tt

Tecr in.rogy (rcr)  ancr i ts rerated.kncwtedgJ"a_*u.- in i l re ' .coi leie/  inst i tute w' i th a. ainr to dcvcr lop tocl i i t i t ; i t l

workfo,ce in these area. Trie entire requiiite rT infrast'ucture i"n the cottege/ institute wou'J be established'

rnanilflccl ancl rtrn oy itt" so"*ty on a self-sustaining revenue model'

The Higher Education lnstitute_ soclety ls a colloge/ Instltute lovel trotly tlrat woultJ wotk utt(lor ttttr

overal umbrela rru.lJuoil-J Punjab Higher Education Society (Pl{ES)'

It is corrsi<Jorccl ox'odlont to prouidu th, soci"tv 
" 

lega|entiJY by getting it registcred under ThP

Societies Registratirrn Acm . ,-^*^ ^r il1.\
< 't 1r;titute socicty (name E[-![q
Name: The name oi the society shall be Higher Education lr

e,rfi"oi,L f-1'rlUgl pre rs- na'trasf trre-sjt"eE lniltlule)' Societv for short'

(rl) offico: Ttrc Registcre{pffico of the Society sha|| bd at addross of the col|egelE@.

2. (rr) Doflnltlons: lrl 
' ihis Momorand'.tm and $olRules maoe tttsre under unless the contcxt'

ot l tenryise requires:-

i l '  . , . I l t r l  ,Ar;1, l l loanl;  tho Soc|ot |os Rog|strat |on Act, '1860.

t tppl lor l  to t t ro Sinto of Ptt t r i l l l l  or nny statutory modlf icnt lon
(Punlab Amsndmont Act, 1957) as
thoroof lor tlto tlnu bolngl In lorco "

l r  " [ ] ' i t ta . f  G<:vcrnors" shal l  moan tho body whlch ls const l tutod as

l l rc Sit l<; i r l ly" t ry t t rc Govornntont '

o,  l l rc  "c l r i r i r [ )orsol l "  t i l tn l l  t t to i r t l  t l to  "c l ta l r l l t l rgot t "  of  l l t t t  l l< lnr t l  t l f  ( iovt t r r tors

r l  | |  : i l r ; r l l  l l l o i l l l :  l t t l r l rmn t l t l t t  l ' o c l t r t o l ogy '

c  M t t t t t l l t l t l l l o i l l l s :

tlro "Uoar<J of Govcrtt<ltr; of

I

i i

I lro ox-cllf icio nlonll: '()r$ as por tho constitutlcln ctf tlte {io0l(tly ('r

lirrr:lr Pplic,rt(:i) wlr6 rnay trr:l ncCOptOrl In- lttlrtrO as lr4ombors of tlto Socioly t'ttt sttt;tt

l t l r t l t s i | t t : I co l t t j i | | o t t s r r s |a |dc | t lwnby I l t t t lS t t t ' t t t | r l | ( ) ov t t r t t t l t g ,

t i r r r : l r  l )orr ; r r r r ( r ; ) ,  i r rs t i t r t t ions,  organisat ions '  so<; iot i t t t ; ,  cor l rotatc t todics wl lo  t t ; l ry  l r t :

t r r : t ; t , t ) l ( ' ( l  i i l  l t t t l l l t l  t t t l  l l t r l  O 0 - t t p l t t r l  M t t t t t l l t t t l i  ( ) l  l l r 0  l l o l r t t l  t t l  ( l r t v t t t t t o t t i  ( t t t : ' t t r : l l  l | l t t t t : '

; r r r t l  c t l t r t l i t i o t t s  t t l ;  l t t k l  r ' l o w t t  l l y  t l  t u  l l o i r t t l  t t l  ( i t t v t l t t t t t t  t i



.L

Education Institute SocietY'
Presidont shall bo the Member Secrotary'

g. "Ctrief Exocutivo Officer" rnoans Chief Exocutive Ollicer of

SocietY.

"r'rrt, suciety" moans tho Hishor Education.ln:llYl:. .:,",:]:ty.,*#liil{,;1f;|:;';""llegc-l.!ns!!tl!e)It 
;|ffil fill #;"' stvlo and mannor oi riirs-t'r:erue el ltrQ c-allrrurtl lrrstrttrt')

;;;; ;;;";;;t" sha, mean the Govornmenr of punjatr in *ro Dopartrrro.r r'rf tislrrrr

[: thrt; t t t i t l t t  or l t t  any otl tor way lt  le known ae'

"rr oxltorru" urtarr rnonn s cpoclclr0t f'91-ll,- i::'l :,t-")1:[*'"ll:::ill[l'J illili]iii;il1;: J",'ilH[:;i Ji' t,' :iilidr iii: yi'[I i

"Member Secretary" means Member Secretary

oollege/ Instltutlon.

d, 
'l 'o ostablleh, upgrado, manago' opcrato'

,,,,rr,ui,, for uoo by"etudonte' faculty and staff'

of the Board of Govornors of tlru t' l ighor

as per the recommenctations of Prirrcipal/

t t rc  Hig l ror  L: ' t l t tc i t t ior r  l r rs l i t t l lo

10 yeqlg

rnslnttlln ttltd control tlro lT infrnstrttctttro in tlrs

t l r c  t lo l i t r t td  p t l l i c i t l t r  t l t r r l  l t l t t l l t t t t l t t t tu
(' lo errtnttro nncl mnintnln the quellty 91q,:gl':.f 

iort 'rs l){)r

,;;'d;; ;;;;il;t Hlslrtrr Educutlort soclotv (l'llLli)'

3

il,,i',' ;;i.,ilviio,' u i'ui'tuntlon/ elaotr0nl06/ Ill1s?ti:il:l
-i 

n,,t rrr,,l,ryy/ ttutttnrutticetlorr/ elaotronl06/ mHnHgernerll t 'r (rrrrr'r rersrvt'

of oxPoriltnc

" , " . , ; ; , ; ; ,  n t r r t ra l , , r r rnrn, ,ur ra*  r r reerr  wn* kr* rwrr ,  t r ro t r rgr r l r r rnr r ,  r r r r , , r r , r r r ,  rn , 'w"1 '11 ' r  r t r l t t t ln t l

t ,orrr(,.r i  l l rxn l lr '  oouinrbrrul i lold r luly ro0orrtrrro.t l l l l l  l ly l l r tr bl l t l '  , t l t t t i t t l tr l t t t l l t t t t '

3. Obloctlvor and functlonr of the Soclety:

ir.  To ostatlr ish, manago, oporate, marntarn strd, c,.t lor trro'vrrrr* r iyut 'rrr ror r l ' l iv,ry ol

t r t l ucu | i o t t | r r |CTandknow|odg" ' , " t o ' a t t h t l co | | o1 ; t r / i t t s t i t t t l t l | t l vo l '

rr. ro rtJorrirry urrd rocor'rrr'rrd 'ro now cour0$n wltich cnn 'o inrrorrrrcocJ in tho co'o1yt:/ lrrstituto or

cfrangos/ modlficatione In the oxlstlng courses'

c. To workout and improment the action pran for,tho inrprr:rrrc.tatiu'rur,u1::rtiorr irr rrrrurrrr,ti<lrr &

corrrnru.lca*o, Toclrrrol'gv rrcll li 'gnirrru.,r gurvrri,ra ili:ES), Bttsinoso Proeess orttsourcin'

(Bpo), Knowtodso procsse d;il;Jd (KPO) .#"t;i;i;i krtowlorJgo sostttotrta irr tlto

v

- ^:;:ilo:;;ff;ffi tiu ru., rhai courd bo crrarge<l tr,rrr rl* stutJ'trts l't rlrtr '1r1rr,vitl

/v'/ //,rt ilru .,,,,,ip,lii,i,in,rif,rrrff, snO concerned departmenls/ organizatit.rtrs'
I I  

l l ' l t l ( t l l l . r ' r r r \ r r . '  F " v  v  
, ,  - . r , - . -  . . r  r , , . ^ . . r . , r  r r d i . r r  I I  i { r l l v l ( ; t t t r  t t t o v l t l 0 t l  t r y  t l t t t

ilil ffi;;;;';,"coduros 1",.!9i"'I'-1!::l lJ';,3'"::i:lf':,il","J"1il";j;lllii"l[ll]lc
/

#"eJ[':::','""1#$3lT:"H: l"t *"i"j*:n"l li;::5ilJl,i"i"":XJ;i][?i.'j.?:jl
l:i::X,ffU::i;"fJiiJli Jf i*Xo*r;;;;iines ro keep ietaired acoount or the reos

colloctocJ from tho studonts'

To corect the fees from the students for usage of r-r infrastructlre on beharf of purrjatl f rigtror

Frtucerrion socioty tpH;s), Department 
"ll i i lg; 

Educatron-ano t lisue receipts on behalf of

*r, I)rrrriarr llrglror L'j,iJ"ti"i'' sofroty (pr.rEs) arrd c.nc0^'tr o.llarrrnonts 'r*J collogo/

', ']:ffi 

roconciriation or bank accounts botwson ar.stakolrordors incrucJing ttrc c,n-corno.d

\ ./ deparrrnonts, ino ifn"n"tat lnctltutlfr;"ilr-uotf"i' tntr iri" ptirrltrb ltighor Educ.lion Sociuty

V (PHES).

j , l . ( ) t r uy ,so | | , | o tonh | ro ' | eaSo . t rade . impor " t ' oxpo r t , repa i ro ro the rw isedea |w i th |T resources ,
servicos & support on turnkoy u.ii'rriJ nuid*uru, sottwaro, conrr.ctivrty, 'otworking' trarntn''

statiorrery, consumabros otc. r"!r"oing 
-oferationar 

&'-managcrial manpowor' hiring ol

profossionats, consultancy s3rv1c9s ov tiro*lng tn.e procloure prescriued-'To ensuro the otlter

rrrrrastrt.rcturo roqurrornorrts rncrudilri'rito protr-"ratiorr 'rict tinrrily availability of lhe necossary

rosotltcos for tlttl'various actlvltlos undor tlto pro'loct'

k. To t i ir ison with rho associatsd lr companies for tho sturly, c!cvolop ancl i tnplcrnorrt t l lc courscs

based on latest tocltnologles and ssrvicos

l. To enter into collaborations, partnerships, agreements and contracts w-ith Incliarr or foreigtt

irr.ivir'rnls, companios o,. org,n'tutio* io' u'l'btishmeit-of it Rutource Centers in the college

/  lnst i tu te.



3

J

Y

ilr. To ontor into 8ny g0roomsnt wlth any GovofnTunl o^l:tltor butlloritloti ()f urry corl)orutlons/

companies, or persons wlrlch may sie'm conoucive to th; socioty's objocts or orly ol tlrom and

to obtaln from any such Governranirrir,tiiLt, "otpo.t"lions' 
companies' sociotios or persons

any contracts, rlghts, prlvllogea rni'Jon.ut.ion'e wfif"h,tiro sbcfoty rnuy tlrlnk dosirntrlo ancl to

carry out, 
"""i"iJ" "ni "olllity 

wlth any iuch contracts rlghts' privilogos and concosslons'

n 'To roc ru l t anddop loy thoopora t i ona |andmanagor ia | s ta f fando the rhumanresources ,pu re |y
on a setf sustaining and contracr'i"ilr, ioi ofieratlon,'tnlit't"nunce an<l running of tho lT

Rssource centros as per tne requrreirenu'no'*" fixed by the Society from time to tims'

o. r". tuk. n, 'utr*crty n.roosuros and campaigning th,rough media like TV, radio' nowspaper'

cr.r.tor,rrous, uo*rhruru, public,"g.ffi;;;'ffiiors-lrrrcl 1'uIt,u* ,tt; l't t:rttt'ttlttl; 'wttttttttt$s obOUt

the programmes for the benefit of the students'

p .Toostabl lshandlmplemontagystemgfroeu]1d-"91?i rov iewandmoni tor ingmechanismfor
constantly evaluating the progress]p"'to*lnte'.consisioncy orrct quality of lT oducatlon at the

coilege/ institute level with ,"rp"ri6 th" agreed quaritv-in i'olicy guidelines of Punjab Higher

Education SocietY (PHES)'

q . , T o m a k e a l | o t h e r e x p e n d i t u r e s l n c o n n e c t i o n w i t h p r o v i < l i n g | T E < l u c a t i o n t h r o u g h t h e | T
,/ Resource centre ar rhe correge) ;;iiiri; incruoing''Jai;;i"l, connectivitv costs' cost of

1 / maintenanc;;;J consumabler,-"ori'oi ufgradation ;t 
"qtp*iti-otn"t 

faiitities to students

v etc.

r . T o w o r k o u t a n d i m p | e m e n t i n t h e c o l l e g e / ' i n s t i t u t i o n o n a s e | f s u s t a i n i n g , . r e v e n u e m o d e | i n
collsborailon with tho privato ,u.i"r,"rleos or o[''"t-innovative metnods as per the

requirements of the specific areas'

S . T o | e n d o r d e p o s i t m o n e y s b e | o n g l n g t 3 . " ^ : " i t 1 , 1 ' o d . t o o r a t t | r o d i s p o s a | o f t l t c l S o o i e t y o r
frunclt|tiooa snd othor hov|ng ooaiineiw|t| th?j::':y^*ih or witnout security, upon such terms

asmaybethoughtpropgrTdl ; i l iq l t "9t l ' - -9 '1" ' 'un."o|cot t t ractglrvsuclrpor8onsor
company provld6d that the sgqetv-en9ll not carry on uanling business as,dofined in Banking

companies Regulation Rct tg+6.',ro borrow ano raiJJ'mfn"ey witn or.without securlty or to

receive money and deposrt on ,i[i"-rioi'otn"*rr. in'rri'n 
''nu.ner 

as tho society may deem

fit ' 
r^'Ark 11 rge' lease' mortgage' turn to acoount'

, 
:3,H31"::'"1il:ff,3: .::i'1,,fl"]i'31'"l}"J;1"-tj$""perty rishts "no-.o'iil'sione 

or tne

soctety. ro ret our on htrs-alt .l;!; iii,i riopttti.t ;ii;;-s;ieiv includins everv description

oF appbratus appliances of the Society'

u. To create any deprec|ation fund' reserve fund, 's|nking 
|und, insu-r-anco],:.J u' urty opecia| or

other fund whether for deprectaib;;;'f;; 'opairlng' lm"proving' oxtending- -or 
maintaining any oI

tho rrrorrertios of the socioty .nI to trrnrfei any 'utn"i*J 6t putt thereof to any of the other

funds herein montloned' 
'

v . T o d o a l l s u c h o t l t g r | a w f u | - t h | n g e a s m a y b o n o c o s s n r y , i r r c i c l o n t a l o r c o r t d u c i v o t o t h o
attalnrnont of tho abovo oblocle'

4. Fundlng of Socletlee roaourcos' operatlons and management:

a.Theoxpendi tureonlTresources,operat ionsand.managementof theSocietywou|dbofunded
ntalnly utio-ug; irlo iuou and other Incomo of socloty'

b . T h e s o c i o t y m a y a p p r o a c h G o v e r n m e n t o f . l n d i a , G o v o r n r n o n t o f . ^ P u n i a b , a n y f i n a n c i a |
insiitu'ons or sourcos for funding tho prolect O"p"nOi'i-uporr tfrc policy a[ that tirno and tho

proioct structuring/ roquiromont

c, sourcec of lncomo of the socrety: Tho socioty wilr faciritato/ Llxacuto/ im'r,r.crrr crducation irr

knowrodge 'ocror on beharf oi'p,iniru Higner 
'etucaliln'!1,,u,'v (PHES' and Departmont of

Htgher et"u.-"lioi'rr"-sao on the avallabltlty of tho funds.

gopera t |onaandManagemen t (o&M)o f the3gc |e tv :TheSoc ie tyw i l l . l t t l t havoaporma l ton t
/ staff of its own. Any roqulreo'oiirJ'tin6, .otinirtrrtiui, tutrtni"or ond oth"t manpower may be

v deployed on Job work, contra.iti out*urclng basls. iny Lr1,u',.tituro on ''an[)owor would br'r

met by tnu Sti"itty out of the availablo funds'
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ll:Tl::ffffi:',..;torn:i,,*tl:'#:J','.T'3;:i,',i*"Jl;lii::i':i:-,:ilHffi'SiThe names, dosignations urrd uddro*? oj.tI" Drosont rrrurrrr' 'u'" ""'[;;i;;rtsd i,rs requ.lrod urrtJtlt

cuvurnor$, ro whorn il ffi^:,FiT:li:ltH,"|tili3liliiiffl'lluio1..,,,,,twitrrr)urtiab Arnoncrr
i:i3lill,:l'l:, :ltrylilii if il,,lir ii l,,.. i - nl r r; u rtiab Ant on cr ffr en t Act

Prosont Board of Govort tors:

Sect the
f l  s l rul l  l :o trs t t t tdor:

ptrri.s--iEFr I h o con s lllul io tr

Deslgnat ion

Ex-officio Msmbors

Prirrc i t r i r l  /  Prosidtr t t t

Head tll Scionos Dopartrtront or lT

Department or arly ltlcturor

il,i;;;i"; tv tho b overrr i 19.-c.3Y19t!

Addrsss

ArJdross ol tlto ctll lollo/

institut0

A,J.l,u*,r ol tl rtl t:oll${Jo/

institutt:

n-,tittunn of tltu r:ollogo/

lnst i tut t :

Ioo*tt of the college/
lnstltute

t '"t"n ttoirJ'

Presidont of Alumini

o^" iupi"ot*aiiue ot local,NGo co'

"'pilo 
il, dqgrnlgc"*lt

;"y G_t,"" noqtnato!,!1 [t1
;' J', "";i;r,h 

; Q o-u-?Iyg 9ou Tr!
NominateLMembers*

o^" ii *P*t io lro nornlnatod bY

;h; i;;ffient in the. DePartment
oi-tniormation TechnologY

On" 
"ffit''tEO"utronlst 

to be

rrLrrrrhrstud bY tlro sgglql*---

Co-oPtod Momborc
'r ich the Board

Arry othor membgr,wt.-  ̂ ^  Anl
;; il;";;,;,s docidoslo co-oPt

Rol l  la rKg

CtratrPoreon/
cEo
Vi t ; t t
C l t i l i rPorso t t

M o t t t l t o r

Member

Mombor

Mombor
$ocrotarY

Member

Momber

Co"<lllltt<1
Mombors

I'lro Board of Govornors ls nuthori:9i.-]li frams rulos' urrrl tugulullont

of the Society uasg-j'o. it.i. M"*oru.,''.t,t',iii Asoociatitlrl .su|rject 
to

Educatlon sooloty t"ittUl l't'irti' nup"ttntont of Highor Edur;attotr'

Iu t
thr.t
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RULES

OF

Hiorrer Education rnstitute society (name of the coiloqe/ rnsfltute) (HErs- rrarrre of ilre coiloqo/ rns!!g!g.)

Rogrstorod of'co: i':.1^i:itl:f::-1.1'::;',i::,"?'ii:I.:'::l Ji',1J'IilHJ'l"lilllyl 
o! correo0i

illiffi?"!"llirirl';;nl;;J;;;;fi"" ; 6 be rocated at adciress or trre corrcqe/ institutq

Slrort  t i t lo ancl  commoncomont

1 . I ltis s<-rciety ttray bc callctj ttro Higher Education Instituto socicty (11r11rt1 lr!'-!ltq-Q-"t{!qtt9/"-ln$lilu"tg)

? D o f i n i t i o n s : l n t h i s M e m o r a n d u m a n d t h e R u l e s m a d e t h e r e u n d e r u n l e s s t h e c o n t e x t o t h e r w l s e
l  o ( l t l l l  ( , : i .

( a ) , , T l r e . A c t , m e a n s t h e S o c i e t i e s R e g i s t r a t i o n A c t ' . . 1 8 6 0 ' ( P u r r j a b A t t l e t r < J m e r t l A o t , 1 9 5 7 ) a s
ir ' ' l r .d lo .rc St i r tc of puniab o|.  

"ni l tut ,r toiy 
moct i t icat iort  t l rcrcol  for the t ime being in force'"

( b ) . , B o a r d o f G o v e r n o r s . . s h a | | m e a n t h e b o d y w h i c l r i s c o n s t i t u t c d a t s t l t c ' . B o a r c l o { G o v o r n o r s o f
the SocietY" bY the Government '

( c ) " l l l c , . C | r a i r p o r s o r t , , s l t a l l m o a n t h o " C h a i r p o r s o n . . o f l h e B o a r d o f G o v e r n o r s .

(d) "Committee" means the Executive Committee of the society'

(c) ll- slttrll moan: lrrformation Technology'

2 .

v

( l  )  M c t t t D e r  r t l e a l l s

i. The ex-officio members as per the constitution of the soclety

i i . s u c h P e r s o n ( s ) w h o m a y b e . a c c e P t e d i n f u t u r e a s - l v | e m b e r s o f t h e s o c i o t y o n s u c h t e r m s
and conditioni as laid down by the Board of Governors'

ii i. Such Person(s)' institutions, organisations, societie-s, corporate bodies who may be

accepted in future as the 
"o-offi"ii!il;;t 

ot-tnu Board'of Governors on such torms

and conditioni as laid down by the Board of Governors'

( g ) " M u n r l t o r S o c r o t n r y " m s a n s , - Y : T b : l $ e c r e t a r y o f t h e B o a r d o f G o v e r n o r s o f t h e l t i g h e r
Education Insilture societv q'gt" 9! lfi.9f',!?C'i,'i*"*:] s;;,"t"r,.-- 

sB por tne
Lduca l |on |n5 t | tU t t '9vv |9 l ' f f iMomtrc rSocro tary .
rocommtlrtdiltlolls of t'rlnelpal/ Prosldon

(|l) ,.CIriuI lixucutiv0 o|{icor., moans Chlcrf Exocrrtivo officor r:f t|ro tlighor Ec|ucation Instituto

;,1ffi;'iil', ff il'- lffi il'u ;ffi ;"i' ri i r s - r:, *; ar r he ep r r q'slns!!u!e)

0) J:' ;;",;,;;;""".:!i| Li": J::,^,:","."rntnent 
or Puniab in the Department or Hisher

f ' r l r rcat ion or i r r  any other way i t  ts known as'

"rr experts" sha' mean speci'li:l ':"']:.1':, '::'"1,:i'""'l';;::'';, t"'i'}'ni]i;ll} l;ill'illlii''*' :J,,,:il;::;,:'ii T,::i'":r"'flfi 'i::;i'il1"[+*"1*1':,i"J:.;:il1,;il:'' H?'il*1:;?]l'il:Hii :: J:,,:l::ff il! qli;i :l r'il;: ir"* :i :* ;, ::llr [l; ti ill *l3 Jl Ji fi l ;1-ct;ltnolog;y/ commttnication/ electronlcs/ I l lar rduur r rsr rt vr v\r 
ix:lr iovo tlrr ' ,t ttIt ioctiVos of thr"

ol experience attd can contrlbuto lris uxptlrt iso & ttxpttt ittttt;o ttr

(r) ;::;:", errrrcarionists,,shat mean wet-known, distinguished, important, rel,owned or reputed

r)(,r$o.s r,u,r,"'',],ii*"tronur rrero i"uiv""i""o,,u,iu,',.iu,i"i;'"ir'''r'- cotiottn/ institute/ stato

a<lrn in is t rat io t t

AUTroRrrEs oF THE SOCTETy: Tho Authoritres of tho socioty shat consrst of the fo,owing:

al.  I  l ro Board of Govt lrnors

b. Ttro Chairporson of the Board of Govornor

c, l 'he Mernber Secrotary of tho Socielty

d. Ctrief Executive Officer of the Society'

.,. Apart lrotn tlttl Morttbor socrotary, tho officors as nlay lxl trppointed from tirno to time shall bc

of l icers of t l re SoctatY'

Society

3 .
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Tlrc Ronrd of Govornors:

i l .  Trre socrcty sha'  have i ts.Board of Governors as i l rc suPrcrrre Autrr ,r  i ty urr tr  r ' , r ruu of nl l

;,""":: ::|:ffi**.*'* il:*fi""ilt t*::' '; s;1yJ ;',ll; ;;;r,y,iltt,,?i,iil
incorie and ProPertY shall b.:-,u::

referred 'o u'l]ifu't'o"iol o' "The Board of Governors"'

c
J .

S N Doslgt rat lo t t

Ex-of f ic io  Mombers

Pr inc iPal /  President
RJoru.. of ttre college/ ChairPerson/

institute
cEO

Vice
ChairPerson

Member

Member

MemDer

v

n-t*rth"t rn"-tter which tho Board

ni 6ou"tnots decides to.co'oPt

6 . MEMBERS OF THE SOCIETY:

a 
l',"ffT..::::,";:',:':ilil]o[]li,J 

,,'" provision ar s.ro, 1 to e of para 5 in the

, n*:liil:ff i:ililI-[lutot:".?:]1,,::lp'rut, 
b'lrdres to rru uccoptod rn rutu*r

as co'optoti Momboru '"p"'"ili"Jii'tt co"'ti""tJli?utu "ri1y 
tt 13y :i fllltg ;il

unn,ouo5.ili.#';;;;J "r 
co'".ilffi il; ij;." to-t|mo a$ l)0r tlttl provtutt

A;,,*ll::::,il:,'-T;ffi ;'ffi ;dil- #H' i ylt','i,iJ : :ti fi :i I suc h m e m b e r
J 

;l : :::,,.::li,l:l*llit", ffi .lfffi,:i,i,",'u",, u ad,J os's..l.'; :lliiJlyii.illii
r,w urJrr,oss ro *ru Member. t"i,lii,* *i"i or"'11,1':illil':::ill,,ill]'l',ll'i,,ilil.l*'i,'tt'o-,uttt't"'
t t tg istor 

" t  
-"" i t  t tn-"rbsre'  But i f  ho f t l i ls to infort t t  l t ls I

nt t"tomoori"""ii""'o*med to be his addross'

Addt"t. of the college/
H-d 

"f 
S"ience DePartment or lT

Deoartment or any lecturer
ffiil;i;'tv,n" og"t"i^g c"d

President of Alumtnt

o* *Pt".*ttive of local NGO co-

"'pi!o 
uv 

-c"verning 
councll

ffir-u"" of the college/
A"t L"tt*t nominated bY the

il3t-io"*il tne coverning council

Nominated Mombors

o',., ir 
"*P"it 

to be nominated bY

ilC;'lilrn;nottt itt tlto DoPartmont
of I nf ormation Technoto9Y.--

o;;;";i rJ""itnitt to be
r rot t t t t ta ted t rY t l rc  socl0tY

' - . ' = -
Co-oPted Members Co-oPted

Mombers
I



1 .

d Termination of MembershiP:
./ ":::^:^' 

::::,-"" a member or ilre societv bv '9a:^?1..:j^t"" orrice or

\ / i. where a Person qu"9*":^1
v appointment he holds, nis memUerlnip "t 

tn" Societ/sfriU terminate when he ceases to

hold that office or aPPointment'

i i . W h e n e v e r a m e m b e r o t h e r t h a n t h e e x . o f f i c i o r n e m b e t , t J o s i r e s . . t o l c s i o n f r o m t h e .
membership of the Societ', ne JnafiuOOi"'" f'l ' 'u''g;ut'on to the Mentber Secretary ot

t h e S o c i e t y a n r t s u b m i t t n e s a i i e i o h i m ' T h e * " " t ; ; ; ; ; ' p o t s u c l r p e r s o n s h a l l s t a n d
t"rminatet]'l 'l 'nl iltu date of hts rorigttutiotl'

i i i .A t t t e tnbe ro | thesoc ie t ysha | | cease toboamember , i fBoa rdo fGov 'e rno rssodes i re .

7 . Moct lng of  Board Of  Govornore 
L. , ,  r r - rd narr  helweon one meet ing and

in a Year but the
rr l l rn I lo i t t t l  t ihRl l  ,orr l l t tnr l lV m-est a '  -

- -,,- -r-,-,r r.,. rr'rqitltt(l ,vur lrY []g-9]!ul]1[99!-ol 
tl]t.,

,  /-r,  Eu"ry,n"uff i t  lre Board of Govornors slrarr bo lrtrsrorrr "u"'  "r " '" " ' .  -ut 'no.

t/ [ .r 'rrrrrr l  orvr]tt t ' t t i  t t t t<l 
"]  

n' '  udJiJo' i io 
"oto"t5n"*tutu' 

tutt l lot 'o*'"oruisir iurr 
ul rrot l tc/ /  

l . tr-rrrt  t l  t t l  ( i r tvot t t0rt i  l l l l ( l  l f ]  nl0 Elt 'DI,rtve""- ' - ' -"  
"-,  

".  i l , ,r  wri l l r . i l r  r(-, t tuisi t iutr ol tr tr t  legs

' / c . T h e C h a i r p e r s o t t r n a y , w h e n e : * * t h i n k s f i t , a n d s t r a | | , o t t t l r c w t i t t t l t t r u q
V than four members' call a speciai*""ting of the Board of Govcttrors'

fb/

3

d . N o t i c e a n d q u o r u m f o r t h e m e e t | n g s o f t h e S o c i e t y :

i , E v e r y n o t i c e c a l l i n g a m e e t i n g o f t h e B o a r d o f . G o v e r n o r s s h a | | s t a t e t h e d a t e , t i m e & p | a c e
irt which such meteting will .?o 

n"ro ,^o shall be 'u'ull 'pon every tnember not less than

4r hours m;;;;ii l d""y & timo appointot! ror rrrc ilroolilr(J;

i i . P r o v i d e d t h a t t h e C h a i r P e r s o n f o r r e a s o n s . t o . P g . , : " : , d e c l s l r a l | l t a v e t | t e a u t l l o r i t y t o c a l l a
spocial tHil;sucn snorter notice as he thirrks fit '

i i i lf the chairperson of the Board of Governors is unabre to attcrr<J a.y rnectirrg' ttren Monrb,r

,ru'' $"r";;rTn;ript".io" over such a meetins'

e .T l reBoardo|Govornrr r ,ggo^ l { l .urconst i tu te.commtt toesandsub-commit tccsandde|egate
the necessary powers 

"no "utno;rliiJi' 
io 

"cn 
ton]tittult lor tlre spoclttc purpocoB'

,/ t euorum: Five Members, out of whom at reast three must be official members' shall constitute

v t l te Quorum'

g. conduct of Buslness of the Board Of Governors 
its constitution provided

1 ) ffi i:rlH:fffi ff fi"TilH'j',"r"::l:r*::$i H llJ',",ffi l;l ii;iJ;;;i oi mehoe" i'

z,i*:*.:*ff*:i;fi ;;iiu"ll,ruHff:T1 N. ac, ", p?::::.lrn ri,,,n "
Board or Governors or any,r{iliy iiin, s*i"lv-",';il;;nlmrtto. c-t'rnll'::1":lTtilliif:ilif.

ffi nff :"1 :U', "1* i:; l#'1'"'.*pfJt ::"." :" 3 K J: if; ::J"i :'" '' i "" g';' iit- i n i!'

3) i**:"rft1;;:$"[6;*1r".?xr ;l""i"";R:: 
*u'' w'lh'lhe.prev ous

approvi,r of the Funiab cou.ril"ni, i;;" ano uaffi* ,i*" . time, as'it tiinxr fit' bye-laws for

the conduct of its business'

4) In case of difference of opinio-n amongst the members, the opinion of the maiority shall prevail'

s) :;ft:;,J1ft:'Jl',"l;1"1,f*fl f%'H,"',Hl3l',3iiiJ'li,l'l[:l;J?i#li'1Jl"l,".li 
'i"Tffi:l:

6) :,;,:,,m:::"il:Li;:'l,r*,*::.*,:,',?il ll;'Jl;Ji:lllill!:,fi1i{*i,:li':;rl',fi"'
ci rcu ar on amons arr its m eniie;;; ffi ;ry r:::,tt#r![fliii:;'*::il"''"; l JT,H"Y'"::' i
rur""tn"lu'il;t;; given their approval' sucn F(

suctr *esolution rras 0"." p"'.'"Tlil meeting 
"it#;;;' 

q':u:l:d"hat in every such case' at

reast 5 menrbers of the Boari rn-"]r nr"* recoroeo tneir approvut to rlre Rcsorutiorr'
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Powers, functions, dutios and rosponsibi l i t ies:

sutrj'ct t' ttro Momorancrum of Association and these Rures,.but without prejudice to. the generality of

oowers, the Board ;l'u;;;;;;i, ,r,rrr ;;;; ili;irir-ru,',iuo'ini'au10nir*v and shat exercise the

ioltowing powers and carry out the to'owingiu-n"lion"' duties and responsibillties inter-alia:

Powors of tho Board of Governors

1. 1'ak0 dccision on matters of poricy rerating to the adminrstratiorr, w'rkirrg arrd contror of the

z. lllll;, and approve prosrammes and prans of the,societv in conform.itv with the scope of the

objectives of the society ano unoeiinl'ou"i"rr ouioance"Jt"p;;i;t Hig'her Education society

(PHES)anoto;";; t i"t '" ;penditurefortheexecutionoftheplan'

3. workout and recommend to the punJab Hrgher .€d_ucation 
society (PHES) the eligibility

conditions, duration' selection process eic for lT enablement'

4. workour and recommend to thepunjab Higher Education society ('HES) Rures' Regulations

and Bye-taws.ior tne conOuct,oi.tiJlrt"i'-' of tho Society and io t":o-Tltnd to the Punjab

Higher eoucltion society (pnes) io aJd, amend, ot t"plir lne rutes and regulation from timo

s :i:;"' approve and authoriz: 
"'f*1"'"^:l,t']",-t:::: 

of the Sociotv' Collect fees on behalf of

PunjabrrigherEducationsocietyiF-iEij."l9"!t3i13oJii."nt'u"iagenciesandtransferor
utrlize the same in the manner prescribed in the agreements'

6 . W o r k o u t a n d r e c o m m e n d t o ' ' t h e P u n j a b H i g h e r . E d u c a t i o n S o c i e t y ( P H E S ) t h e n o r m s '
guidelines 

"io 
t"m, and conditio-nt'"no "g'"Jt"ntt' i ltn 

iiakeholders and lT companies to

establish tT Resource Centres 
"ni'io 

il ffi amend them from time to time'

T .Appo in tCommi t teesorSub.Commi t tees ,bywhatevernameca| |ed ,compr is ingmember (s )o f
the Society and such outside 

";;il;; 
lfti""'" ot til';;;ta: Tav be-nominated bv it for

specific tur[i, to,. tn9 .Or.seiff "i'""V "t 
lt' Uutinu's-oi f* tLndering advice on any matter

pertaining i"in" lottistrltion "no 
*intg"ment of the Society'

g. Deregate, to such extent as itmay deem necessary, any of its powers to any officer or the

; ::ffi'|n:ff'::*i:r:I,[T#:{:ly::]rxbasis 
ror the societv as per the norms raid

downbv;";fi;'tiiJn"ieou""tionsocietv(PHES)'
10. Acquire by gift, purchasq,-exchange' l?."t",,1''?,.or otherwise' alY qloOerty' movable or

immovabto, and to construct,;;d;: alter' demoriJn Ji't"p"ir bull<iing's' space' works ano

constructions as may u" nrrorril o.. J..r..r..t ro,. ilriling"'oi'inu ".tiuities 
of the society;

l l .Negot la to ,en ter ln toandmel teoont rac toanddeodsonbeha l fo l t l : soc ie tyw i thoutany
Govornmont support, to entei-iniJ i.g;iano,coroolltJ'ugrugttnts for,and on bohalf of the

sociery 
"nO 

io sl'e anO defend all tegal ploceecllngs t;;;h""lf of the society; '

12.Instituteandaward,prlzeeandmedatsforlnnovativogducationpractices;

13. So|icit and receive grants; g|fts, donations.or other contributions from. the€entra| Government,

stato Govornment' t"'' *ni'ifi'il;;;l;"" "hd 
;"il;-i" ";t 

other forms' provided it is

"pp'ou"i 
Jy tt''" Executlve Cornmlttoei

14, Do a' suCh acts and thrngs as aro incidontaror conducive to tho discharge of the functions and

,,tt,'irrrnoii't't-titv tt tho dblocts of tho Society'
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Functlorrs, dutlos and rooponrlbllltlol ol tho Board of Govornorr:

l s .Toprepareandexecute thedeta i |ed-p |ansandprogrammoso| lCTot juca t io r r | t t c |u t l i r rgwork i l tg
,f rrrrr fr"*rry n,ut ro r;nrry on rts adminjoii"tion bnd-rnrn"gerieniatter such ostabrislrment'

16. To prov*lo l-l rosourcos llke. hardward' oyotom coltwuro' prittt,r lrotlllltol'lti ' tiotworklng

components etc in tfre college/ institute lalnratory'

17 . l op ro l ) i ] r o t l r obudgo t : , t 111 ! . -1 .1 the8oo lo ty !o r ' l aohyearand tosanc t i onexpend i tu re
witlritr tlro litttits of budgot as approvod by the Board of Govornors'

1' .[, rrrv' cr'ro.y an. onsure propor ut*za*on of tho rurrds o*r. rj,ci,ty urrtl tu rrrrrrrngo alt the

ros0tllcos of tlru lit'rulotY'

19. lo prclvi<jo tlto rtlquired oper3ti1q,.|adm|nistrat|vo, tochnica|, ministoria| and cltltttr lllallpowor

.,.rtor 'rn sociory on lob *orr, 
"ont?J,i'oiouGou"ing 

u"li!'iront pto-1ect to 'projuct 
basis for

ensuring tne effiiierrt operaton.and;;;;;;9n1 o1tri,.r;olo;i; untr t' 'u affairs or ths societv

antt to prur"rro"ii-"'t"IiiG., t", hil;;; nring ot 'u'n'm"npowor by the otlrr':r dupartme nts

anrl organizations as and when required'

20. To co-ordinare wi*r tho punJab Hrgher Educutron s'citity (pHEs) and cotegeri i.stitute level

departmentsr i#,1i,;ti"n, tn tn" puieui|of |ts objectivos of tho sclcioty.

21 . . | uou r to i t l o t . andpaooouoh .Reo ' ! ] u t i oneon lheannua | repo r t , t heannua |accoun t$an<J th t l
financiat estimaieJ-oiine soctety as lt thlnks tlt'

Assets and Funds of SocletY

(a) The capitar cost and corpus fund_for the smooth functioning of the sociely^T:u be contributed

rry Govornmu.t o? Funia'u, cou"rni.'"nioi'inoi", "ont'ioulio'nJi'; 
;';;liisect'or undertakinss'

. co-ope,utiuu'in.iitrtiorlJ, it[", PtJi|;U;;'Jislntutions and Firrortcial lnstitutions'

(b) ffstxi:,Jff,:ff".Jiffiti1""'J"1fitr"?flIri'ii:i,:,$:1ffi"""."J'JrinT:1':3liff.;?il:
funds'Therefore'anyreceipts"ttnJ'JJ"t iV*it tbnsistofthefol lowing:

i .P|anbudgetout |ay, i |any, . , f 'o l lCTenab|ement in theDepar tment .gf . l ign= 'Educat ionwi | l
b. tranef;rrod to tho society r.iir"pli"-.-unts would be maintained;

1 0 .

(c)

( d )

( f )

(sr)

a

ii. The fee to be collected from the students;

iii. Financial assistance from central ministries' Financial lnstitutions (Fts)' or any national/

internationat inoiviJJai or instltutions or industry;

T l r e r e c u r r i n g e x p e n d i t u r e o f t h e s o c i e t y w o u | d b e m e t o u t o f t h e | u n c l s a n d o l l t e r i n c o m e f r o m
;;;;;;;a,io t,utinuus of the society' 

, .--^^, ^i^^rqryr in the state the society

F o r e x p a n d i n g t h e s c o p e a n d c o v e r a g e o f l C T e n a b | e m e n t p r o a r a m i n t h e S t a t e t h e
may approa"n cou#iie"i'"ir"Ji", c*",it""t ot Punjab oi unv financial institutions for

funcling this program'lj"p"it'iitg 'p""'tn" pti"iitit'"t"itg/ requirement' 
'

r h e b u s i n es s of th e s ocietv m "v lj Y:il ::ff ;:':H:? ?31,I"","ffl[il, fijjl$ll3::g
il"s:[]ili:lJiftl';t"J"'"?l"f :?TJJffi iiyi":::::'"::',:1,"','::':'"".,il"."
T h e S o c i e t y m a y a c c e p t c o n t r i b u t i o n s f r o m s t a t u t o r v | o ! i 3 s c r e a t e d u n c l e r - t h e A c t s o f
parriament or or tne state Legisra*ru, in""'"*"."i "no.tnteinationar 

crg-anizations' NRls'

i r r<Just ry .Thccontr in-ut ionmayalsoue""""pt "J ] imPr ivateuooi" 'unoindiv idualssubject to

'.""ru:i"::illfi #iitffi ["il"Ji,:1"',:H""i*i,i"'",3[ixl'towardsthe
*n *::::' l::: ffi -i*$"."- sh a'| be ! a d or [:'i "#:: "1]','.":Y.ii';1ff ! I;
yt{;t::ffif.:;t;iHt"",'4"*1|,::lJ#[lli'J'i""""ix] lll"";' '"Lon' "rui*ins throush them

or any of them'

(t t  )



( i ) Operat ions and Management (O & M) of the soclety:

i. T'lrs requirod oporating, adminlstrativo, tochnical and othor manpowor may be doployod on
job work, contract or outsourcing basis from case-to-case basis for ensuring the efficient
operation and n,anagement of the projects.

ii, Thus the hiring of manpower for the work of the Society would not be the liability of the
Government anrJ any expenditure on such account is proposod to bc ntet out of tho funds
available with the Society.

ii i. 1-lre privato partners would hire mostly tho operating staff and no Government Expenditure
would bs involvod. Also exponditure on any hiring of staff by the society would be met out
of the funds available with the Society.

iv.  l l r t l  rnanpowor lor rurrnlng the funct ic lns of t l ro socioty woult l  bo lakort  on dopulat ion from
tlre Government's departmonts, Corporations, Agencies, lnstitutions, Boards, Public Sector
Urrdertakings etc. or on job-work basis in accordanco witlr rules, regulations and bye-laws
ol t l ro socioly.

v. 
-l"lre 

manpower orr job work basis would not claint for permanent absorption irr tlrc society
or in the State Government. The Society has full rights to terminate the contract of
f uirrpowor on job work basis without giving any roasons.

Vesting of the assets and funds of the Society: The Assets of the fund shall vest with the
Society.

i. Assets register and accounts: The Society shall maintain Assets Register (AR) and
accounts as per the common corporate practices relating to lT industry.

ii. The Treasurer of Fund: The Member Secretary or any other person authorized by the
Executive Committee shall be the treasurer of the tt:nds'

ii i. Operation of Bank Account: The bank accounts of the Society shall be kept in the name

of the Society and shall bo operatod upon by the Member Secretary of the Society or atry

other person authorized by the Executive Committee or Member Secretary'

It at arry tirne the Society ls dlssolved, the assets ol tlro Socloty slrull vost with tlro Govornmont
of Ptrrrjab (Dgpartment"of Higher Education) in the account of the localcollege.

Obje<;ts for which' the Fund of the Society could be used:

llre objects of the fund shall be as approved by the Board of Governors.

All decisions for util ization of funds would be recorded in Executive Office Order Register
(EOOR).

Some of the indicative objects for which the funds could be used are as follows:

a. To impart special training, awareness and capacity building in the field bf lT for various

U)

( k )

( t )

t .

i i .

iii

v Collegei institute level;

b. For any other improvements in the lT education'

iv. Administrative expenses incurred by the Society or Committee such as salary allowances

and traveling AlloWances and dally Allowances of the staff can be legitimate charges on the

funds of the Society in accordance with the provision of the rules of the Society as

approved by the Government in the Department of Higher Education.

Accounts and Audit

a, The Member Secretary shall keep or cause to be kept proper accounts of the receipts and

payments, income and expendlture and of the property, asscts arrd liabilitios o{ tlto Socioty,

The Annual Accounts shall be made up by. the end of the financial year;

lr. Thc Accounts of the Society shall be audited and cortified by the Auditor General, Punjab in

respect of funds provided by the Government of Punjab and by a Clrarted Accounted appointod

by the Board of Governor or any other competent authority;

1 1 .
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1 2 , Arbi t rat ion and Roconcl l la t ion

,, Atty tl lsl lutu tlotwtttttt twtl t l t ntolo fttt l tt l t(t l  rt o[

trt;t lvlt i tttt ol t lro Sot;iuly, t 'holl bo roforrotl io tttttJ

i r t l r i t t i r lo t  r l ; l l lo l l r lo t l  by l l ro  Chalrporut l t t '

r r  l  I t t r  t l x t r r t t I  o |  po r t r t | t y  | | t t t t  t t l t t y  I l o  | t t r l l r l t i t l d  t l r t t r t r l ; | tr r r l l l l r i t l l o t t  t i l r l r l l  l r r r  l l t t t l i o t l  l ( )  i r  t l l l l x l l l l l l l l l  o l

1 4 . Exocrttlvo Comnrlttctr of the socloty:

dt lc |e |o l tmt |kh l { |o t t l rosoc lotyu l rd | | t i I t t t t t tu- | ' i l | l t , : .1 i ] : ] ] ] : ) ' f l1 . : ] I ] |o fo | |owir r l loxocut ivo
(i';:Tiil#T,j;,1;,;;i l,utriuto' socrr,ry, r 'rrr rru ot rt ro t;ollo1;o/ ir $ r rrt rto )

'  t -

Romarks
Narno & Derlgnat lon

ChairPerson/
cEoPrinciPal of College or institute

M"".rd;
President of PTA

Eminent Educationist
" . ' . ' : ' a F i d

Member
SecretarY

15% ol  l l to  agreomot l l '

l : f .  n l l o ra l l o t lF  t t f  t l t e  R t t l os  and  Regu la t l on r

, r .  s r t ; i , t y  * r r r y  u r to r  r r r t r u ,  r r r r u t j  t , r r  * r t y  r l t r r .  r r y  r r ,  r , r i , l t t t l , t t  l ) i ' i t i l r r l  l r y  t r  t t t l t l , t  i l y  , f  l l r o  l r r l t r l

r r r r r r r r r r ' rs l r i '  ' r  t r ro soci , ty , , , , , r  u  inn lor l iy 'o t  tn , . r r iu*r l * r rs  g, , , ' * t 'u i  o t t t l  v , t t t t l ;  u t  ut ry  t t t . , l i t tg , l  t l t t r

i i ' r i n r y  r r r r r y  r ; ' r r vo r ro r r  r , r  r r r o  1 , , r , g , , i o l  i , i i r l oo r  r ,  t l ' o  r , 1 ,1 , i , r vn l  t l  l l t o  I ' t t t t i r r l r  l l i g l r ' r  I t l t r < ; i t l i r t t t  $ , c i t - t l y

( l ' l l l  l ; )

the SocietY.

f. The Executive Committee shall exerciso sucn

Governors.

Contracts:

l l ro  t ior ; ln ly ,  wl t i r ; l t  l t t t r l  t t l l  l t t tp i t r : l  t tJ lo t t  l l t t t

roser lv txJ t t t t t lc l r t r ly  l ry  l l tu  Ol t t t l tp t t r t t tx l  or  nr l

name of the Roard of Governors and signed

or anv ?iirer person duly authorized by the

SN

!D

_9_
4 .

5 .

a T h e E m p o w e r e d c o m m i t t e e w i | l b e e m p o w e r e d t o t a k e a l l a d m i n i s t r a t i v e d e c i s i o n s w h e r e n o
creation ol Posts ls lttvolvod'

b. The Executive committee will issue Financial sanctions.(FS)for all lT acquisitrons having value

toss than Rs. 2 tacs. Any proiect;;;ffi;n ns' z llcs',wouto require the approval of the

B'ard ol  Govcrt lors '  
!^^ir^ -  t tot t  at tc l  dispclsir l

c . T h e E x e c u t i v e C o m m i t t e e w i | l b e c o m p e t e n t t o h a n d | e a l l | T r e s o u r o e a c q u | S |
cases of value less than ns, z rac's ["1 i"no"|. Any acquisition of more than Rs' 2 lacs per

tender would require the approvat of the Board of Governors

d I n c a s e o f U r c ] e n c y . t h e F x e c u t i v e c o m m i t t e e w i | | t a k e d e c i s i o n s a n d g e t t h e s a m e r a t i f i e d f r o m
ttre Board of 6overnors in its next meeting'

e. The Executive Committee may a|so further de|egate.any ot tis po,.ter to Mernber Socretary of

other powers as delegated to it by the Board of

1 5 .

Ali ccntrscis anrl other assuranco shallbe executed in the

on their behalf Uy tne Member Secretary of the'Society

Board of Governors'
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1 6 .t Powers, Funct iot ls & Responsibl l l t les of tho Member Secretary:

a. The Member-Secretary shall be the custodian of the record' the funds of the Society & such other

proporty ol llto socioty as tlro Board may cornmit to his charge' The Member-S,ecretary shall have

the accourrts rnairr tairret j  ancj  also arrang" lor t l ro annual au<Jit  i t r  t tct , ;ordi l t tct t  wi l l t  t l to t)rovi$ior ls l l1

tlte Rules and Bye-lilws of tlre Society'

l r .  l l r (}  Mrrrrr l lur. l i t t t ; t  t t t t t ty s lrrr l l  l taVO gUClt  Ol l tot  l lctwors & porfornt 0l l rcr t f t t t ios i ls l I l ; ry l l t l  t lo l t lgtr tod

or assigned to tr im by the Board, The MOnrber-socrotary rrray rJologi l to i r t ty ol  l t is powurs lc l  urty ol

his subordinste with [he approual of the Executive committee.

o. Tlro Mctttlttlr-socrotnry of Board of Govornor shall act as the Member-Secretary of the Society and

will rcrcord ilta proce.dings of tne nroetiirg" of il,o socit-rty an<J r:l tlto. Borrrd.,of clovtlrttors ond

maintain a proper record of these r""tingr'in accordance *itn t'o provisiorrs of ilrc l3y,r-li lws of llro

SocietY.

d. The Member-secretary of Board of Governor shall manage the proiects' properties or the money

under the fund, manage accounts, execute all contracts on behaif oithe society and receive funds

f o r t h o s o c i o t y t h r o u g h d o n a t i o n s , g r a n t s . i n . a i d , c o n t r i b u t i o n s a n d r a i s i n g m o n e y w h e n e v e r
roqulrod.

e. Tlre Monrber-Socrotary of Eloard of Govornor srruil propuro tho buclgot rolnling to tho i:dministrativo

oxpon6r,$ of tho Socioty and Committul";; ;; ltpunoit"t on lp/ DA ot the m.mbers' whiclr

shall be a legitimate cltarge on the funo'

f. The Merlrber-sscretary wiil havo tho auilror.ity to issuo Financiar sanction (FS) and Technical

snnctlorr for nll lT ncquioilione of value less than Rs' 1 lac' Any project of mole than f?s' 1 lac would

require ttre approval ol ilro Executlve cOnrnrtttou or tlto uuuttJ Li G'uut"u',u' uu lltu cittitl ttttty b0'

g . I n t h e e v e n t o f t h c p o s t o f t | r e M e n r b g r - s s c r o t a r y r o l n a | t t | r t g v s c a l l l o r t l t a M o n r I l 0 r - S t : r : r o t a r y b o i n g
irbsont or unabto to porform his dutios;;;;y t.6"ron, it s-hall be open for the Board to direct any

Officer or Officers in the service of tne Stciety to exercise temporarlly suclt powrlrs & lrorform suclr

functiorts and duil; 
"itf.rn 

ftlu*Oor'socretary as the Board may deem fit'

l r .  Tlr ,  Murrrbor sCIcrotory shal l  bo responsible for the proper day to day administrat ion of the societt i '

A' other staff of the society shall be suLoroinate to the Member-secretary. Tlra lvlerrtbor'socretary

slrall carry out the gotterill corrsspon;;rrco irr connoctiorl with tho work assignecl lo him/ her lry the

ChairpersonofBoa'rc|ofGovernor ' .notn"Execut iveCommitteefromtimetot ime.

i ' T h e M e m b e r - S e c r e t a r y o f B o a r d o f G o v e r n o r s h a | | h i r e & f i r e t h e m a n p o w e r f o r t h e s o c i e t y a n d
other staff in accordance with nutes,-rigutation, alo oye-iawi of tne society with the approval of

prcEtdonUChalrporson, The Mombe;-ffiil;t of Boari of Gou"tno.. shall represent the society in

al l i ts|ega|mattersJoint lyorthroughanyauthor|sodroprssontat |vg.

j . T h e M e m b e r - s e c r e t a r y s h a | | , b e r e s p o n s i b l e f o r t h e e x e c u t i o n o f a | l | T a c q u i s i t i o n s a s a p p r o v e d b y
tho Board of Covernori and the Executive Committee'

k .Todoa| |ac ts ,deedsandth ingsnecessary fo rcar ry ingouth is func t ionsasMembel .Secre tary .

Wlthdrawal of Funds.

1. withdrawal of funds from the accounts of the society shall be regulated in a manner to be

determined Uy the Board of Governo-tt oi unO"t its authority by the Executive Committee'

2. such withdrawals shall be made by cheques on requisition (as the ca-se may be) signed by

Member-secretary or an officer(sl aritnorizdd in this uor,aiiui the Board of Goverrors or under its

authority by the Executive Committee'

Annual roPort .

A report on the working of the lr Initiative Fund for every year shall be prepared in the li4onth of June by

*re Msmber secretary aftor the 
"pproult'oi 

ir," ao"ro of Gouernots, presented to the Punjab Higher

Education SocietY (PHES)'

Suit  bY and Against the SocietY:

T h e S o c i e t y n l a y s u e o r b e s u e d i n t h e n a m e o f t h e S o c i e t y a n d t h e M e m b e r S e c r e t a r y s h a l | h a v e a | |
powers to defend any suits and 1ye 

j; fi; name of tne Soiiety either by hirnself or acting through

lgentsl officials duly appointed by the Member Secretary'

tL/

1 7 .\r

1 8 .

1 9 .
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Pow'rs of tho sitrto Govornrnont to Grvo Drrectonc to the socrety:
l l I r  l i l i r l t t  ( ; ( 'vUr l r r r r r ' r l l .  i l r  l l l t ,  lJo l rur I r rur r l  r . f  l " l lg l ror  l iducot lur t  o l t l rur  d l roc i ly  ur  l lur . rugh purrJ i rb  l - l ig l rorI r l tr t ; ; tr i , t t  l jocirty (f ' l ' {Es) ,r 'oy'giuu i l iu pxEb rr.r i  ori". tron, u, in i ls .pinior, aro nocos$ar.y or;;ffi1;Ti,fffi'lil*!.ilt tho ptrrp-crses or the runoi oiir*'s"ii"tv. rt sfrau ouin" ,rrtv or the sociery to

Ro; ro i r l  a r rd  Sov ingo .

t stibil]::! ' l '  t l ttt Ptior irDPrr:vnl of t lro BoorcJ of Govonrors, 1r' s'r; i,ry rrrry rrlrrrr, 'xt,rr(t or
i i l l l l ; l ; ' ; ;, i i 'u 

l ' irr l)( ' ! i 'rr l 'r wltit; l t rt ru tn[rrjr lgrrl, l  rrv k"ri l,wrrrg iru;"rr*;r.rrrur, lrrour;ri lrr,(,1 ,r(r(,r
l l  l l t r t : ; t r  l { t t l r r l '  t t t i t l '  l r ' ; t l l t t t r r r l  l l y  t l r t r  $oc io l y  w r t l r  l l r ,  co r r$ , r r t  o l  l l t u  f l , r r r t l  , f  ( . i < , r vu r t r , r l *  r r l  r . r r r yt t t t r r r  l ty . ' t  t t t t i t r l t t l ior t  l r r rssutJ t ry  u rnujor l i  y  rh z) i ,u  c l l  i l ro  tot r r l  r r ro ' l l lo,r llt, sor:t,lv wlttr;lr sltiill lr*vo treo^ convenod for rnapurpore ;ii;;';,i,1il:J,t"tfiiyo,';lllj:H

lii:lliiiil,';i lff 
to"")ors or the sociotv suujocr to uro 

"ppiou"l oi pu,rjrrb r.risrr.r F<ruc'rir>n
, ! ; t  Soclot los Roglstrat lon Act to Apply:

/r l l  t ; l i t l tst t r ;  . f  s,r : i t t t i 's  R,gir l r t t l iorr  Act,  1860 (Puniub Alnonelnrolr l  Ar lr ,  10{57) . ,  rrppl lod t ,  ' ro l . j*r lo' l  l ' ) t r rr l t r l l  s l rrr l l  i t l r l l ly t<l  lh iu scrr; lo ly *r iuo ac aro.upproprrorory arrd,xprooury urrrurrcrucl  rurcJ tr l turt . rr ,  orI t t t t , t rdu( l  by l l tuso prosott ts att t l  suctt  amendments'"ru not inaLnsistont with tho aforesard Act.

[:J*,?lj#'#,,']';i[|1fi,::,.tl:,:.:i:1*i:,'^u11oi:.:ullrv $rar rho Ruror or iho socroty grvonub.vs aro corroct: - (r;,r Higlr*r t=ctur:aiion Inetttute s".i"tv, 
""riJ'lil,llJ:Jl,:ffi;lrilffijSN ; Dostgnariorr  

- '* l - ; ; ; --"*"  "-  " l -"^-*-*.--v v g , r r " q ' v r  
j A d d r e s s  l R o m a r k e  

- l

Ex'offlclo Mombsrs 1* 
". 

I 
' ' '- ' : ' ' '  ̂ :  

I
t l l

rL

'at ' l

1 .  ;  F , r i n c i p i : l / p r e s r d e n t

Hoad of Scienco Department or lT
Department or any lecturer
nornrnlrt$d try i lro Govornirrg Council
PTA t ' lead

l ) rosiderrt  of  Alurnirr i

Orre representative of tocal NGO;t_
optt l( l  l )y Govorning Council

r__, ___-- i Institute I Ceo
Ad;;; ;i th;il"s;i-f i.r,.iip"ii""r 

*-

Address of the colloge/
institute

Vice
Chairperson

l
l
/

I
l
I

j

v-

Address of tho college/
rnslr tute

Addross of tho coilog'o/
institute

Mernber

Momber

Momber
Secretary

Menrbeir

Member

Any [.octurer nurina]e,J Ov tn" 
*

Presiderrt of the Governing Council
Nolrr lnotot j  Munrborr

Orro l f  experl  lo be nominatecJ by
the Government in the Department
of  l r r f  or r  r ia t i< ln ' f  oc l tnology

Ono erninont e crucaiionist
nomilated by the society
Co-opted Mombers
Any other member *r.ricl, iriu B;;;; Co-opted

Mr.rt i l [ r rrrs
of Oovrrrrrors clr lc i t los to r ;o"r,r1r l



I
l i l l ' j i t ) l , , U T l O  l t

. | l ' , . l | | \ / l ] ( | l I | i l l | | i 1 t | , r , r | r | t | t ; l l | l t l . l I l ! , i l | l l l | t 1 ' . i r r ( . . i r | V .

i 0 r , l , r l \ , U r r , l i l t  l r X t  i \ r  I  ) r ) f , l , r l  l t l l ) ( . )  l l i l r l  l t o f { } i l } i i l l , } i  t l l i . l y  l r i l  t t r l t r r t t t r l  1 1 ' ' ,  l l r r r . " . i t t t ; k r l y  ( l  t r ,  l l t ' , l r t  t

r i i l l r ,  I  i i l r t l r t {  r ' ,  N . i l t t r  t  r  r i  l l r i l  , ; r r l l t l l l t r i  l t t * l t t t t t t l )

: i N  l l ) o * i g n n t l o n  l R O O r o r t  l R o m u r k c

l ix -nf {ir: itt [t lornbors
I

l t t  iu(r t l r i r l  /  { rru, ,r( lcnl  i  l tdr l fut te nl  t l t t , r  r :ol fu;go/ 1 Cltnlrporuon/
lrrul i l r r l f i  |  r ; f ,O

'  
I  v  I  l ) l r ' ,  l l , r r r r  j  I  Add ress  r l l  t f r r . r  c r - r l l o { } t r l  ,  f " l l r r t l l t . l t '

' l  l i r r s t i l u t e  
I

r 1 t l " .
I  Mr l t t t l . ,cr

i i  i - \  "  i  
' r  

i  [ ' r t , : ; r t t t : ; r i  t r l  ' r \ l ( ; t t t r t  
" " J

i i  v '

i l  u
f i i
t ' .

t) )* r"r,r)r(),;utLlativu ,rt iu,,r, i t l t jo ;;;"-"1" i Murnbor
' r1 l t * t l  l , 'y  i , ) t i ' , 'c r t t i i t tU Ct : t  t t lc i l

I  l t ; i r r l  r r l  i  i r r r r , t r r : , r  l ) r . r 1 ) . r t t t t t t r r t t  r r t  I  I  i  AdC l tOSe  < t l  t l t r r  t : t t l l t t gU /  I  \ / t r ' , s  I

I  r r ' , r . r r l r r r , l r l  , , ,  , ' , ' u  r , , , ' ' f , ' , , , , ,  
'  

I  i r r s t t l t l t t r  i  t ) l l r r i r l ) ( ) r s o l l  i

i
l ) l r ' ,  I l , r r r r  j  I  Ac ic i res,s r l l  t f r t ' t  cr - r l l t l { } t r l  ,  f " l l r r t l l t . l t  l

I  
inst i lute 

I  I
iMl,lf ': l - - i

l ) . ) ( : r  r"rr l ) rr)r ;ut t l i . r t i ' ru ql f  lor; t r i  NCjO r;o- |  I  
M{}tnl}or 

i
' r1l t* t l  l , 'y i , )o ' , 'ct t i i t tU Ct: t t t lc i l  

l -  . -  _" |  _- i
t \ r ' ry [ .ucttr : ( : r ' r ]Lir i t in i t tot l  t . ry t l ro I  ROdross of t l re ccl ioge/ |  Mombor i
f:,r'risiitlenr of tirc Guverrninil Cnt.rrrcil I institute I $ecretary . I" - - r " " ' i i
Ncrninatef Monlbels 

l_--- - __ ._* ",_.r ."*- . , ,-.-.  I
Crro l ' l 'exPrrrt to bt: nomtrlatecl fry |  |  N4ornlr '"rr I
l l lg  ( -111r ' r 'n tnt r t r l  i t t  l l t t r  l , ln l ) t t r t t t t t t t t l  |  |  I

l l
One erilinsnt Eclucatiottist to be ' I I l\4otnber I

i - ic_o:"plg9 I9Tbg: __ I -.__ ___ __t__ _--_____- _,
Arr; 'otf,r-:r nretnbcr whiclr t fre Board I i  Co'opted I
rrl (..jovr'r.;rcrs rJtcr.Jes to ct:-oDt | - i l:1lll*ll- - . I

M ( ) l l ) 1 . , ( J

:  I  I  , ,  I  Arrv t.cr;trr,c, nLir ir inatotj  r: ,vt i is 
- 

lAo,rttss of t l te ccl ioge/ |  Momuor

t I i i 
f-,res;itlenr *{ rirc Gu'errnin.rl corrncil"-"*1:l:"lil:!u. | $ecqetarv-

Ncrninatef Monlbels

Crro l ' l 'ex;lrrrt  lo bt: nomtrlatecl f ty
l l lg  ( -111r , ' r ' r  r i l i l t r t  r l  i t t  l l t t r  [ , ln l ) t l r t t t t t t t t l
of lrrforrtt itt ion 1'ei: ltttology

lJ. I One errrinent Eclucatiotrist to be' ' | | l\4ornber
Irrorrr irratutJ by thtr socioty I

i  l , - ' -  
- - ' - T  

II I Co-oPted Momberrs I I. i l. _,.-.. -..,.-. -...--.----+--._

i  '  l  ,  Arr: 'otf 'r-:r nretnbcr whiclt t fre Board I i  Co'opted
i .. ; (il (ljc}vr'1.;tcrs rJtcr.Jes t0 ut:-oDt I i l"letltbers: .- ; (rl ( l. iovr'1.;rcrs r.ltcr.Jes to c()-oDt I i l t/rell lrrrer)

Y4 _1.-_._....
I
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