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GOVERNMENT OF MADHYA PRADESH
FINANCE DEPARTMENT

" No. 824/2916/77/R-1/1V, Bhopal, dated the 21st September, 1977.
MEMORANDUM

To,

AL DEPARTMENTS oF GOVERNMENT,

Tuae PRESIDENT BOARD orF REVENUE,

Avri, HEADS or DEPARTMENTS,

AL, COMMISSIONERS or DIVISIONS,

AL, COLLECTORS or DISTRICTS,
MapHYA PRADESH.

Susject.—M. P. Givil Services (Leave) Rules, 1977—CGlarification regarding.

The M. P. Civil Services (Leave) Rules, 1077, issued vide this Department’s
Notification No. 650/989/77/R-1/1V, dated the 4th August 1977, have been
published in the M. P. Rajpatra, dated gth September 1977 on pages 209 to
239 in Part IV thereof. 'The Rules shall come into force from 1st October,

1977
2. Some of the salient features of these rules are as under : —

(i) Except in the matter of extraordinary leave, the disparity 1n
regard to title of leave between temporary and permanent
Government Servants has been removed. Now with effect from
1st October 1977 temporary Government Servants would also be
entitled to earn earned leave_up_w_a_j__m_pgﬁ)_d_gf__l_s_(?
_days and 20 days half pay leave for each completed year of Service.
The beneht of commuted leave and leave-not-due is also now
available to temporary Government Servants vide rules 29 and

3o of the rules ibid. Grant of Extraordinary leave will be
governed by the provisions contained in rule g1 of these rules.

(ii) In respect of a temporary Government Servant, who has not
rendered five years of continuous service or more on goth
September 1977, the balance of earned leave at his credit will be
the earned leave due on goth September 1977. The earned leave
accrued and due after 1st October 1977 would count for
further accumulation of earned leave subject to a maximum of
180 days.

(iii) As regards temporary Government Servants who have not rendered
five years of continuous service or more on goth September 1977
‘there will be no balance of half pay leave at their credit on 30t§
September 1977.  In respect of such Government servants the
title to half pay leave on or after 1st October 1977 would be
determinthyztg}e \pﬂrpxg:si)ons of rule 28 of these rules.
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(iv) Since the rate of earning of earned leave and half pay leave will not
now change on confirmation, the question of recasting the leave
account on confirmation will not arise. ~ As such, provision in
this regard has not been made in these rules.

(v) A Gazetted Government Servant can be granted leave on medical
certificate for a period exceeding two months on the basis of a
certificate from an Authorised Medical Attendant or a Registered
Medical Practioner, as in the case of a non-gazetted Government
Servant wvide rule 14 of these rules. Where, however, the
authority competent to grant leave is not satisfied about the
genuiencess of a particular case, it shall be open to such authority
to secure a second medical opinion by requesting a Government
Medical Officer not below the rank of a Civil Surgeon or Staff
Surgeon to have the applicant medically examined on the earliest
possible date.

(vi) In the order of sanctioning earned leave/half pay leave to a Govern-
men: Servant, the balance of leave at his credit shall have to be
indicated as provided in rule 21, ibid.

(vii) The grant of leave after the date of retirement/extension in service,
vide sub-rule (2) (i) of rule g4 is regarded as a terminal leave.
In this regard the instructions issued vide this Department’s
Memorandum No. 1149-CR-571-IV-R-I, dated the 1oth May
1960, may please be perused.

(vii) As per rule 52 of these rules, leave salary during study leave is
admissible equal to the pay (without allowances other than
dearness allowance) that the Government Servant drew while on
duty immediately before proceeding on such leave instead of half
pay leave as at present. In respect of the Government Servants
who are already on study leave on 1st October 1977, the leave
salary will be regulated by the rules in force at the time the leave
was sanctioned and the benefit of leave salary equal to the pay
drawn immediately before proceeding on such leave shall be given
in cases where the study leave commences on or after 1st
October 1977 under the provisions of these rules.

3. Those Allocated Government Servants who have retained their unit
leave rules, have been allowed an option either to retain the same or to come
over to these rules. The option provided in this regard vide rule 2 (2) of the
rules shall be exercised by an allocated Government Servant within three
months from the date of publication of these Rules in the M. P. Rajpatra
(i.e., within three months from gth September 1977%) failing which the Govern-
ment Servant shall automatically be governed by these rules from the date of
coming into force of these rules. The form of option appended to this memo,
duly filled in, may be submitted by the Government servant concerned. if
necessary, to the Head of his office with a copy to the leave sanctionine authority
within the prescribed time limit, which should be kept with his service honk/
record duly attested by the Head of Office/leave sanctioning authority.
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4. The leave sanctioning authorities should carefully examine the request
for the grant of leave under these rules made by a Government Servant to

ensure that the spirit of the rules is properly observed and the leave can be

refused, if necessary, by exercising the discretion vested in them vide rule 6 of
these rules.

5. These rules are priced publication and the required number of copies
of the rules can be had from the Government Press.

By order and in the name of the Governor of Madhya Pradesh,

V. K. PANDIT,
Special Secretary to Government.

No. 825/2916/77/R-I-IV, Bhopal, dated the 21st September, 1977.

Copy forwarded to : —

The Secretary/Military Secretary to the Governor, Madhya Pradesh,
Bhopal,

The Secretary, Public Service Commission, Madhya Pradesh, Indore,

The Controller, Government Printing and Stationery, Madhya Pradesh,
Bhopal,

The Vigilance Commissioner, Madhya Pradesh, Bhopal,

The Under Secretary (Superintendence)/Under Secretary (G.A.D.
Establishment), Accounts Officers, M. P. Secretariat, Bhopal,

All Finance Officers/Accounts Officers/ Treasury Officers,

for information.

(ii) Copy forwarded to the Accountant General, Madhya Pradesh, Gwalior/
.Bhopal, for information.

(iii) Copy forwarded to the Secretary, Vidhan Sabha, Madhya Pradesh,
Bhopal, for information.

(iv) Copy forwarded to the Registrar, High Court of Madhya Pradesh,
Jabalpur, for information.

H. N. SONI,
Under Secretary to Government.
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FORM OF OPTION
(Vide para. g of the memeorandum)

rriimeeename belonging to the fOrMET.....oomseresem=

1, -n-u_ui-l;‘m-u.o-o,-.-,oxoxo--o. esss

Leave Rules

State hereby opt for the ...... sesansne eeeses eonees

L—-uq:winn_m--uj-_- o

which Were applicable to me jmmediately prior to 1st October 1977

Signature
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GOVERNMENT OF MADHYA PRADESH

FINANCE DEPARTMENT
Bhopal, the 4th August 1977.

D. No. 650/989/77/R-I/IV.—In exercise of the powers conferred by the
proviso to Article gog of the Constitution of India, the Governor of Madhya
Pradesh, hereby makes the following rules, namely : —

CHAPTER I—PRELIMINARY '

1. Short title and commencement.—(1) These rules may be called the
Madhya Pradesh Civil Services (Leave) Rules, 1977.

(2) They shall come into force on the 1st day of October, 1977.

2. Extent of application—(1) Save as otherwise provided in these rules,
these rules shall apply to all Government servants who are in service on the
date of coming into force of these rules and who are appointed to the civil
services and posts in connection with the affairs of the State, but shall not apply
to : —

(a) Persons in casual or daily rated or part time employment ;
(b} Persons paid from contingencies ;
(c) Persons employed on work-charged establishments ;

{d) Persons employed on contract except when the contract provides
otherwise ;

(e} Persons in respect of whom special provisions have been made by
or under the provision of the Constitution or any other law for
the time being in force ;

(f) Persons serving under a State Government Department on deputa-
tion from the Centra] Government or any other source, for a
limited duration ;

(8) Members of the All India Services.

(2) (a) Those allocated Government servants, permanent or temporary,
who have opted to retain the leave rules applicable to them immediately before
1st November, 1956, may elect to continue to be governed by those rules, if
they wish to retain the same or may come over to these rules,

(b) The option under sub-rule (a) shall be exercised by an allocated
Government servant within three months from the date of publication of these
rules.  The option once exercised shall be final and if it is not exercised
within the prescribed period, the Government servant shall automatically be
" governed by these rules from the date of coming into force of these rules.

8- Definitions—(1) In these rules, unless the context otherwise
requires : —

(a) ‘Allocated Government servant’ means a person in the service of a
former State allocated or deemed to have been allotted to serve
the State of Madhya Pradesh, under the provisions of section 11y
of the States Reorganisation Act, 1956, and continued in the
service of the new State;
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(2)

(b) “completed year of service” or “one year’s continuous service” means
continuous service of specified duration under the State Govern-
ment and includes the period spent on duty as well as on leave
including extra-ordinary leave;

(c) “date of retirement” or “date of his retirement” in relation to a
Government servant means the after noon of the last day of the
month in which the Government Servant attains the age pres-
cribed for retirement under the terms and conditions governing
his service ;

(d) “Foreign service” means service in which a Government servant
receives his pay with the sanction of Government from any source
other than the Consolidated Fund of India or the Consolidated
Fund of any State or the Consolidated Fund of a Union
Territory.

(¢) “Form” means a form appended to these rules;

(f) “Government servant in quasi-permanent employ”’ means a Govern-
ment servant who may be declared or deemed to be as Quasi-
permanent under the M. P. Government servants (Temporary
and Quasi-permanent Service) Rules, 1960 ;

(g) “Government servant in permanent employ” means a Government
servant who holds substantively or provisionally substantively a
permanent post or who holds a lien on a permanent post or who
would have held a lien on permanent post had the lien not been
suspended ;

(h) “Vacation Department” means a department or part of a department
to which regular vacations are allowed during which Government
servants serving in the department are permitted to be absent
from duty.

(2) Words and expressions used herein and not defined but defined in
Fundamental Rules shall have the meanings respectively assigned to them in
Fundamental Rules.

4. Govérnment servants on temporary transfer or on foreign service.—(1)
Government servants to whom these Tules apply shall continue to be governed
by these rules while on temporary transfer to Central Government or while on
foreign service within India.

(2) In the case of Government servants on foreign service outside India
(including service with U. N. agencies within or outside India) or on temporary
transfer to the Armed Force 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.

5. Transfer from services or posts governed by other Leave Rules—
Unless it be otherwise provided in these rules, a Permanent Government
servant to whom these rules do not apply : — ‘

(a) when transfcrred temporarily to a service or post to which these
rules apply, shall remain subject to the leave rules which were
applicable to him before such transfer; and

(b) when appointed substantively to a psrmanent post to which these
rules apply, shall become subject to these rules from the date of
such appointment, in which case the leave at his credit under the
rules previously applicable to him shall be carried forward subject
to the maximum limits of accumulation as laid down in rule 25.
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(3)

The leave so carried forward shall first be exhausted before the
leave earned under these rules is availed of. The leave salary
in respect of the leave carried forward shall be borne by the
Department or the Government from which the Government
servant is transferred.

CHAPTER II—GENERAL CONDITIONS

6. Right to leave—(1) Leave cannot be claimed as of right.

(2) When the exigencies of public service so require, leave of any kind
may be refused or revoked by the authority competent to grant it, but it shall
not be open to that authority to alter the kind of leave due and applied for
except at the written request of the Government servant.

Regulation of claim to leave—A Government servant’s claim to leave
is regulated by the rules in force at the time the leave is applied for and granted.

8. Effect of dismissal, removal or resignation on leave at credit—(1) Any
claim to leave to the credit of a Government servant, who is dismissed or
removed or who resigns from Government service, ceases from the date of such
dismissal or removal or resignation.

(2) Where a Government servant applies for another post under the State
Government but outside his parent office or department and if such application
is forwarded through proper channel and the applicant is required to resign
his post before taking up the new one, such resignation shall not result in the
lapse of the leave to his credit.

(3) A Government servant, who is dismissed or removed from service and
is reinstated on appeal or revision, shall be entitled to count for leave his
service prior to dismissal or removal, as the case may be.

(4) A Government servant, who having retired on compensation or invalid
pension or gratuity is re-employed and allowed to count his past service for
pension, shall be entitled to count his former service towards leave.

9. Gommutation of one kind of leave into another—(1) At the request
of a Government servant the authority which granted him leave may commute
it retrospectively into leave of a different kind which was due and admissible
to him when leave was granted, but the Government servant cannot claim such
commutation as a matter of right.

(2) The commutation of one kind of leave into another shall be subject
to adjustment of leave salary on the basis of leave finally granted to the Govern-
ment servant, that is to say, any amount paid to him in excess, shall be recovered
or any arrears due to him shall be paid.

Nork.-—Fxtraordinary leave granted on medical certificate or otherwise may
be commuted retrospectively into leave not due subject to the provi-
sions of rule go.

10. Combination of different kinds of leave—FExcept as otherwise
provided in these rules, any kind of lcave under these rules may be granted in
combination with or in continuation of any other kind of leave.

Explanation —Casual leave which is not recognised as leave under these
rules shall not be combined with any other kind of leave admis-
sible under these rules.

11. Maximum amount of continuous leave—Unless the Governor, in view
of the exceptional circumstances of the case otherwise determines, no Govern-
ment servant shall be granted leave of any kind for a continuous pericd
exceeding five years.
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(4)

2. Acceplance of service or employment while on leave—(1) A Govern-
ment servant (other than a Government servant who has been permitted a
limited private practice or who has been permitted to under-take casual
literary work or service as an examiner or similar employment) while on leave,
including leave preparatory to retirement or leave granted beyond the date of
retivement shall not take up any service or employment elsewhere, including
the setting up of a private professional practice as Accountant, consultant or
legal or medical practioner without obtaining the previous sanction of—

(a) The Governor, if the proposed service or employment lies elsewhere
than in India ; or

(b) the authority, empowered to appoint him, if the proposed service
or employment lies in India.

(2) No Government servant while on leave, other than leave preparatory
to retirement or leave granted beyond the date of retirement, shall ordinarily
be permitted to take up any other service or employment.

(8) No Government servant while on leave preparatory to retirement shall
be permitted to take up private employment. If, however, a Government servant
on leave preparatory to retirement is permitted to take up employment under
any local authority or a Corporation or Company wholly or substantially owned
or controlled by the State Government, or a body controlled or financed by the
State Government, the leave and the employment shall run concurrently and
he shall be paid leave salary in addition to his pay on such employment.

(4) (2) In case a Government servant who has proceeded on leave prepara-
tory to retirement is required, before the date of retirement, for employment
during such leave in any post under the State Government in or out side

India, the unexpired portion of the leave from the date of rejoining shall be
cancelled.

(b) The leave so cancelled under clause (a) above shall be treated as leave

refused and subject to the provisions of rule 34 it may be granted from the date

of retirement of the Government servant.

(c) No leave shall be earned in respect of any period of employment during
leave preparatory to retirement.

{5} Where a Government servant is on leave beyond the date of retire-
ment as provided in rule 34 and is employed during such leave in any post
under the State Government or under a local body his leave shall run con-
currently with such employment, and he shal] be paid leave salary in addition
to his pay on such employment.

(6) In cases covered by sub-rule (3) and (5) the Government servant shall
also be granted dearness and compensatory allowances, if any, admissible on
the basis of pay.  These allowances will neither be admissible on leave salary,
nor will the leave-salary taken into account in calculating the allowances.

CHAPTER III—-GRANT OF AND RETURN FROM LEAVE

18.  Application for leave.—(1) An application for leave or for an exten-
sion of leave must be made to the authori=y competent to grant such leave or
extension in Form 1.

(2) Applications for leave on grounds other than ill health should be made
at least three weeks before such date.  This limit would, however, be six
weeks if the leave applied for is preparatory to retirement. The authority
competent to grant leave may accept belated application at its discretion.

14. Leave account.—A leave account shall be maintained in Form 2 for
each Government servant by the Head of Office.
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(5)

15. Verification of title to leave—No leave shall be granted to a Govern-
ment servant until a report regarding its admissibility has been obtained from
the authority maintaining the leave account. S

16. Leave not to be granted in certain circumstances.—Leave shall not
be granted to a Government servant whom a competent punishing authority
has decided to dismiss, remove or compulsorily retire from Government service.

1. Grant of leave on Medical Certificate to Government servant.—(1)
An application for leave on medical certificate, made by a Government servant,
shall be accompanied by a medical certificate in Form g given by an Authorised
Medical Attendent or a Registered Medical Practioner, defining as clearly as
possible the nature and probable duration of the illness.

(2) A Medical Officer shall not recommend the grant of leave in any case
in which there appears to be no reasonable prospect that the Government
servant concerned will ever be fit to resume his duties and in such case, the

opinion that the Government servant is permanently unfit for Government

service shall be recorded in the Medical Cerﬁﬁcatq.

(3) The authority competent to grant leave may, at its discretion, secure
a second medical opinion by requesting a Government Medical Officer not
below the rank of a Civil Surgeon or Staff Surgeon, to have the applicant
medically examined on the earliest possible date.

(4) 1t shall be the duty of the Government Medical Officer referred to in
sub-rule (3) to express an opinion both as regards the facts of the illness and as
regards the necessity for the amount of leave recommended and for that purpose
he may either require the applicant to appear before himself or before a medical
officer nominated by himself.

(5) The grant of a medical certificate under this rule does not in itself
confer upon the Government servant concerned any right to leave, the medical
certificate shall be forwarded to the authority competent to grant leave and
orders of that authority awaited.

(6) The authority competent to grant leave may, at 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.

18. Leave to a Government servant who is unlikely to be fit to return to
duty.—(1) When a medical authority has reported that there is no reasonable
prospect that the Government servant will ever be fit to return to duty, leave
shall not necessarily be refused to such Government servant.

(b) The leave may be granted, if due, by the authority competent to grant
leave on the following conditions : —

(i) If the medical authority is unable to say with certainty that the
Government servant will never again be fit for service, leave not
exceeding twelve months in all may be granted and such leave
shall not be extended without further reference to a medical

authority ;

(ii) if a Government servant is declared by a medical authority to be
completely and ‘permanently incapaciated for further service,
leave or an extension of leave may be granted to him after the
report of the medical authority has been received, provided the
amount of leave as debited to the leave account together with any

period of duty beyond the date of the report of the medical

authority does not exceed six months.
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(8) A Government servant who is declared by a medical authority to be
completely and permanently incapacitated for further service shall,—

(2) If he is on duty, be invalided from service from the date of relief
of his duties, which should"be arranged without delay on receipt
of the report of the medical authority, if however, he is granted
leave under sub-rule (1) he shall be invalided from service on

the expiry of such leave.

(b) If he is already on leave, be invalided from service on the expiry of
that leave or extension of leave, if any, granted to him under sub-
rule (1).

19. Commencement and termination of leave—FExcept as provided in
rule 20 leave ordinarily begins on the day of which the transfer of charge is
effected and ends on the day preceding that on which the charge is resumed.

20. Combination of holidays with leave—~—(1) Except in cases where for
administrative reasons the leave sanctioning authority has specifically withheld
the permission for prefixing and/or suffixing holiday(s) to leave, when the day,
immediately preceding the day on which a Government servant’s leave begins
or immediately following the day on which his leave expires is holiday or one
of a series of holidays the Government servant can leave his station at the close
of the day before, or return to it on the day following, such holiday or series
of holidays.

(2) In the case of leave on medical certificate, if the day on which a
Government servant is certified medically fit for re-joining duty happens to be
a holiday, the day shall be suffixed to his medical leave, and such day(s) shall
not be counted as leave.

(3) If holidays are prefixed to leave, the leave and any consequent re-
arrangement of pay and allowances take effect from the day after the holidays.

(4) If holidays are suffixed to leave, the leave is treated as having terminated
and any consequent re-arrangement of pay and allowances takes effect from the
day on which the leave would have ended if holidays had not been suffixed.

21. Intimation of Leave at credit—The order sanctioning earned leave/
half pay leave to a Government servant shall indicate the balance of such leave
at his credit. .

22. Recall to duty before expiry of leave—A Government servant while
on leave if recalled to dutv before expiry of the leave, he shall be entitled : ——

(a) It 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: — ,

(i) travelling allowance under rules made in this behalf for the
journey ; and

(i1) leave salary, until he joins his post, at the same rate at which he
would have drawn it but for recall to duty.

(b) If the leave from which he is recalled is out of India, to count the
time spent on the voyage to India as duty for purposes of calcula-
ting leave, and to receive—

(1} 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, at
the same rate at which he weuld have drawn it but for recall

to duty;
(ii) a free passage to India;
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(iii) refund of his passage from India if he has not completed half the
period of his leave by the date of leaving for India on recall,
or three months, whichever is shorter; -

(iv) travelling allowance, under the rules for the time being in force,
for travel from the place of landing in India to the place of
duty.

28. Return from leave—(1) A Government servant on leave shall 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
servant on leave preparatory to retirement shall be precluded from returning to
duty, save with the consent of the authority competent to appoint him to the
post from which he proceeded on leave preparatory to retirement.

(3) A Government servant who has taken leave on medical certificate may

not return to duty until he has produced a medical certificate of fitness in
Form 4.

(4) (8 A Government servant 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. :

(b) Such Government servant shall report his return to duty to the

authority which granted him leave or to the authority, if any, specified in the
order granting him leave and await orders.

NoTe.—A Government servant who has been suffering from tuberculosis may

be allowed to resume duty on the basis of Fitness Certificate which
recommends light work for him.

24. Absence after expiry of leave.—(1) Unless the authority competent
to grant leave extends the leave, Government servant 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 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 Govern-
ment servant liable to disciplinary action.

CHAPTER IV.—KINDS OF LEAVE DUFE AND ADMISSIBLF

2. Earned leave for Government servant serving in Departments other
than vacation Depariment.—(1) (a) A Government servant who is serving in

a Department other than vaction Department shall be entitled to go days earned

leave in every calender year.

(b) The leave account of every Government servant shall be Credited with
earned leave in advance in two instalments of 15 days each on 1st January and
1st July every year. '

(c) The leave at the credit of a Government servant at the close of the
previous half year shall be carried forward to the next half year subject to the
condition that the leave so carried forward plus the credit for the half year do
not exceed the maximum limit of 180 days. K SECE ‘

(d) A period spent on foreign service shall.tount as duty for purpose of
this rule, if contribution towards leave salarf is paid on account of such period.

(2) Subject to the provision of sub-rule (3) the maximum earned leave that
may be granted at a time to a Government servant shall be 155 days.
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(3) Earned leave may be granted to a Government servant exceeding a
period of 120 days but not exceeding 180 days if the entire leave so granted or
any portion thereof is spent out side India, Bangladesh, Burma, Ceylon, Bhutan,
Nepal and Pakistan :

Provided that where earned leave exceeding a period of 120 days is granted
under this sub-rule the peried of such leave spent in India shall not in the
aggregate exceed the aforesaid limit of 120 days.

26.  Calculation of earned leave in respect of newly appointed Govern-
ment servants and those resigns or retires :—(1) FEarned leave shall be
credited to the leave account of a newly appointed Government servant at the
rate of 24 days for each completed calender month of service which he is likely
to render in a half year of the calender year in which he is appointed.

(2) (a) The credit for the half year in which a Government servant is due
to retire or resigns from the service shall be afforded only at the rate of 2 days
per completed calender month up to the date of retirement or resignation.

(b) When a Government servant is removed or dismissed from service or
dies while in service, credit of earned leave shall be allowed at the rate of 21
days per completed calender month in which he is removed or dismissed from
service or dies in service.

(8) If a Government servant has taken Extra-ordinary leave in a half year
the credit to be afforded to his leave account at the commencement of the next
half year shall be reduced by 1/10th of the period of Extra-ordinery leave
subject to a maximum of 15 days.

(4) While alfording credit of earned leave, fractions of a day shall be
rounded off to the nearest day i.e., fraction below half should be ignored and
that of half or more should be reckoned as a day.

R) Earned leave for persons serving in vacation Department.—(1) A Govern-
ment servant serving in a Vacation Department shall not be entitled to any
earned leave in respect of duty performed in any year in which he avails himself
of the full vacation.

(2) The earned leave admissible to such a Government servant in respect
of any year in which he is prevented from availing himself of the full vacation
is such proportion of go days earned leave as the number of days of Vacation
not taken bears to the full vacation.

If in any year he does not avail himself of the vacation, earned leave is
admissible to him in respect of that year in accordance with the provisions of
Tule 25.

(3) Vacation may be taken in combination with or in continuation of any
kind of leave under this rule, provided that the total duration of the vacation
and earned leavc taken in conjunction, whether the earned leave is taken in
combination with or in continuation of other leave or not, shall not exceed the
amount of Earned leave due and admissible to the officer at a time under
rule 25 :

Provided further that the total duration of vacation, earned leave and
commuted leave taken in conjuction shall not exceed 210 days.

1f, however, the entire spell of leave or portion thereof is spent elsewhere
than in India, Bangladesh, Burma, Ceylon, Bhutan, Nepal and Pakistan, the
maximum limir shall be 240 day‘s $ubject to the condition that portion spent
i India, Burma, Ceylon, Bangladesh, Bhutan, Nepal and Pakistan is not more
than 210 days.
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Explanation—For the purpose of this rule, the term ‘Year’ shall be
construed not as meaning a calender year in which duty is performed but as
meaning twelve months of actual duty in a vacation Department.

Note—(1) A Government servant entitled to vacation 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 orders of a higher authority to
forgo such vacation or portion of a vacation:

Provided that if he has been prevented by such order from enjoying more
than fifteen days of the vacation, he shall be considered to have availed himself
of no portion of the vacation.

Note—(2) When a Government servant serving in a Vacation Department
proceeds on leave before completing a full year of duty, the earned
Jeave admissible to him shall be calculated not with reference to the
vacations which fall during the period of actual duty rendered.

28. Half pay leave—(a) A Government servant shall be entitled to
half pay leave of 20 days in respect of each completed year of service.

NoTe.—Completed year of service means continuous service for one year under
the Government of Madhya Pradesh and includes period spent on duty
as well as leave including half pay leave and extra-ordinary leave.

(b) The half pay leave due may be granted to a Government servant on
medical certificate or on private affairs.  Such leave on medical certificate
shall be given on production of a medical cettificate from such medical authority
as Government may by general or special order prescribe in this behalf and for
a period not exceeding that recommended by the medical authority.  Such
medical leave shall not be granted unless the authority competent to sanction
leave is satisfied that there is a reasonable probability that the Government servant
will he §it to return to duty on its expiry. Half pay leave on private affairs also
shall not be granted unless the authority competent to sanction leave has
reason to believe that the Government servant will return to duty on its expiry
or unless it is included in the grant of leave expressed to be preparatory to
retirement.

29. Commuted leave—(1) Commuted leave not exceeding half the
amount of half pay leave due may be granted on medical certificate only to a
Government servant subject to the following conditions : —

(i) When commuted leave is granted, twice the amount of such leave
shall be debited against the half pay leave due.

(if) No commuted lcave may be granted unless the authority competent
to sanction leave has reason to belive that the Government servant
will return to duty on its expiry.

(iii) Commuted leave shall not be granted preparatory to retirement.

(iv) Half pay leave up to maximum of 180 days may be allowed to be
commuted during entire service (without production of medical
certified) where such leave is utilised for an approved course of
study certified to be in the public intetest by the leave
sanctioning authority.

(2) Where a Government servant who has been granted commuted leave
resigns from service or at his request permitted to retire voluntarily without
returning to duty, the commuted leave shall be treated as half pay leave and
the difference between the leave salary in respect of comuiuted leave and half
pay leave shall be recovered:
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_ Provided that no such recovery shall be made if the retirement is by reason
of ill-health incapacitating the Government servant for further service or in
the event of his death.

NoTe—Commuted leave may be granted at the request of the Governmenf
servant even when earned leave is due to him.

30. Leave not due.—(1) Save in the case of leave preparatory to retire-
ment, leave not due may be granted to a Government servant subject to the
following conditions :

(@) The authority competent to grant leave is satisfied that there is
reasonable prospect of the Government servant returning to duty
on its expiry.

(b) Leave not due shall be limited to the half pay leave he is likely to
earn thereafter.

(c¢) Leave not due during the entire service shall be limited to a maximum
of 360 days, out of which not more than go days at a time and 180
days in all may be otherwise than on medical certificate.

(d) Leave not due shall be debited against the half pay leave the
Government servant may earn subsequently.

(2) (@) Where a Government servant who has been granted leave not due
resigns from service or at his request permitted to retire voluntarily without
returning to duty, the leave not due shall be cancelled, his resignation or
retirement taking effect from the date on which such Jeave had commenced,
and the leave salary shall be recovered.

(b) Where a Government servant whe having availed himself of leave not
due returns to duty but resigns or retires from service before he has earned
such leave, he shall be liable to refund the leave salary to the extent the leave
has not been earned subsequently :

Provided tbat no leave salary shall be recovered under clause (a) or clause
(b) if the retirement is by reason of ill-health incapacitating the Government
servant for further service or in the event of his death.

41. Extra—ordmary leave—(1) Extra-ordinary leave may be granted to a
Government servant in special circumstances—

(@) When no other leave is admissible.

(b) When other leave is admissible, but the Government servant applies
in writing for the grant of extra-ordinary leave.

(2) Unless the Governor in view of the exceptional circumstances of the
case otherwise determines, no Government servant, who is not in permanent
employ or quasi-permanent employ, shall be granted’ extra- ordmary leave on
any one occasion in excess of the following limits—

(a) Up to 3 months without medical certificate ;

b) Up to 6 months with medical certificate for common ailments, where
the Government servant has completed one years continous
service on the date of expiry of leave of the kind due and admis-
sible under these rules, including three months extra-ordinary
leave under clause (a) and his request for such leave is supported
by a medical certificate as required by these rules.

() Up to eighteen months where the Govemment servant who has
completed one year’s continuous service is undergoeing treat-
ment for—

23/191



(11)

(i) Cancer, or for Mental illness, in an institution recognised for
the treatment of such disease or by a Civil Surgeon, Staff
Surgeon or a Specialist in such disease.

(ii) Pulmonary tuberculosis or pleurisy or tubercular origin, in a
recognised sanitorium.
ave up to eighteen months shall be

of extra-ordinary le
smPNI[ S€rvant suffering from pulmonary
( ? [y6s treatment
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(i) Cancer, or for Mental illness, in an institution recognised for
the treatment of such disease or by a Civil Surgeon, Staff
Surgeon or a Specialist in such disease.

(i1) Pulmonary tuberculosis or pleurisy or tubercular origin, in a
recognised sanitorium.

NoTe.—The concession of extra-ordinary leave up to eighteen months shall be
admissible also to a Government servant suffering from pulmonary
tubercluosis or pleurisy or tubercular origin who receives treatment
at his residence under a tuberculosis specialist recognised as such by
the State Administrative Medical Officer concerned and produces a
certificate signed by that specialist to the effect that he is under his
treatment and that he has reasonable chances of recovery on the
expiry of the leave recommended. ~

(iii) Tuberculosis of any other part of the body by a qualified tuber-
culosis specialist or a Civil Surgeon or a Staff Surgeon.

(1v) Leprosy in a recognised leprosy institution or a by a Civil
Surgeon or Staff Surgeon or a Specialist in Leprosy Hospital
recognised as such by the State Administrative Medical Officer
concerned. :

(d) Twenty-four months where the leave is required for the purposes of
prosecuting studies certified to be in the public interest, provided
the Government servant concerned has completed three years
continnous service on the date of expiry of leave of the kind due
and admissible under the rules [including three months extra-
ordinary leave under sub-rule (2) (a) above] and executes bond
in Form 5 to serve the State Governmtnt for a period of three
years after return to duty failing which he would be required to
pay a penalty of Rs. 1,000.

(8) The authority competent to grant leave may commute retrospectively
periods of absence without leave into extra-ordinary leave.

(4) No Extra-ordinary leave beyond the period of four months in one
spell shall be sanctioned to a Government servant, whether temporary or
permanent, without prior concurrence of Government in Finance Department.

32. Leave to probationer, a person on probation and on apprentice—(1)
(2) A probationer shall be entitled to leave under these rules if he has held

“his post substantively otherwise than on probation.

, (D) If, for any reason, it is proposed to terminate the services of a proba-
tioner, any leave which may be granted to him shall not extend—

() beyond the date on which the probationary period as already
sanctioned or extended expires, or

(ii) beyond any earlier date on which his services are terminated by the
orders of an authority competent to appoint him.

| (2\ An apprenﬁce shall be entitled to—

(a) leave, on medical certificate, on leave salary equivalent to half pay
for a period not exceeding one month in any vyear of
apprenticeship; :

“(b) extra-ordinary leave under rule g1.

-83. Leave preparatory to retirement.—(1) A Government servant may be
permitted by the authority competent to grant leave to take leave preparatory
to retirement to the extent of earned leave due, i.¢., 180 days together with half
pay. leave due, subject to the condition that such: leave extends up to and
includes the day preceding ithe date of retirement.
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N()TE —The leave granted as leave preparatory to retirement shall not include
extra-ordinary leave.

(2) (@) Where a Government servant who is on foregin service in or under
any local authority or a corporation or company wholly or substantially owned
or controlled by the Government or a body controlled or financed by the
Government (hereinafter referred to as the local body) applies for leave pre-

‘ paratory to retirement the decision to grant or refuse leave shall be taken by

foreign employer with the concurrence of the lending Authority under the
State Government.

(b) In case the leave is so refused to the Government Servant in public
interest, it may be availed of by him to the extent admissible under rule g4
from the date of his retirement.

(c) In case the Lending Authority under State Government is not agreeable
to the refusal of leave preparatory to retirement; it shall be granted to the
Government servant and if the foreign employer needs the services of the Govern-
ment servant during that period, the Government servant may be re-employed
by that employer concurrently with leave preparatory to retirement and leave
salary regulated in accordance with the provision of rule 12.

34. Leave beyond the date of retirement—(1)} Except as provided here-

inafter, no leave shall be granted to a Government servant beyond the date of
his retirement.

(2) Where a Government servant has, in sufficient time, before the date
of his retirement : —

(a) formally applied for leave due as preparatory to retirement and the
leave has been refused in whole or in part, or

(b) ascertained in writing from the authority competent to grant leave
that such leave if applied for would not be granted,

on account of exigencies of public service, then he may be granted from the
date of retirement the amount of earned leave so denied increased by the
amount of earned leave earned by him during the period between the date on
which leave preparatory to retirement was to commence and the date of retire-
ment and decreased by such leave, if any, availed of during the same period,
subject to the maximum limit of 120 days :

Provided that a Government servant whose service has been extended in
the interest of the public service beyond the date of his retirement, may be
granted earned leave as under : —

(i) during the period of extension, any earned leave due in respect of
the period of such extension and, to the extent necessary, the
earned leave which would have been granted to him under the

preceding proviso, had he retired on the date of retirement,

(i1) after expiry of the period of extension:—

(a) the earned leave which could have been granted to h1m under the
preceding proviso, had he retired on the date of retirement,
diminished by the amount of such leave availed of during the
period of extension, and

(b) any leave earned during the period of extension as has been
formally applied for as preparatory to final cessation of his
duties 1n sufficient time during the extension and refused to
him on account of the exigencies of the public service, and

(iii) in determinning the amount of earned leave due in respect of the
extension w1th reference to rule 25, the earned leave, if any,
admissible under the preceding proviso shall be taken into account.
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(3) The grant of leave under this rule except under clause (i) of sub-rule
(2) regarded as terminal leave and shall not be construed as extension of
service.

35. Leave or extension of leave on medical certificate shall not be granted
to a Government servant after the date on which he is pronounced by a
medical committee to be completely and permanently incapacitated for further
service.

Explanation—For the purpose of this rule, a Government servant may be
deemed to have been denied leave only if in sufficient time before the date on
which he must retire or the date on which his duties finally cease, he has either
formally applied for leave as leave preparatory to retirement and has been
refused it on the ground o fexigencies of public service or has ascertained in
writing from the sanctioning authority that such leave if applied for would not
be granted on the aforesaid ground. '

86. Leave Salary—(1) A Government servant who proceeds on earned
leave is entitled to leave salary equal to the pay drawn immediately before
proceeding on earned leave.

Note.-—In respect of any period spent on foreign service out of India, the pay
which the Government servant would have drawn if on duty in India,
but for foreign service out of India, shall be substituted for the pay
actually drawn while calculating leave salary.

(2) A Government servant on half pay leave or leave not due is entitled
to leave salary equal to half the amount specified in sub-rule (1).

(3) A Government servant on commuted leave is entitled to leave salary
equal to the amount admissible under sub-rule (1). '

(4) A Government servant on extra-ordinary leave is not entitled to any
leave salary.

(5) In the case of a person to whom the Employees State Insurance Act,
1948 applies, leave salary admissible during leave, other than earned leave,
shall be reduced by the amount of benefit admissible under the said Act for the
corresponding period.

(6) (@) If, in the case of a Government servant who retires or resigns
from service, the leave already availed of is more than the credit so due to him
necessary adjustment shall be made in respect of leave salary, if any overdrawn.

(b) Where the quantum of earned leave already availed by a Government
servant who is dismissed or removed from service or who dies while in service
is in excess of the leave credited under clause (2) (b) of rule 26 the over payment
of leave salary shall be recovered in such cases.

(7) A Government servant who is granted leave beyond the date of retire-
ment as provided under rule g4, shall be entitled during such leave to leave
salary as admissible under this rule, reduced by the amount of pension and
pension equivalent of other retirement benefits.

7. Drawal of leave salary—The leave salary payable under these rules
shall be drawn in rupees in India.

CHAPTER V-—SPECIAL KINDS OF LEAVE OTHER THAN
STUDY LEAVE

48.  Maternity leave.—(1) A female Government servant may be granted
maternity leave by an authority competent to grant leave for a period which
may cxtend up to the end of go days from the date of its commencement. In
the case of ‘abortion’ or ‘miscarriage’ maternity leave may also be granted to a
female Government servant; but the extent of the leave grant_ed should })e
limited to the period recommended by the appropriate medical authority
subject to a maximum six weeks from the date of occurance of the event,
provided that no leave under this rule shall be granted to a female Government
servant who has three or more survivinLg7 9hi'51fen.
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Note —The abortion induced under Medical Termination of Pregnancy,
Act 1971, should also be considered as a case of ‘abortion’ for the
purposes of this rule.

(1) Such leave is not debited against the leave account. During such
period she shall be paid leave salary equal to the pay drawn imme-
diately before proceeding on leave.

(2) Maternity leave may be combined with leave of any other kind,
but any leave applied for in continuation should be supported by a
medical certificate.

(3) Leave in continuation of maternity leave may also be granted in
case of illness of a newly born baby, subject to the production of
medical certificate to the effect that the condition of the ailing baby
warrants mother’s personal attention and that her presence by the
baby’s side is absolutely necessary. '

39. Special disability leave for injury intentionally inflicted.—(1) The
authority competent to grant leave may grant special disability leave to a
Government servant (whether permanent or temporary) who is disabled by
injury intentionally inflicted or caused in, or in consequence of the due
performance of his official duties or in consequence of his official position.

(2) Such leave shall not be granted unless the disability manifested itself
within three months of the occurance to which it is attributed and the person
disabled acted with due promptitude in bringing it to notice :

Provided that the authority competent to grant leave may, if it is satisfied as
to the cause of the disability, permit leave to be granted in cases where the
disability manifested itself more than three months after the occurance of its
cause.

) The period of leave granted shall be such as is certified by an
Authorised Medical Attendant and shall in no case exceed 24 months.

(4) Special disability leave may be combined with leave of any other kind.

(5) Special disability 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.

(6) Special disability leave shall be counted as duty in calculating service
for pension and shall not, except the leave granted under the proviso to clause
(b) of sub-rule (7), be debited against the leave account.

(7) Leave salary during such leave shall,—

(a) for the first 120 days of any period of such leave, including a period
of such leave granted under sub-rule (3); be equal to leave to
leave salary while on earned leave; and '

(b) for the remaining period of any such leave, be equal to leave salary
during half pay leave.

(8) In the case of a person to whom the Employees’ State Insurance Act,
1948 (54 of 1948), applies, the amount of leave salary payable under this rule
shall be reduced by the amount of benefit payable under the said Act for the
corresponding period.
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40. Special disability leave for accidental injury.—(1) The provisions of
rule g9 shall apply also to a Government servant, whether permanent or
temporary, who is disabled by injury accidentally incurred in, or in consequence
of the due performance of his duties or in consequence of his official position
by illness incurred in the performance of any particular duty, which has the
effect of increasing his liability to illness or injury beyond the ordinary risk
attaching to the civil post which he holds.

(2) The grant of special disability leave in such case shall be subject to the
further conditions—

(i) that the disability, if due to disease, must be certified by an Autho-
rised Medical Attendant to be directly due to the performance
of the particular duty ; '

(i) that, if the Government servant has contracted such disability
during service otherwise than with an military force, it must be,
in the opinion of the authority competent to sanction leave,
exceptional in character ; and

(iii) that the period of absence recommended by an Authorised Medical
Attendant may be covered in part, by leave under this rule and
in part by any other kind of leave, and that the amount of special
disability leave granted on leave salary equal to that admissible
on carned leave shall not exceed 120 days.

~ 40-A. Power to grant special disability leave—All cases relating to the
grant of special disability leave under rules g9 and 40 shall be referred to

Government in Finance Department by the Administrative Department
concerned.

41. Hospital leave.—(1) Appointing authotity may grant hospital leave
to: —

(a) Peons and guards of all depariments in permanent employ ;
(b) Process servers.

While under treatment for illness or injury in hospital or dispensary or while
receiving medical aid as an outdoor patient at the station or headquarters of
the district in which they are serving.  Such leave may, without reference to
the allowance paid to the substitute, be granted on leave salary equal to that
admissible during earned leave or half pay leave and for such period as the
authority granting it may consider necessary.

(2) Hospital leave may also be granted at the discretion of the sanctioning
authority to the Government servants specified below on leave salary equal to
that admissible during earned leave or half pay leave and for such period as the
authority granting it may consider necessary, while they are under medical
treatment for illness or injury in a hospital or dispensary or while receiving
medical aid as an outdoor patient at the station or headquarters in which they
are serving provided always that such illness or injury is directly due to risks
incurred in the course of their official duties and is certified not to have been

caused by irregular or intemperate habits.

(a) Forest subordinates, other than clerks ;

(b) Chief Headwarders, head-warders or warders, male or female, and
orderlies of the }Jail Department ;

(c) Head warders or warders, male or female of Lunatic Asylums;
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(d) Matrons of the Jail Department;
(e) Subordinates employed in Government Laboratories ;
(f) Subordinates employed on the working of Government machinery ;

(8) Government servants on fixed rates of pay employed in Government
Presses ;

(h) Ward coolies and compounders, whether permanent or temporary
employed in Veterinary Dispensaries ;

(i) Compounders employed in the Jail Department.

() In the case of Police Officers of rank not higher than head constable,
hospital leave may be granted at the discretion of the sanctioning authority on
leave salary equal to that admissible during earned leave or half pay leave and
for such period as the authority granting it may consider necessary while they
are under medical treatment for illness or injury in a hospital or dispensary, or
while receiving medical aid as an outdoor patient at the station or headquarters
in which they are serving, provided always that such illness or injury is certified
not to have been caused by irregular or intemperate habits.

(4} Hospital leave shall not be debited against the leave account and may
be combined with any other kind of leave which may be admissible, provided
the total period of leave, after such combination does not exceed 28 months.

Note—In the case of Police Officers of rank not higher than head constables

hospital leave may also be allowed to intervene between two periods
of leave of other kinds.

{5) (2) In the case of a person to whom the Workmen’s Compensation Act,
1923 (8 of 1923), applies, the amount of leave salary pavable under this rule
shall be reduced by the amount of compensation payable under clause (d) of
sub-section (1) of section 4 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 under this rule
shall be reduced by the amount of benefit payable under the said Act for the
corresponding period.

CHAPTER VI—-STUDY LEAVE

42. Conditions for grant of study leave.—(1) Subject to the conditions
specified in these rules, study leave may be granted to a Government servant
with due regard to the exigencies of public service to enable him to undergo, in
or out of India, a special course of study consisting of higher studies or Specia-
lised training in a professional or a technical subject having 2 direct and close
ronnection with the sphere of his duty.

(2) Study leave may also be granted : —

(i) for a course of training or study tour in which a Government
servant may not attend a reguler academic or semi-academic
course if the course of traiving or the study tour is certifed to he
of definite advantage to Government from the point of view of
public interest and is related to the sphere of duties of the
Government servant ; and
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(ii) for the purpose of study connected with the frame work or back-
ground of public administration, subject to the conditions that—

(a) the particular study or study tour should be approved by the
authority competent to sanction study leave ; and

(b) the Government servant should be required to submit on his
return, a full report of the work done by him while on study
leave.

(iii) for the studies which may not be closely or directiy connected with
the work of the Government servant, but which are capable of
widening his mind in a manner likely to improve his abilities as
a civil servant and to equip him better to collaborate with those
employed in other branches of the public service.

(3) Study leave shall not be granted unless: —

(i) It is certified by the Administrative Department that the proposed
course of study or training shall be of definite advantage from
the point of view of public interest ;

(i) It is for prosecution of studies in subjects other than academic or
literary subiects, and

(iii) the Economic Affairs Department of the Government of India
Ministry of Finance agree to the release of foreign exchange
involved in the grant of study leave, if such leave is out of India.

(4) Study leave shall not ordinarily be granted to a Government servant—
(i) who has rendered less than g years service under the Governnent; or

(i) who is due to retire or has the option to retire from the Govern-
ment service within three years of the date on which he 1is
expected to return to duty after the expiry of the leave.

(5) Study leave shall not be granted to Government servant with such
frequency as to remove him from contact with his regular work or to cause
cadre difficulties owing to his absence on leave.

} ¢ 49. Authorities competent to sanction study leave—(1) Study leave may

b¥ grinted to a Government servant by the administrative departments of the

State Government after obtaining prior concurrence of Finance Department
in each individual case.

(2> Where a Government servant borne permanently on the cadre of one
department or establishment is serving temporarily in another department or
establishment, the grant of study leave to him shall be subject to the conditions
that the concurrence of the department or the establishment to which he is
permanently attached is obtained before the leave is granted.

41. Maximum amount of study leave that may be granted at a time and
during the entire service—The maximum amount of study leave which may
be granted to a Government servant shall be—

(i) Ordinarily twelve months at any one time which shall nrot be
exceeded save for exceptional reasons; and: :

(i) twenty-four months (inclusive of study leave granted under any
other rules) in all during his entire service.

31/191




{18)

45. Combination of study leave with leave of other kinds.—(1) Study
leave may be combined with other kinds of leave, but in no case shall the grant
of this leave in combination with leave other than extra-ordinary leave involve

a tota! absence of more than twenty eight months from the regular duties of
the Government Servants.

(2) A Gevernment servant granted study leave in combination with any
other kind of leave may, if he so desires commence his study before the end of
the other kind of leave but the period of such leave coinciding with the course
of study shall not count as study leave.

Note.—The limit of twenty-eight months of absence prescribed in sub-rule (1;
includes the period of vacation.

46. Regulation of study leave extending beyond course of study.—When
the course of study falls short of study leave sanctioned, the Government
servant shall resume dutv on the conclusion of the course of study, unless the
previous assent of the autioriiv ccnpetent to sanction leave to treat the period
of short fall as ordinary leave has been obtained.

47. Admassibility of allowances in addition to leave salary—No allowance
of any kind other than the dearness allowance shall be admissible to a Govern-
ment servant in respect of the period of study leave granted to him.

48. Grant of Travelling Allowance—A Government servant shall not
ordinarily be paid travelling allowance but the Governor may in exceptional
circumstances sanction the payment of such allowance.

49. Cost of fees for study—A Government servant granted study leave
shall ordinarily be required to meet the cost of fees paid for the study but in
exceptional cases the Governor may sanction the grant of such fees :

Provided that in no case shall the cost of fees be paid to a Government
servant, who is in receipt of scholarship or stipend from whatever source, or
who is permitted to receive or retain in addition to his leave salary, any remune-
ration in respect of part-time employment.

50. Execuiion of Bond.—Every Government servant in permanent employ
who has been granted study leave or extension of such leave shall be required to
execute a boud as given in Form 6 or Form 7, as the case may be, before me-’(tgdy
leave or extension of such leave granted to him, commences.  If study jeave or
extension of such leave is granted to a Government servant not in permanent
cmploy, the bond shall be executed as given in Form 8 or Form g as the case
may be.

51. Resignation and retirement.—(1) If a Government servant resigns or
retires from service without returning to duty after a period of study leave or
within a period of three years after such return to duty, he shall be required to
refund double the amount of leave salary, cost of fees. travelling and other
_expenses, if any, incurred by the State Government only drawn by him for the
period of study leave, together with interest therecon at Government rates for
the time being in force on Government loans from the date of demand before
his resignation is accepted or permission to retire is granted :

Provided that the Governor may order—

(a) that nothing in this rule shall apply to a Government servant who on
return to duty from study leave is permitted to retire from
service on medical grounds ;
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(b) that the amount required to be refunded under this rule shall, in
case of 2 Government servant who on return to duty from study
leave is permitted to resign from the service and take up emp-
loyment, under a statutory or autonomous body or in any institu-
tion under the control of the Government, be reduced to an
amount equal to the expenditure incurred by the Government
in respect of the leave salary, study allowance, cost of fees and
travelling and other expenses sanctioned to him daring the
period of study leave together with interest thercon.

(2) The study leave availed of by such a Government servant shall be
converted into regular leave standing at his credit on the date on which the
study leave commenced, any regular leave taken in continuation of study leave
being suitably adjusted for the purpose and the balance of the period of study
leave, if any, which cannot be so converted, treated as extra-ordinary leave. In
addition to the amount to be refunded by the Government servant under sub- .
rule (1), he shall be required to refund any excess of leave salary actually drawn
over the leave salary admissible on conversion of the study leave.

(3) Notwithstanding anything contained in this rule, the Governor may, if
it is necessary or expedient to do so, either in public interest or having regard
to the peculiar circumstances of the case or class of cases, by order, waive or
reduce the amount required to be refunded under sub-rule (1) by the Govern-
ment servant concerned or class of Government servants.

52. Leave salary during the study leave.—(1) During study leave availed
outside India, a Government servant shall draw leave salary equal to the pay
(without allowance other than dearness aliowance) that the Government
servant drew while on duty with Government immediately before proceeding
on such leave.

(2) (a) During study leave availed in India a Government servant shall
draw leave salary equal to the pay (without allowance other than dearness
allowance) that the Government servant drew while on duty immediately before
proceeding on such leave. '

(b) Payment of leave salary on full rate under clause (a), shall be subject
to furnishing of a certificate bv the Government servant to the effect that he is
not in receipt of any scholarship, stipend or remuneration in respect of any part
time emplovment. '

(¢ The amount, if any, reccived by a Government servant during the
period of study leave as scholarship or stipend or remuneration in respéczt of
any part-time employment shall be adjusted against the leave salarv payable
under this sub-rule subject to the condition that the leave salary shall not be
reduced to an amount less than that payable as leave salary during half pay
leave. - t

59. Counting of study leave for promotion, pension, seniority. leave and
increments-—Study leave shall count as service for promotion, pension and
seniority. It shall also count as service for increments as provided in rule 26
of the Fundamental Rules.

54. Debiting of study leave to the leave account.-—Study leave shall not be
debited against the leave account of the Gevernment servant concerned.

55; Application for study leave.—(1) (a) Every application for study
leave shall be submitted through proper channel to the authority competent
to grant leave.
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(b} The course or coureses of study contemplated by the Government

servant and any examination which he proposes to undergo shall be clearly
specified in such application.

(2) Where it is not possible for the Government servant to give full
detailes in his application, or if, after leaving India he is to make any change in
the programme which has been approved in India, he shall submit the parti-
culars as soon as possible to the Head of the Mission or the authority competent
to grant leave, as the case may be and shall not, unless prepared to do so at his
own risk, commence the course of studv or incur any expenses in connection
therewith until he receives the approval of the authority competent to grant
the studp leave for the course.

CHAPTER VII--MISCELLANEOUS

56 Interpretation—Where any doubt arises as to the interpretation of
these rules, it shall be referred to the Government in the Finance Department
for decision.

57. Power to relax—Where any Department of Government is
satished that the operation of anv of these rules causes undue hardship in any
particular case, that Department may by order, for reasons to be recorded in
writing, dispense with or relax the requirements of that rule to such extent
and subject to such exceptions and conditions as it may consider necessary for
dealing with the case in a just and equitable manner,:

Provided that no such order shall be made except with the concurrence
of the Finance Department.

58. Repeal and saving—(1) On the commencement of these rules, every
rule, regulation or order, including memorandum (hereinafter referred to in this
rule as the old rule) in force immediately before such commencement shall,
in so far as it provides for any of the matters contained in these rules, cease
to operate.

(2) Notwithstanding such cesser of operation, anything done or any
action taken or any leave earned by, or granted to, or accrued to the credit of,
a Government servant, under the old rule, shall be deemed to have been done,
taken earned, granted or accrued under the corresponding provisions of these
rules.

(3) For the purposes of grant of leave under these rules, the powers
delegated under the old rules shall continue to apply.

By order and in the name of the Governor of Madhya Pradesh,
N. BUCH, Spl. Secy.
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FORM No. 1
(See Rule 13)
FORM OF APPLICATIO.N FOR LEAVE

Note—Items 1 to 11 must be filled im by all applicants whether gazetted or
non-gazetted. Item 12 may be filled in only when it is applicable
to the Government servant comcerned.

1. Name of applicant
2. Leave Rules applicable
3. Post held

4. Dcpartment, Office and Section

(3 4

Pay

6. House rent allowance, conveyance
allowance or other compensatory
allowances drawn in the present post.

7. Nature and period of leave applied
for and date from which required.

3. Sundays and holidays, if any,

proposed to be prefixed/suffixed
to leave.

9- Ground on which leave is applied
for

"10. Date of return from last leave,
and the nature and period of that
leave

11. Leave address, if granted
12. I propose/do not propose to avail

myself of leave travel concession
for the block years .............. cee
L during the
ensuing leave.

13. Remarks and/or recommendation
of the Contrelling Officer.

Signature (with date) Designation.

14. Orders of the sanctioning authority

Signature (with date) Designation.

*If the applicant is drawing any compensatory allowance the sanctioning
authority should state whether on the expiry of leave he is likely to return to

the same post or to another post carryin§537 Sj-israriilar allowance.
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(24)
FORM No. 3
(See rule 17)

MEDICAL CERTIFICATE FOR GOVT. SERVANTS RECOMMENDED
LEAVE OR EXTENSION OF LEAVE OR COMMUTATION OF LEAVE

Stgnature of the Government servant ....................o . e

U P TP after careful personal examination
of the case hereby certify that Shri /Shrimati /Kumari........................ whese
signature is given above, is suffering from ......... e and I consider that
a period of absence from duty of .................... with effect from...............
Is absolutely necessary for the restoration of his/her health.

Authorised Medical Attendant,
.................. Hospital /Dispensary
or other Registered Medical
Dated ....................... Practitioner.

Note (1).—The nature and probable duration of the illness should be
specified.

Note (2).—This Form should be adhered to as closely as possible and
should be filled in after the signature of the Government servant has been
taken. The certifying officer is not at liberty to certify that the Government
servant requires a change from or to a particular locality, or that he is not fit
to proceed to a particular locality. Such certificates should only be given at
the explicit desire of the administrative authority concerned, to whom it is
open to decide, when an application on such grounds has been made to him,
whether the applicant should go before a Civil Surgeon or Staff Surgeon to
decide the question of his/her fitness for service,

Note (3).—Should a second medical opinion be required, the authority
competent to grant leave should arrange for the second medical examination
to be made at the earliest possible date by a medical officer not below the rank
of a Civil Surgeon or Staff Surgeon who shall express an 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 either require the

Government servant to appear before himself or before a medical officer
nominated by himself.

Note (4)—No recommendation contained in this certificate shall be
evidence of a claim to any leave not admissible to the Government Servant.
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FORM 4
[See Rule 23 (3)]
MEDICAL CERTIFICATE OF FITNESS TO RETURN TO DUTY

Signature of Government SeTUant .........eeveeescines U aeees eeeneasaens -
| SOOI - Civil Surgeon/Staff Surgeon
Authorised Medical Attendant of -

Registéred Medical Practitioner.

Do hereby certify that I have carefully examined Shri/Shrimati/
Kumari ......... e e whose signature is given above, and find that
he/she has recovered from his/her illness and is now fit to resume duties in
Government service. 1 also certify that before arriving at this decision,
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.

Civil Surgeon/Staff Surgeon
Authorised Medical Attendant
Dated ............ U Registered Medical Practitioner.

Note.—The original medical certificate (s) and statement (s) of the case
on which the leave was originally granted or extended shall be produced
before the authority required to issue the above certificate. For this purpose,
the original certificate (s) and statement (s) of the case should be prepared in
duplicate, one copy being retained by the Government servant concerned.

FORM j
[See Rule g1 (2) (d)]

BOND FOR TEMPORARY GOVERNMENT SERVANTS GRANTED
EXTRAORDINARY LEAVE IN RELAXATION OF RULE g2 FOR

STUDY.

KNOW ‘ALL MEN BY THESE PRESENT THAT I, Shri/Shrimati/
Kumari .........oooooeivinn, S/o W/o D/o Shri ......ococvviiiiiiiiiiins
resident of ...l in tahsil of the ................. e
District at present employed as .............cooviiiiiiiiiiiiiii in the
.............................. Department (here-in-after called “the obligor”) and (1)
Shri ..oooooiiiiiiiie Son of Shri ..., and (2)
Shri cooeviiii Son of Shri .........cc.ooeiiiiin. Sureties on his/her

behalf do hereby jointly and severally bind ourselves, our respective heirs,
executors and administrators to pay to the Governor of Madhya Pradesh
and his successers in office (hereafter called the “Government”) on demand
the sum of Rs. 1,000 (Rupees one thousand) only and if payment is made in
a country other than India, the equivalent of the said amount in the currency
of that country converted at the offidal rate of exchange between that country
and India.
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_ WHEREAS thga Government has, on the request of the above bounden
obligor granted him/hex regular leave, followed by extraordinary leave

without pay and allowances, for period of.................. months ...... e
days with effect from ......... e ST PR in order to enable him/her to
study at .......cooiviiiiiii

AND WHEREAS the Government has appointed /may have to appoint a
substitute to perform the duties of................................. during the period

of absence of the obligor on extraordinary leave ;
AND WHEREAS it has been agreed between the above bounden Shri /

Shrimati /Kumari.................. e and the Government that for the
better protection of the interest of the Government, the said Shri /Shrimati/
Kumari.....cc.ooeeiiniinnnn.... should execute such bond as above written and

with such condition as is hereunder written.

NOW THE CONDITION OF THE ABOVE WRITTEN
OBLIGATION IS THAT IN THE event of the above bounden Shri /
Shrimati /Kumari............... failing to rejoin on the expiry of the period of
extraordinary leave, the post originally held by him/her or resigining the post
within three years after rejoining for such period not exceeding a period
of.cocoiiiiiil. years as the Government may require or refusing to serve the
Government in any other capacity as may be required by the Government on
a salary to which he/she would be entitled under the rules, the said obligor
Shri/Shrimati /Kumari.............................. or his/her heirs, executors and
administrators and/or the sureties their heirs shall forthwith pay to the
Government on demand the said sum of Rs. 1,000 (Rupees one thousand only)
together with interest thereon from the date of demand at Government rates
for the time being in force on Government loans ;

AND upon his/her and/or the sureties aforesaid making such payment,
the above written obligation shall be void and of no effect, otherwise it shall be
and remain in full force and virtue.

PROVIDED ALWAYS that the liability of the sureties hereunder shall
not be impaired or discharged by reason of time being granted or by any for
bearance, act or omission of the Government or any person authorised by them
(whether with or without the consent or knowledge of the sureties) nor shall it
be necessary for the Government to sue the said obligor before suing the above
and bounden sureties (1) Shri ..................... and (2) Shri............... S,
or any of them for the amount due hereunder.

'THIS BOND shall in all respects be governed by the laws of India for the
time being in force and the rights and liabilities hereunder shall, where
necessary be accordingly datermined by the appropriate courts in India.

The stamp duty payable on this deed shall be borne by the Governmnet.
IN WITNESS to the above written bond the condition therefore 1, Shri /

Shrimati /Kumari........................... and Shri ... and
Shri ........................ sureties have here unto set our hands this day............
day of. ... one thousand nine hundred and ..................

Signed and delivered by the above Signed and delivered by the surety
bounden .................. in the presence above named Shri ............ce.omeeee.
of.......o...... Signed and delivered * in the presence of .....................

by the surety above named Shri.........

in the presence of ........................
Accepted

for and on behalf of the Governor of
Madhya Pradesh..
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FORM 6
(See Rule 50)

BOND TO BE EXECUTED BY A GOVERNMENT SERVANT IN
PERMANENT EMPLOY WHEN PROCEEDING ON STUDY
LEAVE.

KNOW ALL MEN BY THESE PRESENTS THAT I .....................
resident of .........................L. in the District of ...............c.ol. at
present employed as ...... e anrere e r ey in the Department/Office
of ..o do hereby bind myself and my heirs, executors and
administrators to pay to the Governor of Madhya Pradesh (hereinafter called
“the Government”) on demand the sum of Rs. ............ (Rupees............... )
together with interest thereon from the date of demand at Government rates
for the time being in force on Government loans, or, if payment is made in a
country other than India, the equivalent of the said amount in the currency of
that country converted at the official rate of exchange between that country and
India AND TOGETHER with all costs between attorney and client and all
charges, and expenseés that shall or may have been incurred by the Government.

Signed and dated this 2V Of ceeeii, ne thousand
nine hundred and ........................ e Signature ...
Witness (1) ...coveenann.nnn, e PP
(2) o e
WHEREAS I ..o, am granted study leave by Government.

AND WHEREAS for the better protection of the Government I have
agreed to execute this bond with such condition as hereunder is written.

NOW THE CONDITION OF THE ABOVE WRITTEN
OBLIGATION IS THAT in the event of my failing to resume duty, or
resigning or retiring from service or otherwise quitting service, without
returning to duty after the expiry or termination of the period of study leave
or at any time within a period of three years after my return to duty I shall
forthwith pay to the Government or as may be directed by the Government on
demand the said sum of Rs. ..................... (Rupees ..............cco )
together with interest thereon from the date of demand at Government rates
for the time being in force on Government loans. In the case of the breach
of the conditions of this bond. The amount mentioned above shall be
recovered as arrears of Land revenue.

AND upon my making such payment the above written obligation shall be
void and of no effect, otherwise it shall be and remain in full force and virtue.

The Government of Madhya Pradesh have agreed to bear the stamp duty
payable on this bond
Signed and delivered by ...... PP in the presence of...............

Witness (1) ..ooovviiiiiiiiiiiin,

Accepted

for and on behalf of the Governor of
Madhya Pradesh.
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FORM 7
(See Rule 50)

BOND TO BE EXECUTED BY A GOVERNMENT SERVANT
IN PERMANENT EMPLOY, WHEN GRANTED EXTENSION
OF STUDY LEAVE.

Know all men by these presents that I ......... P resident
of o e in the District of ..., at present
employed as .................. s in the Department/ Office OF tiiviiiiiiiininains

do hereby bind myself and my heirs, executors and administrators to the
Governor of Madhya Pradesh (hereinafter called “the Government”) on
demand the sum of Rs. ..................... (Rupees ............... ) together with
interest thereon from the date of demand at Government rates for the time
being in force on Government loans or, if payment is made in a country other
than India, the equivalent of the said amount in the currency of that country
converted at the official rate of exchange between that country and India AND
TOGETHER with all costs between attorney and client and all charges and
expenses that shall or may have been incurred by the Government.

Signed and dated this ........................ day Of ..ooooiiiiiiiinnn. ... one
thousand nine hundred and ...................

Whereas T ...... T was granted study leave by Government
for the period from ........................ 170 SN in consideration
of which I executed a bond dated ........................ for Rs..ooooiiiiiiii,
(Rupees ............oooenenn. ) in favour of the Governor of Madhya Pradesh.

And whereas the extension of study leave has been granted to me at my
request until ...

And whereas for the better protection of the Government I have agreed
to execute this bond with such condition as hereunder is written.

Now the condition of the above written obligation is that in the event of
my failing to resume duty, or resigning or retiring from service or otherwise
quitting service without returning to duty after the expiry or termination of
the period of study leave so ‘extended or any time within a period of three
years after my return to duty I shall forthwith pay to the Government or as may
be directed by the Government on demangd the said sum of Rs. ...............o..n.
(Rupees ....ooovviviiinnnnnn. ) together with interest thereon from the date of
demand at Government rates for the time being in force on Government
loans. In the case of the breach of the conditions of this bond, the amount
mentioned above shall be recovered as arrears of Land revenue.

Angd upon my making such payment the above written obligation shall be

void and of no effect otherwise it shall be and remain in full force and virtue.

The Government of Madhya Pradesh have agreed to bear the stamp duty
payable on this bond.

Signed and delivered by ................... ... in the presence of.

Witness : —(1) ......... e e

Accepted
for and on behalf of the Governor of
Madhya Pradesh.
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FORM 8
(See Rule o)

BOND TO BE EXECUTED BY A GOVERNMENT SERVANT NOT IN
PERMANENT EMPLOY, WHEN, PROCEEDING ON STUDY LEAVE.

KNOW ALL MEN BY THESE PRESENTS THAT We.....................

resident of ......ooviiiiiiiii L, in the District of ........................ at present
employed as ...l in the Department/Office of .....................
herein after called the obligor and Shri .................. cson of ... .l of
............ +eevenen.... (herein after called the sureties) do hereby jointly and

severally bind ourselves and own respective heirs, executors and administrators
to Pay to the Governor of Madhya Pradesh (hereinafter called “the
Government”) on demand the sum of Rs. .................. (Rupees ............... )
tbgether with interest thereon from the date of demand at Government rates for
the time being in force, on Government loans, or, if payment is made in a
country other than India, the equivalent of the said amount in the currency of
that country converted at the official rate of exchange between that country and
India AND TOGETHER with all costs between attorney and client and all
charges and expenses that shall or may have been incurred by the
Government.

,Signéd and dated this ...... e day of .....oooooiiiii one
thousand nine hundred and ............... Signature of the Obligor ...............

Sureties (1) .....ooeeenn.n. TR

(2) ceeenenen. S

Witness (1) .c.coevevinininininne.

(2) oo
WHEREAS the obligor is granted study leave by the Gowernment.

AND WHEREAS for the better protection of the Government the obligor
has agreed to execute this bond with such condition as hereunder is written ;

AND WHEREAS the said sureties have agreed to cxecute this bond as
sureties on behalf of the above bounden ........................

NOW THE CONDITION OF THE ABOVE WRITTEN
OBLIGATION IS THAT in the event of the obligor Shri/Smt./Ku.............
failing to resume duty, or resigning from service or otherwise quitting service
without returning to duty after the expiry or termination of the period. of
study leave or at any time within a period of three years after his return to duty
the obligor and the sureties shall forthwith pay to the Government or as may
be directed by the Government on demand the said sum of Rs. ..................
T ) together with interest thereon from the date of
demand at Government rates for the time being in force on Government loans.
In the case of the breach of the conditions of this bond, the amount mentioned
above shall be reCovered as arrears of Land revenue.

And upOn the obhgor Shri ...l and/or Shri ..................
and/or Shri ............ s the sureties aforesaid making such payment the
above written obllgauon shall be void and of no effect otherwise it shall be and
remain in full force and virtue. 43/ 191
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PROVIDED ALWAYS that the liability of the sureties hereunder shall
not be impaired or discharged by reason of time being granted or by any
forebearance act or omission of the Government or any person authorised by
them (whether with or without the consent or knowledge of the sureties) nor
shali it be necessary for the Government to sue the obligor before suing the
sureties Shri ..................... ...and Shri ............... ST or any of them for
amounts due hereunder.

Signed and delivered by the surety above named Shri ........................
in the presence of ........................

Signed and delivered by the surety above named Shri ................ R
in the presence of ........................

The Government of Madhya Pradesh have agreed to bear the stamp duty
payable on this bond.

Signed and delivered by the obligor above-named Shri ..................... in
the presence of ............... e

Signed and delivered by the surety above named Shri ..................... in
the presence of ............... creeenes

Signed and delivered by the surety above named Shri ............ e in
the presence of ......... e,

Accepted
for and on behalf of the Governor of
Madhya Pradesh.

FORM ¢

(See Rule 50)

BOND TO BE EXECUTED BY A GOVERNMENT SERVANT NOT IN
PERMANENT EMPLOY, WHEN GRANTED EXTENSION OF
STUDY LEAVE

Know all men by these present's that we ... resident
of ...l in the District of ........................ at present employed
AS teieii s in the Department/Office of ................................
(hereinafter called “the obligor”) and Shri .................. son of ...... e
of ..oooiiiiiil. and Shri .................. son  Of .cooovvininnn.. of ...

(hereinafter called the sureties) do hereby jointly and severally bind ourselves

and our respective heirs, executors and administrators to pay to the Governor

of Madhya Pradesh (hereinafter called “the Government”) on demand the sum

of Rs. ..o (Rupees ................oeo.e. ) together with interest -
thereon from the date of demand at Government rates for the time being in

force on Government loans or, if payment is made in a country other than

India, the equivalent of the said amount in the currency of that country

converted at the official rate of exchange between that country and India And

Together with all costs between attorney and client and all charges and expenses

that shall or may have been incurred by the Government.

Signed and dated this ........................ day of ...l One
thousand nine hundred and ............ 441191
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Whereas the obligor was granted study leave by the Government for the

period from ...... seneearequsasnnien B ¥ T in consideration of which
he executed a .....................L.. bond dated for Rs. ......................Ll.
(Rupees .................. S ) in favour of the Governor of Madhya Pradesh.

And whereas the extension of study leave has been granted to the obligor
at his request untii.

And whereas for the better protection of the Government the obligor has
agreed to execute this bond with such condition as hereunder is written.

And whereas the said sureties have agreed to execute this bond as sureties
on behalf of the above bounden.

Now the condition of the above written obligation is that in the event of
the obligor Shri/Shrimati/Kumari ........................ failing to resume duty,
or resigning from service or otherwise quitting service without returning to duty
after the expiry or termination of the period of study leave so extended or at
any time within a period of three years after his return to duty the obligor and
the sureties shall forthwith pay to the Government or as may be directed by the
Government on demand the said sum of Rs. ............... (Rupees ......... S )
together with interest thereon from the date of demand at Government rates
for the time being in force on Government Loans.

In the case of the breach of the conditions of this bond, the amount
mentioned above shall be recovered as arrears of Land revenue.

And upon the obligor Shri .................. s and or Shri .....................
and, or Shri ............ eeeeeas the sureties aforesaid making such payment the
above written obligation shall be viod and of no effect otherwise it shall be and
remain in full force and virtue :

Provided Always that the liability of the sureties hereunder shall not be
impaired or discharged by reason of time being granted or by any forbearance
act or omission of the Government or any person authorised by them (whether
with or without the consent or knowledge of the sureties) nor shall it be
necessary for the Government to sue the obligor before suing the sureties
Shri ...l and Shri ..................... or any of them for amounts
due hereunder.

The Government of Madhya Pradesh have agreed to bear the stamp duty
payable on this bond.

In witness thereof ........................ The Government servant above
named has signed these presents the day month and year first above written.

Signed sealed and delivered by ........................ in the presence of : —

Accepted
for and on behalf of the Governor of
Madhya Pradesh.

GEPB—1347—-10-9-77—150,00.
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ERRATA

To
M. P. CIVIL SERVICES (LEAVE) RULES, 1977

S. No. Page Rule Line Incorrectly To be read as
No. Printed
m ® 3) ) ) (6)
1 5 18 2 ¢)) (1) (a)
2 6 19 2 of on
3 8 (After 26 (4) 1 Not printed 27
4 11 32 1 on an
5 13 35 1 Not printed (Starting sentence)
Except in respect
of  the cases
covered by rule
18.
6 13 35 1-7 Explanation Delete the Ex-
planation
7 13 38 7 Not printed ‘of> (between the
words maximum
and six)
8 14 Note below 1 1) 2)
rule 38 (1) 2) 3)
) 4
9 14 39(6) 2-3 except the leave This sentence should
granted under the be deleted.
proviso to clause
(b) of sub-rule (7) .
10 15 40-A 3 Not printed add ‘for concurrence’
after the word
‘Administrative
Department con-
’ cerned”’.
11 20 55(2) 8 Studp Study
12 22 FORM FORM OF LEAVE
No. 2 ACCOUNT (Be-
low Form No. 2
and above (see
Rule 14)
.13 22 FORM 4 (Col. 4+11—6 (Col. 44-11—6)
No. 2
14 23 FORM Line 1 helf half
No. 2 in note 3.
15 25 FORM o2 RULE 32 RULE 31
No. 5 (In capital
letters in
the head-
ing)
471191
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v, ST 3R AR e,

FHIG: TF 6-14/2012/H-T4RE srarer, feis: 28 /0772015

ufd,

ST AFA Tag, GRT A0S Td 34T AR & 308U A 11208-
3209-79RE-31, AP 26 30K, 1974 ¥ FAwAWer facaw dfear Geg-2 &
g oRfRse-5 & ufdwnia avauey sverR oy Bws vg Jar suse
wadr qd F Sy wered ey, Adu/fme Prsemdr awa gr dave afifdee
HIAR "ACGURY HUBSR Y I AT Ui [@TH, 2015" dehrel wHE J

SR @R ) @]t §
HATT: -SRIGATGAR | o

AT F AT FATH Y

Hwa;tza'm
(ATFAE A=)
vHgE wfEa,

| HCTWRST ATE,




/27

g0 FAI: TE 6-14/2012/3-TARE s, faeid: 2.8 /07/2015
wfafaf-
IR FEY WG, A9 4w, Rea e, e, S
FERRIGHR 7. . TR, T Q&A@ Td gehardy, TaTfer|
AT TSI & |k, 7.9, Hurd
R, &fF Jq IR AL =R
s, derged, A9, S
T4y HETed, A.Y. @Y 3007 foerer S|
R IR YA U AAF  FIATE o AR
37 fodss ATEE, AE0T Ud oG W, AVTRN ur @ IS A
TR | _
U HRFK, FTEFE @ 0 UDHrss, FAEE, HIT|

. o« g\?‘!‘":"?“!‘-’-“

(31faer ARA)

| 3qafg,
HEASY Y,
|
1

- 507191 )



AT Te9l AUSR & dell Adl 3dmciol ok 2015
AT 1 — TR B SYoH
1. PEGIEE (lntroductioni

B B ¥ Frdgyer, waagadl, ot Refia v aferet g
B D AR YT B GeH AT Y STl Bl qG1A1 < b §gewd W o AN,
B YT T4 99 gehl gRT AT U9 AT QU 2g ARy WUSR $Y el
Har SuToiA M 2015, AR BT € | -

2. waEdleral (Applicability) %o

Y o Aeuycy TN B 9Rsa oM, g wred @1 50 wfaea 9 eiftw
IUS HE SRR dur vaRd vd TR el ) a2 3 fam s e
gRT 39 WvF g 9a-99d W ffafde fem, dwrm s sfewr anfe w 9@
L B | R agell @ $9 W g7 fm anp T g, S W & R/ i e
W,ﬁm(trading)ﬁﬁﬁmiﬁqiﬁwgl

3. URMMWN (Definitions)
31 BISGAl (indentor) ¥ AT B T AW AN HRA ¥ WAGHT A& WRAGR] |

32 MUl (Goods) W AU B BBl NI Ad TR@ @ Fded o SuAT 3G HF
S aTell aegd «fbT 398 qEd, USHeH, AHe 9F9-uEer anfe wfie e
g

33 SUSHBd ANGROT AT T FIBAT P AT D URYEY F USIGA] b ARAH
W A/ HA STl BRM 'Y ST IR )T R 6 @ e i e |

34 SLOILGYE. UUS Sl (D.G.S. & D)W IV ® IRT WER $T DT 5T G767 |

35 W(Suppuerlﬁmémaﬁwma%mﬁwm
T /A WEH B arel- fAmtar /dar werdn / Saw /fRanT /7 wven /wd /yee
4 fdd w—wergdl g /afed afy |

36 qﬁﬁ_d;__d GTTELﬁ'rfﬁf (Registered Supplier) ¥ 3T & WM fAfeer ufear § wrr o
B SUSHS! sttt § Gollad FeredT |

AR .



37 fAfAST W9 (Tender Document) J It 2 W 9 S o fhei
Hmﬁ/ﬁmaﬁsrmfﬁm,w,aaﬁﬁaﬁﬁawwﬁﬁrm,w/wﬁﬂ%@
wrd TR A sifwm Rl wRem AR/ TRE 79 A @ wd e\l &Y ||
¥ AAIS I T TEHIRAT FHIRT B |

! 38 AT (Tender) & WG B fFfaeT St @ 3 yfaecr ® 9l /¥ar e
I TR ¥ TEIHAT gRT g ARG T |

39 fAfAgT AT WIRIGRY (Tender Inviting Authority) ¥ 31WUT & T mfd &+
?q WitrGd E |

310 fAfdeT wereal miterR (Tender Accepting Authority) ¥ Ifg 2 fAfder WeR
& g Wiited e | | _

311 fAfAeTsal (Tenderer) & afiVa & fARIT TRgQ o= aram &fd, BH e Sl |

312 ARRG G (Reserved Items) ¥ JAWIT B FRI—THT W TARE0 & eadi=
w6 IgaR IRRC o 74 9 F IeailRad awqy |

313 IR A (Unreserved Items) ¥ NG 8 RET Al &1 Blesax 31
R

314 & U9 Y SENT 9§ AT ? geW, 99 U9 wegd Sed fderd fefaE, 2006 @
gRI-7 3iaia gy Sem |

I 4 33 qa fHgid:

Ao f2a # H9 ¥ 9eW TN 3 98 Reert ok Saeedl B8Rl 5 98wy
W wdfe ekl § wrdgen, wHadgd, faaian, TReRfr @ uftrwat gfafed
B B WA G B Y AT Y AT B gl < gy wAed Inyfiwatent @
11 3 R 9 29ER W |

5. 4 B foy vew uider) :

T 3 WG T T D ANGR ST A GRT B T i et 3
YOI $ IR A R 1 R sy 9 afiga e @ @ e,
HAUSH! AT 3 JFATHBI FeRARi wia A JfeR SHB fAchy aeR & yomries
¥ a8 |

6. IR wERR &1 %9 :




Wwaﬁwmﬁﬁﬁﬁﬁmmﬂwm%wﬁm
@mmmlwﬁm—a@aﬁaﬁhmﬁmmgﬁqﬁﬁr@ﬁmﬁw
SUTSHGAr B B ARgH ¥ fBar S |

7.  IRET wEiR @ yerearel @ aeaH | WY 3y

faH—6 & 3fTid Yol B JIferGa SUSTHG DRV §RT USSR @ Al
w ey frarfea fear R g waea R agedl 1 fdRw Syt
AMHROT ERT AYAI-AUAT Jq@ge W UIRiT by Sar 99 s/ead @ W |
BIGhdl SWFER FuiRa a0 ) R o soEal o 39 o, 2g fia oda &
AeEH /U ARY R BT | 59 S 2 ISRt g1 et SuTsHadr AAHRor
1 3 yfAed Ja1 Yo U9 9UE W PR gob & graE fear s

8. 3R Il &1 g /el :

IR |l &1 % A9 9, 10 Td 11 A Ioaifad WUl & AR HAGAT
gRT W1 f5ar S || Sl Wl B <) QSiwd. grs Q. 3R /91 7Y oY ST
e A Suaer 8 @ e Fgdat g7 39 Gvemelt | off Wl s @ o g |
AR T WRPSI STl 9 81 W YVSK B9 94 & YU & dgd 9 5y o
Lic T
9. ﬁmaﬂ%ma%ﬂmﬂ’rmm

ﬁqﬁmﬂmmﬁmmﬁmﬁv@atﬁrﬁzﬁﬁmﬁﬁaﬁmww
T3 B JUR W By A FAfaar oy 5 R ude s W W 20,000 /-
(T 9 TR W) TF F HoU D IR G B @he @) o we —

e T T IR R g § 5 Ba @ € areh
T aan dR R (@) $ saR ¥ R e Bu R
Imgfeipal | Sfra Fma w fear mr )

mﬁa&a@%mwuﬁ%wmwwﬁwmﬁmm
R FE fHar S g |

l 10. fria wg wRfy gRT 3 —

TG MDY B B U st wE 3 g st ¥ qewy araey

’ W @ Rt T SR TR @ e | st Wt § Rt o TR
mmw%aﬁwamm(amwawa@aﬁgmmmmm)a%
gm%mmlﬁrwﬁumﬂﬁrﬁwﬁajm%wwmwwzoooox

T (9 TR W W) § A R 1,00,000/- @® o@ w9 A7E) 96 @



FRRT SR $1 e o g | i g |fifa § St wR @ e 39
Hew 2 R ¥ gumive (e 9o i amal &1 TMeR B | 98 |, ) 6
Iqgaar, o AR il @fifrew) gifed s & T 9eiR @1 wda
w3k SugaT amgffedl o vgE HM | B/ USHRY ST BR Bl AT HA
? Od iy & 9ow Wgad ®Y ¥ EER 06 3T o Rers oxi -

g far ST B fF B ... B9 9 & e 9ge WU 9
3R afaTa IR W 39 99§ g § 5 v wrelt © w5 9 s @ S € 98
g Rl (@Rifbaee) @ik TUEawn & w2, $9@ P TEfed R
@ AR ? IR R smyfifwat @ Rl &t 7€ 2 98 gea Al B gl awe
@ forg favaw iy ok wem & 1"

=g YRl BT ST TP HE § o) aR ¥ e rawsi W & Rhar W | |

1. AR G eq fAfder e -
a1 ifyg e
aLLn 39 9gfd @) 9 9Hal § IuErn o 9ei—

(@) 94 BT B A I AN BT AT qod WU U A 96 &

(@) 59 BT B WM qeh TN BT e T oG BUd QB 8, W FRA 9
gerar 10 ¥ iR ugfd 9 o3 &A1 S99 soar areHa 78 8

(M R A< 11.1.6 7 Scailgd AT H |

(1.1.2) R <wIS @ gfoRi S9 Wl BH B S 5 3w Wit & e Rg deliea
ayfdedist B o A €, 9§ Wi ue/wigd 9 /IR /5 9
Al W | g9e sifaRad Wfva ffaer o1 39 amrRa war far s

(11.13) ST B w=gd FA B U 49 § @ AN 9IH B R ¥ EAW o7
feaw &1 wwa fear s |

(1.1.4) AT PR & yaxolt & O @ afe Toliaa enqfiedtel @ e wra &
3MALAH BT |

(11.1.5) A e & oo § §-omd wEew ¥ B9 @ Qdey SUde @ |
oM WEeW B oW W 3w @ Ry ¥ v ume g o
JqaIged W @ B fH o1 WM | 39 ¥g gAAH A werEediet @ o 9
GEEICARCI T




(@) e T @ gRT g8 TERE U S @ e § fE smmetas
gRfRerferai (Emergency Circumstances) fram= € e T-I?l'a""lm fasmfua
AT @ T Q 39 1 7§ e 18 f ofaRed @ = B

(@) off & wha PAEd v & 9@ € 3R Y WA @ |FET $1 i
(@) ¥ S o9 B, R ot fbar an 8

(1.17) mgfiematst 1 ool —

(@) v fami @ 9T sed @ Sw @ oy weeee: R wnrl @
g @ fory Rivawy ia wifia & & gfe 9 53 e g e
i SurSiEa AGRON gRT aH R wEH amyfifcatell ® AR A TAR
u & Tl | R AR angfiwatet B deied Tgfiwdl” & w9 H S
!-, ST | T ) e B, Wl R g e @ S e wa |
| Gt amgfdmatall @ Wit ffder @& mem § al @ B S forg g
I A U GHT Q| T8 Jar fen e {6 usfigd smgfiwdtet @t
‘\ e e @ e & arfe wrauieie e w8 w9 | sgfiedi
® GofEd @ qd SRl SAEA &, U FEEer gomell, faed Swid
31, g g 4ff, of Freres anf &1 el gde | f&ar s
2| B Rrmeme sterar sETe e ), e @ @ amyfifeatel
T USgd B D, T S T /HRn A S9e df T Sl B

forg fady wu | anfEra &

|
* (@) oMol /smyfiedtel @ e MlREd ey (1 ¥ 3 af @ d@) @ o
\ goliga frar wmgm S Wt @ e WP BT | g9 sEf @ 9g
S angffeat dofiexe S @ aTedr /Aed €, S99 (I%) TEEeRe @
| 7 v RR ¥ s &1 B8R | AN Syl / amgfdediall @ goieRor
R fEA N T fER e o1 e, 9vd 5 9 onfaa Al 1 @
| R B |
() dofgd agfiedt & Bl froed g9 AR @ Wad IR @ e |
| o B el st T B W B e T B § W R
el B YRS TE BRA T Jerar Toraen R Wl @ amgfif wRa @
| 1 &l ol & |e S 9o SR 2 a7 R U ANy amR W @
T @ gfe § defea A € @ A uelig sgfieatet @t argmifdd
amgfiiaatell @ gE | g o WH |

(@ T wed gRT ARG SunHedl afiewr gRT Wi ffRer &g
agfefeatell @ TSlET & Way § Hrdard o e | 39 B ’g e
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gR1 FuiRe oofims goe onqfdeatell @ form Srom | arfewyy g1
argfdfpatel 1 uoiiaT S Rl 7 ScuTeH AT @ e qeiT Reer
fréteror SwRiq fbar g | angfdediel @ AgaR USRI @ SRiAEl @
PR 3P Al SUTSHGAl ANHRT & qied W TR S S| g
A BT SUANT W BB AAWRHAFAR R TD |

(11.2) Gell fAfd=r -

(11.2.1) BT B TH qrel AR B AT o4 05 aRE w0 (KW Ui g A1) |
e BN s a9, 10 A 111 ® FuiRa wgfa & o3 o= dwa e
T T BN Y A gl PR @ wem @ By B eraE o R |
et fafaer 7g §-CveRm yomell &1 IuAT &_ar Afard B faMeT &
W P I-ucd G T B B e F I gR1 -2 yomelt 3G dw
HIGT ST I D DI /30 G GRIF B Gied &I ST fdhar o1
FHT |

(11.22) 3-Na & AfRed @Us aReTe 9l $H F 9 U6 TS e THER U=
Td ) IS R HER UE Al fAsmes ueiidd R e qen e
&1 fawga faavor dida W Iuaer HRAr A |

(11.2.3) 9 Hrew Ef?r 4 P qa9IsC 8, SHd gRT AJuHl 9t fsnfid fAfaeret @
JT e W YR SR gY THMEH dawse @ W foid waw @
ST | -

(11.2.4) Geit ffdeT Frrgar € fis yomelt w esmnfRa &ft —

(@) afiiae wd ok fegm @ w1 o geie @R Tl geiE e, ok

(@) fIcih fie i daiat e ¥ Scofad Sl @ v Sarc—9r g
<uig g 8 |

(11.2.5) ITHIIAR fAfder # sl difedt @raafaaa fe) o @ &
Q& AT USRI (demonstration) @ WTGUTE BT AR AT ST WS |

(11.2.6) TG FAfAET FEaT & yorm RAie | e e Ty @ JeaEe ®
Iuciis BF & fAie F, o ff T § @, w21 Raw &1 W Afie
TRIA BY &g e o g ey aRRafial § aror iR avd gg
Jeaprierd ffaar A ot @ oW weh Rt PR wge e 3y
FHI—H fAfder g fedie @ <rm 14 g gl |

(11.3) & fAfeder -




ﬁﬂﬁrﬁaﬁqﬁﬁuﬁiﬁﬁmmﬁ-m/mﬁﬁmmmmmz

(11.3.1) T8 SR T /6Ren A e § € 5 P9 e wH Ry & sfé |1
3! fafatar & |

(113.2) 39 Reafy § fhed aftrm A1 &7 A, B9 @ @ET JEwEd § AR W
frofa &1 R ReTE fFar ST =1fRy 9o 39 YoR & 59 8g U@ Aol =)
WR @ AMPBRY (Next Higher Authority) BT IAIG U<l QT -STQ |

(11.3.3) T 1 AR ol FT ATSIBROT ISRV B T Wl & IAHed T B
fau (Gem deae fOdme & 9o W R \EF WiNE & IFERT W)
mmﬁm%ﬁﬁﬁwﬁﬁ@%mm% |

(1134)@%%5&/@@?&%#@%/%/%%%?%
g1 frfoRea o # siferey avg yao—ua oY fdar g —

) W ... N 3RO W BT AW Rear T
(@) frfafaa FROT | BIE 9 make T model WHTE & B |

@) wew WRHEN B rEfa |

(U /U ARBR B TG B T TEIER)

12. fafder <= 1 wiefd ¢

Wﬁﬁﬁﬁﬂﬁ@mmﬁmaﬁﬁ‘ﬁﬁﬁw[reasonablllty
ofratcs)ﬁﬁWWWﬁﬁwmmﬁWﬁWﬁw

[ |

13.  [Afer sl @t fivgerg ¢ fAfaer cwmst § frergar wf) wdt ek P
(terms and conditions) 3R IR BT FARY BN -

HeqTg—1:

SEYTg—2

HATI—3:

AT —4:

P & frg i
whrar & o

et Y SR

Rt ok o wag T @R



IeF—6:  faaT B

FAR-7:  HAGAT / IurTdbdl 3R ffacmatel grr swma feg &
qT I TS B, IS BE T,

g WIlq 3:[3'5{':—:[ (Maintenance Contract) :

Y /IS @ 9 qrell WA B ARRT 3R WHY B AMR R AARSATAR
Al @ agfdeal W A1 fRE o WeW BH @ Wi SR Ay & forg v Y@
Wfaer @ o G| T8 AW AL e & Iw Awh B gcihat d W & fda
S | :

15. fAfder 9 'Flﬁ"i‘iﬁf (Earnest Money Deposit) :

15.1 weRvar, ffder & aRefy, w9 /Sl @ S arel Wl @ gt qed
& <AaR 3 gl Brft | fRfaeT o afed @ wd—ad A fam / SurstHed |
ween gw fuiRa & e @ FRe sxes § el s ffeer @
wionffa < g A i o aiftiae 99 &/ favmT / Surciaadt €@ & @t §

- fevis give, ATl oM WG, d9d 9% YAl §F TRA @ ®U H TH @ oS
w1 | fAfder. @ uftngfa, ffaer o siftm duar fifY @ qg Yo R @Y aafy
& forg du T Smawd B |

152 e fAfderedest @ Pl @1 il @ ffder @1 it Qe fafyr &
Ffita & 91 I iR 6fier e fHu oM @ 91 afead 30 9 & sicx
drerg St |

16. I URPY (Performance Guarantee):

16.1 wfacr &1 Sfaa frere gfifaa & & fov awa Miiaedt & srevasargar
e gfteffar s & S\t e ofefy @ i wEe: w@fer @
T8 @ giE W W wfowa erft | fPreres afegfa il e ar Rl o aiftrfre
%%mw,mwm,W%Winevocable%m?ﬁWﬁ
ST DY ST Hh T | TR §F TR BT HATA G 5 | BRIAT ST |

16.2 WWWWF@H%{WH&WH@WW&#%W
BM B AR @ 918 W18 R B el 9o @ fore g B araws Bnm)

163 fwreT e wa €M R o Pfieadt @) ffder sy der o




mmmm/wmaﬁwm |
Hiber ¥ S YRR (Premises) 1 Feror fsam <\ |

18. VSMIGdl P YSH R :

o ffieed @ s @ sEfl fufRa s gu saeal / Sursi-ad R
ERI Y AR W A SQem | Seredal &1 98 < s 6 g8 fuiRa wwarafer
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(ix) i wew RS @ when & forg ooeTé W areh ST ik |
s6. faiftg fifter —

facifae fafdar st Rfffe ot ok T @ T s g AfE R R |
foan g |

47, TEAH PfAEr @ JeAied —

e Ffder @1 v ok JwieT wEaftn T gt fda qoaies afify |
g1 fpar wmgaT | 7w Wiy fRvem iR [T fhy T aedel wael B R b |
IFR T B BRI B AR F Rifag el | |

48, THH ©U ¥ Edr ww Hfdereall @ sy v o1 geaiesT —

fomT g A= w1 Pfieredtst @ fcia e @ @ren Se, R geie
HfAft ERT aeiel ©U ¥ o 9IRa fRar T @) 3w we Wl N R v @

ARG, B Tal FTAR v AR favawor o= Gafda fAWeT grr wwd et
b1 I fovar S |

49. URTYIGIGT T 7919494 (consultancy by nomination) :—

defed ¥ Ry oRRufel & smmfa fodl ARy wowferar @ w99 @ |
D B D T 4 G Tol T & U W (el Sd 999 & v wafq s
SUE 8, Uhel wid 904 @ S B fifieg wxd gy W wed B9 B 9 w1 |
S qd e WRIBT $T AT W a1 ST aawad Bhm |




r 50. wfaer o AR {monitoring the contract)i—

| formT gRT WReTeieTar @ @i e &1 waa gdderr e smem @ife aRker,
IR B ITHY B |
51. QB ASCAIRT {outsourcing of services)—

RrmT PreefieT SR SR B gRe ¥ HYIRAITER YAt B ArSeHRiT
FR G| 39 vq fIeqa argewr ok ufvar &1 fMufor w&fta favmr g féan s |

|
- 52, wuifaa wfierwaten @t Ugdld (identification of likely contractbrs)—

| T g7 T YBR © P § Gord oy fMEN ok WeAt @ ofuwiRe @

FRTTRE Ypars, AuRe TF-uHeRl, Jewge anfe & Wegd | WA (potential)
‘ wfaeraafal @ G TR B S |
|
|

53, fAfder & I (preparation of tender enquiry ):—

J fdrT g1 SSTERiT w8 fAfaer Wy dgR faar Sirge, o g qrar
‘ @ -1y fEfofaa &1 f S 8

() vfRcEdl @ Y 9F 91 SR AT |4t @& SRy,

(i) fmT R wfRETEal B e B S el gRe| iR e,

(iii) snfE P /¥ T B fv wRTFat gRT Q@ @ O Al e Wik o
AMgs, R

(iv) HfQreal gRT Ui @ 9 arel |rfafd® (statutory) 3R WfIQNTd SreaTg

(contractual obligations)

54, fAfaed ST SRAT (invitation of bids)i—

(@) w9 500 G T FA G AT [od B B AT WA B I, M gw
frm-s52  sfrfa wwifda wferedis @ mufie g @ 9 BRI gg vem
Tl U AR e wfderdatsl w1 999 B S} R 11 @ sar @fa
fAfdar & s wxame smEa fey ST | @ ffaer @ fog 59 TR weEm
g Ty wfireatet @ e B W B T B Ry

(@) W 500 A W ARG B YT T B PR AT /@ B g AR gRr gl
fifaer st @ STu | 9 3G e U W wRefe e I e SR
T Td 3 o wN AR wE e R e s s fkga
faaeor foamT & $-uide W SUAEr IR Q| TRE W S o e

e e @ g 21 Rew &1 v R oo | wawE ¢ fis womeh 9
HIY S | |




l- 55. “fasifea fAfdeTd (ate bids)—
| facifda ffder sfq i e R 9 & 92 wa 89 arell ffder ®
R =& fvar strgEm |

|
56. BB YR BI JeUIBH (evaluation of technical bid)— |

aaea fAfaer &1 favewor R eried |efta favm grr fda qeuies wfRfy
g1 f5ar s | 98 | ey 0k q@ies By U el gaEl o e a1
IEBR B D PRI Bl fIwR F fofleg avf |

57. [a=ig UdTg @1 (@A (evaluation of financial bid)'—

faarT gr1 A 99 FRierealsl @ sy wae &1 @rer sem, {5 T g/
Tfd Aeuied wffd N1 deial ®U ¥ U O fhar T @) 39 e @
focia =g @1 fAfdsr o wal IuR [@ied iR favemy & §efa faam gr
Hod Rfdcreal &1 9= fear S|

58. U 9 ImScafRiT (outsourcing by choice)—

Ife smuaifes aRRefd 7 AP w0 9 g7 7 dieR @ 9% o1 aecady
BRAT IS B, A T F wem e, iy Goeer @ wWHyt v\ @ arg S
X WHUT| W@ Ael A e i, due 9 sreeaiT $ B uRRufar ok
T & B aren 9w R I waee f w9 &1 U 3= I 26|

59, wfaqr @1 qAqEor (monitoring the contract) :—

fORT gRT Wewierar @ &1d fasares &1 wad gdasr fear wren aifs uRem,
IqQe & ATHT B |
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Link of IQAC Committee and Minutes of Five Years

http://edckhargone.org/minutes.php
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Guidelines for the Creation of the
Internal Quality Assurance Cell (IQAC)
and Submission of Annual Quality
Assurance Report (AQAR) by Accredited

Institutions
(For Autonomous Colleges)

(AQAR format based on the revised Manual for
Autonomous Colleges)
(Revised in April, 2020)

Version 1.0

=yl e By . iR =
pom (LR T

ferafaened sigem s &1 @Ed awH

NATIONAL ASSESSMENT AND ACCREDITATION COUNCIL

An Autonomous Institution of the University Grants Commission
P. O. Box. No. 1075, Opp: NLSIU, Nagarbhavi, Bengaluru - 560 072 India
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NAAC
VISION

To make quality the defining element of higher education in India through a combination of

self and external quality evaluation, promotion and sustenance initiatives.

MISSION

<2 To arrange for periodic assessment and accreditation of institutions of higher
education or units thereof, or specific academic programmes or projects;

< To stimulate the academic environment for promotion of quality of teaching-learning
and research in higher education institutions;

<2 To encourage self-evaluation, accountability, autonomy and innovations in higher
education;

<2 To undertake quality-related research studies, consultancy and training programmes,
and

<2 To collaborate with other stakeholders of higher education for quality evaluation,
promotion and sustenance.

Value Framework
To promote the following core values among the HEIs of the country:

Contributing to National Development
Fostering Global Competencies among Students
Inculcating a Value System among Students
Promoting the Use of Technology

Quest for Excellence

YV V V VY
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Guidelines for the Creation of the

Internal Quality Assurance Cell (IQAC)
and Submission of Annual Quality Assurance Report (AQAR)
in Accredited Institutions

Introduction

In pursuance of its Action Plan for performance evaluation, assessment and accreditation and
quality up-gradation of institutions of higher education, the National Assessment and
Accreditation Council (NAAC), Bangalore proposes that every accredited institution should
establish an Internal Quality Assurance Cell (IQAC) as a quality sustenance measure. Since
quality enhancement is a continuous process, the IQAC will become a part of the institution’s
system and work towards realisation of the goals of quality enhancement and sustenance. The
prime task of the IQAC is to develop a system for conscious, consistent and catalytic
improvement in the overall performance of institutions. For this, during the post-accreditation
period, institutions need to channelize its efforts and measures towards promoting the holistic
academic excellence including the peer committee recommendations.

The guidelines provided in the following pages will guide and facilitate the institution in the
creation and operation of the Internal Quality Assurance Cell (IQAC). The work of the IQAC
is the first step towards internalization and institutionalization of quality enhancement
initiatives.

Its success depends upon the sense of belongingness and participation in all the constituents of
the institution. It will not be yet another hierarchical structure or a record-keeping exercise in
the institution. It will be a facilitative and participative voluntary system/unit/organ of the
institution. It has the potential to become a vehicle for ushering in quality enhancement by
working out planned interventionist strategies by IQAC to remove deficiencies and enhance
quality like the “Quality Circles” in industries.

IQAC - Vision
To ensure quality culture as the prime concern for the Higher Education Institutions through
institutionalizing and internalizing all the initiatives taken with internal and external support.

Objective
The primary aim of IQAC is

e To develop a system for conscious, consistent and catalytic action to improve the
academic and administrative performance of the institution.

e To promote measures for institutional functioning towards quality enhancement
through internalization of quality culture and institutionalization of best practices.

Strategies
IQAC shall evolve mechanisms and procedures for

a) Ensuring timely, efficient and progressive performance of academic, administrative and
financial tasks;
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b) Relevant and quality academic/ research programmes;

c¢) Equitable access to and affordability of academic programmes for various sections of
society;

d) Optimization and integration of modern methods of teaching and learning;

e) The credibility of assessment and evaluation process;

f) Ensuring the adequacy, maintenance and proper allocation of support structure and
Services;

g) Sharing of research findings and networking with other institutions in India and abroad.

Functions

Some of the functions expected of the IQAC are:
a) Development and application of quality benchmarks

b) Parameters for various academic and administrative activities of the institution;

c) Facilitating the creation of a learner-centric environment conducive to quality
education and faculty maturation to adopt the required knowledge and technology for
participatory teaching and learning process;

d) Collection and analysis of feedback from all stakeholders on quality-related
institutional processes;

d) Dissemination of information on various quality parameters to all stakeholders;

e) Organization of inter and intra institutional workshops, seminars on quality related
themes and promotion of quality circles;

f) Documentation of the various programmes/activities leading to quality improvement;

g) Acting as a nodal agency of the Institution for coordinating quality-related activities,
including adoption and dissemination of best practices;

h) Development and maintenance of institutional database through MIS for the purpose
of maintaining /enhancing the institutional quality;

i) Periodical conduct of Academic and Administrative Audit and its follow-up

j) Preparation and submission of the Annual Quality Assurance Report (AQAR) as per
guidelines and parameters of NAAC.

Benefits

IQAC will facilitate / contribute to
a) Ensure clarity and focus in institutional functioning towards quality enhancement;

b) Ensure internalization of the quality culture;

b) Ensure enhancement and coordination among various activities of the institution and
institutionalize all good practices;

¢) Provide a sound basis for decision-making to improve institutional functioning;
d) Act as a dynamic system for quality changes in HEISs;
e) Build an organised methodology of documentation and internal communication.
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Composition of the IQAC

IQAC may be constituted in every institution under the Chairmanship of the Head of the
institution with heads of important academic and administrative units and a few teachers and a
few distinguished educationists and representatives of local management and stakeholders.

The composition of the IQAC may be as follows:

Chairperson: Head of the Institution

Teachers to represent all level (Three to eight)

One member from the Management

Few Senior administrative officers

One nominee each from local society, Students and Alumni

One nominee each from Employers /Industrialists/Stakeholders

N o g &~ w D oRE

One of the senior teachers as the coordinator/Director of the IQAC

The composition of the IQAC will depend on the size and complexity of the institution,
accordingly the representation of teachers may vary. It helps the institutions in planning and
monitoring. IQAC also gives stakeholders or beneficiaries a cross-sectional participation in the
institution’s quality enhancement activities. The guidelines given here are only indicative and
will help the institutions for quality sustenance activities.

The membership of such nominated members shall be for a period of two years. The IQAC
should meet at least once in every quarter. The quorum for the meeting shall be two-third of
the total number of members. The agenda, minutes and Action Taken Reports are to be
documented with official signatures and maintained electronically in a retrievable format.

It is necessary for the members of the IQAC to shoulder the responsibilities of generating and
promoting awareness in the institution and to devote time for working out the procedural
details. While selecting these members several precautions need to be taken. A few of them are
listed below:

» |t is advisable to choose persons from various backgrounds who have earned respect for
integrity and excellence in their teaching and research. Moreover, they should be aware
of the ground realities of the institutional environment. They should be known for their
commitment to improving the quality of teaching and learning.

» It is advisable to change the co-ordinator after two to three years to bring new thoughts
and activities in the institution.

» It would be appropriate to choose as senior administrators, persons in charge of
institutional services such as library, computer center, estate, student welfare,
administration, academic tasks, examination and planning and development.

» The management representative should be a person who is aware of the institution’s
objectives, limitations and strengthslalrgi /iié:i)mmitted to its improvement. The local



society representatives should be of high social standing and should have made
significant contributions to society and in particular to education.

The role of the Coordinator

The role of the coordinator of the IQAC is crucial in ensuring the effective functioning of all
the members. The coordinator of the IQAC may be a senior/competent person with experience
and exposure in quality aspects. She/he may be a full-time functionary or, to start with, she/he
may be a senior academic /administrator entrusted with the IQAC as an additional
responsibility. Secretarial assistance may be facilitated by the administration. It is essential that
the coordinator may have sound knowledge about the computer, data management and its
various functions such as usage for effective communication.

Operational Features of the IQAC

Quality assurance is a by-product of ongoing efforts to define the objectives of an institution,
to have a work plan to achieve them and to specify the checks and balances to evaluate the
degree to which each of the tasks is fulfilled. Hence devotion and commitment to improvement
rather than mere institutional control is the basis for devising procedures and instruments for
assuring quality. The right balance between the health and growth of an institution needs to be
struck. The IQAC has to ensure that whatever is done in the institution for “education” is done
efficiently and effectively with high standards. In order to do this, the IQAC will have to first
establish procedures and modalities to collect data and information on various aspects of
institutional functioning.

The coordinator of the IQAC will have a major role in implementing these functions. The
IQAC may derive major support from the already existing units and mechanisms that
contribute to the functions listed above. The operational features and functions discussed so far
are broad-based to facilitate institutions towards academic excellence and institutions may
adapt them to their specific needs.

The Institutions are requested to submit the AQAR after one year from date of Accreditation
every year. A functional Internal Quality Assurance Cell (IQAC) and timely submission of
Annual Quality Assurance Reports (AQARs) are the Minimum Institutional Requirements
(MIR) to volunteer for second, third or subsequent cycle’s accreditation. During the
institutional visit the NAAC peer teams will interact with the IQACs to know the progress,
functioning as well as quality sustenance initiatives undertaken by them.

The Annual Quality Assurance Report (AQAR) may be the part of the Annual Report. The
AQAR shall be approved by the statutory bodies of the HEIs (such as Syndicate, Governing
Council/Executive Council/Board of Management) for the follow up action for necessary
quality enhancement measures.

The IQACs may create its exclusive window tab on its institutional website for keeping
the records/files of NAAC, Peer Team Reports, AQAR, and Certificate of Accreditation
Outcomes and regularly upload/ report on its activities, as well as for hosting the AQAR.

Revised Accreditation Framework

NAAC has launched Revised Accreditation Framework since July, 2017 and hence AQAR
format also modified, in cognizance with the new methodology. The tools and parameters
are designed in the new AQAR format are il Su/ch@lway that the preparation of AQAR



would facilitate the HEI's for upcoming cycles of Accreditation. Data collected /prepared
infuses quality enhancement measures undertaken during the years. Further, it also adds
quality enhancement and quality sustenance measures undertaken in teaching, learning,
research, extension and support activities of the Institution. It is hoped that new AQAR
would facilitate Educational Institutions for creating a good database at Institutional level
for enhancing the quality culture.

As per the Revised Accreditation Framework (RAF), the NAAC Accredited institutions need
to submit the AQAR online. NAAC is in the process of ICT integration in Assessment and
Accreditation. The login id for the online submission for AQAR submission will be the e-mail
id used for the 11QA. The AQAR submission is part of the post accreditation module, in due
course of time. NAAC portal will have the facility to submit the AQAR online and Institutions
will receive automated response.

AQAR of the preceding year be submitted to the NAAC within six months i.e. the
institutions should submit the AQAR before 315t December of every year.

The Higher Education Institutions need not submit the printed/hard copy of AQAR to
NAAC.

Mandatory Submission of AQAR by IQAC
The Executive Committee of NAAC has decided that regular submission of AQARs is

mandatory for 2" and subsequent cycles of accreditation with effect from 16™ September
2016:

The following are the pre-requisites for submission of QA for all Higher Education
Institutions (HEIs) opting for 2" and subsequent cycles of A& A:

e Having a functional IQAC.

e The minutes of IQAC meeting and compliance to the decisions should be uploaded on
the institutional website.

e Mandatory submission of AQARs on a regular basis for institutions undergoing the
second and subsequent cycles of Assessment and Accreditation by NAAC.

e Upload the AQAR’s on institutional website for access to all stakeholders.

Note: The terms and abbreviation used in AQAR are in accordance with respective manuals
for assessment of NAAC. Please refer institutional manual for glossary and abbreviations
terms used in AQAR.
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The Annual Quality Assurance Report (AQAR) of the IOAC
(For Autonomous Colleges)

Institutions Accredited by NAAC need to submit an Annual self-reviewed progress report i.e.
Annual Quality Assurance Report (AQAR) to NAAC, through its IQAC. The report is to detail
the tangible results achieved in key areas, specifically identified by the IQAC at the beginning
of the Academic year. The AQAR period would be the Academic Year. (For example, June 1,
2017 to May 31, 2018)

Part—A

Data of the Institution
(data may be captured from 11QA)
1. Name of the Institution

e Name of the Head of the institution :
e Designation:

e Does the institution function from own campus:

e Phone no./Alternate phone no.

e Mobile no.

e Registered Email

e Alternate Email

e  Address
e City/Town
e State/UT

Pin Code

2. Institutional status:
e Autonomous Status ( provide the date of Conformant of Autonomous Status):

e Type of Institution: Co-education/Men/\WWomen
e Location : Rural/Semi-urban/Urban:

e Financial Status: Grants-in aid/ UGC 2f and 12 (B)/ Self financing
(please specify)
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¢ Name of the IQAC Co-ordinator/Director:

e Phone no. /Alternate phone no. :
e Mobile:

e IQAC e-mail address:

e Alternate Email address:

3. Website address:

Web-link of the AQAR: (Previous Academic Year):

For ex. http://www.ladykeanecollege.edu.infAQAR2012-13.doc

4. Whether Academic Calendar prepared duri

Yes/No....., if yes, whether it is uploaded in the Institutional website:

ng the year?

Weblink:
5. Accreditation Details
Year of . )
Cycle Grade CGPA Accreditation Validity Period
1t from: to:
2nd from: to:
3 from: to:
4t from: to:
5th from: to:

6. Date of Establishment of IQAC: DD/MM/YYYY:

7. Internal Quality Assurance System

7.1 Quality initiatives by IQAC during the year for promoting quality culture

Item /Title of the quality initiative by
IQAC

Date & duration

Number of
participants/beneficiaries

Note: Some Quality Assurance initiatives of the i
(Indicative list)

nstitution are:

e Regular meeting of Internal Quality Assurance Cell (IQAC); timely submission of Annual Quality
Assurance Report (AQAR) to NAAC; Feedback from all stakeholders collected, analysed and used for

improvements

e Academic Administrative Audit (AAA) conducted and its follow up action

e Participation in NIRF

e ISO Certification

e NBAcetc.

e Any other Quality Audit 1
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8. Provide the list of Special Status conferred by Central/ State Government-
UGC/CSIR/DST/DBT/ICMR/TEQIP/World Bank/CPE of UGC etc.

Institution/ Funding Year of award with
Department/Faculty Scheme agency duration Amount

9. Whether composition of IQAC as per latest NAAC guidelines: Yes/No:

*upload latest notification of formation of IQAC

10. No. of IQAC meetings held during the year:

The minutes of IQAC meeting and compliance to the decisions have been uploaded on the
institutional website.......
Yes/No

(Please upload, minutes of meetings and action taken report)

11. Whether IQAC received funding from any of the funding agency to support its
activities during the year? Yes No

If yes, mention the amount: Year:

12. Significant contributions made by IQAC during the current year (maximum five bullets)

*
*
*
*

*

13. Plan of action chalked out by the IQAC in the beginning of the Academic year towards
Quality Enhancement and the outcome achieved by the end of the Academic year

Plan of Action Achievements/Outcomes

14. Whether the AQAR was placed before statutory body?  Yes /No:
Name of the Statutory body : Date of meeting(s):

15. Whether NAAC/or any other accredited body(s) visited IQAC or interacted with it to

assess the functioning?
Yes/No: Date:
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16. Whether institutional data submitted to AISHE: Yes/No:
Year: Date of Submission:

17. Does the Institution have Management Information System?
Yes No

If yes, give a brief description and a list of modules currently operational.
(Maximum 500 words)
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Extended Profile of the Institution

1. Programme:

1.1. Number of programs offered during the year:

Year

Number

2. Student:
2.1. Total Number of students during the year:

Year

Number

2.2. Number of outgoing / final year students during the year:

Year

Number

2.3.

2.3. Number of students appeared in the examination conducted by the Institution during the
year:

2.4. Number of revaluation applications during the year:

3. Academic

3.1. Number of courses in all programs during the year:
Year

Number

3.2. Number of full time teachers during the year:
Year

Number

3.3. Number of sanctioned posts during the year:
Year

Number
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4. Institution:
4.1. Number of eligible applications received for admissions to all the programs during year:
Year

Number

4.2. Number of seats earmarked for reserved category as per GOI/State Govt rule during the
year:
Year

Number

4.3. Total number of classrooms and seminar halls:
4.4, Total number of computers in the campus for academic purpose:

4.5. Total Expenditure excluding salary during the year (INR in Lakhs):

Year

Expenditure

126 /191



Guidelines to HEIs to fill in AQAR

Institution has to submit AQAR online in the prescribed format only. Institution has to
provide Completed academic year data. Only one year data to be provided in AQAR.

Duly filled Data template has to be submitted along with AQAR online. Data template
along with supporting documents need to be uploaded in the institutional website.

QIM responses to be recorded in 100-200 words only

If the institution does not submit the AQARs in time, it will be recorded as late
submission

After the approval of AQAR, the edit option will not be provided.
If the institutions do not respond for clarification sought and do not re-edit in AQAR
within the stipulated time line even after 3 reminders, NAAC will accept AQAR as it is

and an automated email will be sent to the HEI.

All the glossaries used in AQAR shall be read in conjunction with the respective
manuals.

The Revised format of AQAR will be implemented from the academic year

2020 — 2021
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2. Quality Indicator Framework (QIF)

Criterion | — Curricular Aspects

Metric | Key Indicator — 1.1 Curriculum Design and Development
No.
111 Curricula developed and implemented have relevance to the local, national,
regional and global developmental needs which is reflected in Programme
QM outcomes (POs), Programme Specific outcomes (PSOs) and Course Outcomes
(COs) of the Programmes offered by the Institution
Write description in maximum of 500 words
1.1.2 Number of Programmes where syllabus revision was carried out during the year:
OnM Data Requirement:
e Programme Code
e Names of the Programmes revised
Number of courses having focus on employability/
entrepreneurship/ skill development offered by the institution during the year:
1.1.3 Data Requirement:
QnM e Name of the Course with Code
e Activities with direct bearing on Employability/ Entrepreneurship/ Skill
development
e Name of the Programme
Metric | Key Indicator — 1.2 Academic Flexibility
No.
121 Number of new courses introduced of the total number of courses across all
programs offered during the year
QnM
Data Requirement:
e Name of the new course introduced
e Name of the Program
1.2.2 Number of Programmes in which Choice Based Credit System (CBCS)/elective
course system has been implemented
QnM

Data Requirement:

e Names of all Programmes adopting CBCS
¢ Names of all Programmes adopting elective course system
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Metric Key Indicator — 1.3 Curriculum Enrichment
No.
13.1 Institution integrates crosscutting issues relevant to Professional Ethics,
Gender, Human Values, Environment and Sustainability, Human Values
QM into the Curriculum
Write description in maximum of 500 words
1.3.2 Number of value-added courses for imparting transferable and life skills
offered during year
QM Data Requirement:
e Names of the value added courses with 30 or more contact hours
e No. of times offered during the year
e Total no. of students completing the course in the year
1.3.3 Number of students enrolled in the courses under 1.3.2 above:
QnM Data Requirement:
e Names of the value added courses (beyond the curriculum) with 30
or more contact hours
e No. of times offered during the year
e Total no. of students completing the course in the year
e List of students enrolled
1.3.4 Number of students undertaking field projects/ internships / student
projects:
QnM
Data Requirement:
e Names of the Programme
e No. of students undertaking field projects / internships / student
projects
Metric Key Indicator — 1.4 Feedback System
No.
1.4.1 Structured feedback for design and review of syllabus (semester wise /
year wise) is obtained from 1) Students, 2) Teachers, 3) Employers, 4)
Q@M Alumni
Options:
\
A. All 4 of the above
B. Any 3 of the above
C. Any 2 of the above [ Opt One
D. Any 1 of the above
E. None of the above
J
1.4.2 The feedback system of the Institution comprises of the following :
QnM A. Feedback collected, analysed and action taken and report made

available on website

Feedback collected, analysed and action taken
Feedback collected and analysed

Feedback collected 129/191
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E. Feedback not obtained

Criterion Il — Teaching-Learning and Evaluation

Metri Key Indicator - 2.1 Student Enrolment and Profile
Non
2.1.1 Enrolment percentage
QnM 2.1.1.1: Number of students admitted year wise during the year:
2.1.1.2: Number of sanctioned seats year wise during the year:
2.1.2 Number of seats filled against reserved categories (SC, ST, OBC,
Divyangjan, etc. as per applicable reservation policy ) during the year

QM (exclusive of supernumerary seats):
Metric Key Indicator - 2.2 Catering to Student Diversity
2.2.1 The institution assesses the learning levels of the students -and

organises special Programmes for advanced learners and slow
QM learners

Write description in of 500 words
2.2.2 Student - Full time teacher ratio
QnM Data Requirement :

e Total number of students enrolled in the institution
e Total number of full time teachers in the institution

Formula: Students : Teacher
Metric Key Indicator - 2.3 Teaching - Learning Process
No.
2.3.1 Student centric methods, such as experiential learning, participative
oM learning and problem solving methodologies are used for enhancing

|

learning experiences

Write description in maximum of 500 words
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2.3.2 Teachers use ICT enabled tools including online resources for
OM effective teaching and learning process
|
Write description in maximum of 500 words
Provide link for webpage describing ICT enabled tools including
online resources for effective teaching and learning process
2.3.3 Ratio of students to mentor for academic and other related issues
QM 2.3.3.1: Number of mentors
Number of students assigned to each Mentor
Formula: Mentor : Mentee
2.34 Preparation and adherence of Academic Calendar and Teaching
plans by the institution
QM
Describe the Preparation and adherence to Academic Calendar and
Teaching plans by the institution within the minimum of 500
Characters and maximum of 500 words.
Metric Key Indicator - 2.4 Teacher Profile and Quality
No.
2.4.1 Number of full time teachers against sanctioned posts during the
year:
QnM
Data Requirement:
e Number of full time teachers
e Number of sanctioned post
2.4.2 Number of full time teachers with Ph.D./ D.M./M.Ch. / D.N.B
Super speciality / D.Sc. / D.Litt. during the year:
QnM
Data Requirement:
e List of full time teachers with PhD./ D.M. / M.Ch. / D.N.B
Superspeciality / D.Sc. / D.Litt.
2.4.3 Total teaching experience of full time teachers in the same institution
QnM Data Requirement:
e Name and Number of full time teachers with years of teaching
experiences in the institution
Metric Key Indicator - 2.5 Evaluation Process and Reforms
No.
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2.5.1 Number of days from the date of last semester-end/ year- end
OuM examination till the declaration of results during the year:
n
Data Requirement:
e Semester wise/ year wise
e Last date of the last semester-end/ year- end examination
e Date of declaration of results of semester-end/ year- end
examination
e Number of days taken for declaration of results
e Number of days for declaration of results during the year
2.5.2 Number of student complaints/grievances about evaluation against
OuM total number appeared in the examinations during the year:
n
253 IT integration and reforms in the examination procedures and
processes including Continuous Internal Assessment (CIA) have
QM brought in considerable improvement in Examination Management
System (EMS) of the Institution
Describe the examination reforms with reference to the following
within a minimum of 500 words and maximum 1000 words:
e Examination procedures
e Processes integrating IT
e Continuous internal assessment system
Metric Key Indicator - 2.6 Student Performance and Learning Outcomes
No.
2.6.1 Programme outcomes and course outcomes for all Programmes
offered by the institution are stated and displayed on website and
QM communicated to teachers and students
Describe Course Outcomes (COs) for all courses and mechanism of
communication within a maximum of 500 words
e Upload COs for all courses (exemplars from Glossary)
2.6.2 Attainment of program outcomes and course outcomes are
evaluated by the institution
QM

Describe the method of measuring attainment of POs , PSOs and COs
in not more than 500 words and the level of attaiment of POs , PSOs
and COs.
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2.6.3 Pass percentage of students
QnM 2.6.3.1: Total number of final year students who passed the
examination conducted by Institution.
2.6.3.2: Total number of final year students who appeared for the
examination
Data Requirement:
e Programme Code
e Name of the Programme
e Number of students appeared
e Number of students passed
e Pass percentage
Metric Key Indicator - 2.7 Student Satisfaction Survey
No.
2.7.1 Student Satisfaction Survey (SSS) on overall institutional
performance (Institution may design the questionnaire) (results and
QM details be provided as weblink)
Criterion 111 — Research, Innovations and Extension
Metric Key Indicator - 3.1 Promotion of Research and Facilities
No.
3.1.1 The institution Research facilities are frequently updated and
there is well defined policy for promotion of research which is
QM uploaded on the institutional website and implemented
Write description in maximum of 500 words
3.1.2 The institution provides seed money to its teachers for research
QnM 3.1.2.1: The amount of seed money provided by institution to its
teachers for research year wise during the year (INR in lakhs):
Data Requirement:
e Name of the teacher getting seed money
e The amount of seed money
e Month and Year of receiving grant
e Duration of the grant
3.1.3 Number of teachers awarded national / international fellowship
OuM for advanced studies/research during the year:
n

Data Requirement:

e Name of the teacher awarded national /international
fellowship for advanced studies / research

e Name of the award

e Month and Year of Award

e Awarding Agency 133/ 191




Metric
No.

Key Indicator - 3.2 Resource Mobilization for Research

3.2.1

QnM

Grants received from Government and non-governmental agencies
for research projects, endowments, Chairs in the institution during
the year (INR in Lakhs):

Data Requirement:

Name of the Project/ Endowments, Chairs
Name of the Principal Investigator
Department of Principal Investigator
Month and Year of Award

Funds provided

Duration of the project

Name of the Project/ Endowments, Chairs

3.2.2

QnM

Number of teachers having research projects during the year:

3.2.3

QnM

Number of teachers recognised as research guides
Data Requirement:

e List of teachers recognized as research guides

3.2.4

QnM

Number of departments having Research projects funded by
government and non-government agencies during the year:

Data requirement:

e Name of Principal Investigator
e Duration of project

e Name of the research project
Amount / Fund received

Name of funding agency
Month and Year of sanction
Department of recipient

Metric
No

Key Indicator - 3.3 Innovation Ecosystem

331

QM

Institution has created an eco system for innovations, creation and
transfer of knowledge supported by dedicated centers for research,
entrepreneurship, community orientation, Incubation etc.

Write description in maximum of 500 words

3.3.2

QM

Number of workshops/seminars conducted on Research
Methodology, Intellectual Property Rights (IPR), entrepreneurship
and skills development during the year:

Data Requirement:

Name of the workshops / seminars
Number of Participants

Date (From -to)

Link to the activity report on the website

Metric
No.

Key Indicators - 3.4 Research Publications and Awards
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34.1

The Institution ensures implementation of its stated Code
of Ethics for research through the following:

QnM 1. Inclusion of research ethics in the research methodology
course work
2. Presence of Ethics committee
3. Plagiarism check through software
4. Research Advisory Committee
Options:
A. All of the above
B. Any 3 of the above
C. Any 2 of the above
D. Any 1 of the above
E. None of the above
3.4.2 Number of Ph.D’s registered per teacher (as per the data given w.r.t
recognized Ph.D guides/ supervisors provided at 3.2.3 metric) during the
year:
QnM File Description(Upload)
e URL to the research page on HEI web site
e List of PhD scholars and their details like name of the guide , title
of thesis, month and year of registration etc
3.4.3 Number of research papers per teacher in the Journals notified on
UGC website during the year:
QnM
Data Requirement:
e Title of paper
e Name of the author/s
e Department of the teacher
e Name of journal
e Month and Year of publication
e ISBN/ISSN number
3.4.4 Number of books and chapters in edited volumes / books published
OuM per teacher during the year
Data Requirement:
e Name of the teacher: Title of the paper
e Title of the book published: Name of the author/s: Title of
the proceedings of the conference
e Name of the publisher: National / International
e National / international : ISBN/ISSN number of the
proceeding
e Month and Year of publication
Metric Key Indicators - 3.5 Consultancy
No.
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351 Revenue generated from consultancy and corporate training during
the year (INR in Lakhs):
QnM
Data Requirement:
e Names of the consultants / corporate trainers
e Name of consultancy project / corporate training
e Consulting/Sponsoring agency with contact details
e Revenue generated (amount in rupees)
e Total revenue generated in rupees
3.5.2 | Total amount spent on developing facilities, training teachers and staff
for undertaking consultancy during the year
@M bata Requirement:
e Facility developed and amount spent
e Training programmes for teachers for undertaking
consultancy
e Training programmes for staff for supporting consultancy
activities.
e Total expenditure on training teachers and staff for
consultancy
Metric Key Indicators - 3.6 Extension Activities
No.
3.6.1 Extension activities are carried out in the neighbourhood
community,-sensitising students to social issues, for their holistic
QM development, and impact thereof during the year
Describe the impact of extension activities in sensitising students to
social issues and holistic development within a maximum of 500
words
3.6.2 Number of awards and recognition received by the Institution, its
teachers and students for extension activities from Government /
QM Government recognised bodies during the year:
Data Requirement:
e Name of the activity
e Name of the Award/ recognition
e Name of the Awarding government/ recognized bodies
e Year of the Award
3.6.3 Number of extension and outreach programs conducted by the
OuM institution through NSS/NCC/Red cross/YRC etc., during the year
n

(including Government initiated programs such as Swachh Bharat,
Aids Awareness, Gender Issue, etc. and those organised in
collaboration with industry, community and NGOs):

Data Requirement:

¢ Name and number of the extension and outreach programs
e Name of the collaborating agency: Non- government,
industry, community with contact details
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3.6.4 | Average percentage of students participating in extension activities
listed at 3.6.3 above during the year
QnM
Data Requirement:
e Name of the activity
e Name of the scheme
e Year of the activity
Metric Key Indicator - 3.7 Collaboration
No.
3.7.1 Number of Collaborative activities in the year for research/ faculty
exchange/ student exchange/ internship/ on —the-job training/ project
QM work
Data Requirement:
e Title of the collaborative activity
e Name of the collaborating agency with contact details
e Source of financial support
e Year of collaboration
e Duration
e Nature of the activity
3.7.2 Number of functional MoUs with institutions of national,
international importance, other universities, industries, corporate
QM houses etc. during the year (only functional MoUs with ongoing
activities to be considered)
Data Requirement:
e Organisation with which MoU is signed
e Name of the institution/ industry/ corporate house
e Year of signing MoU
e Duration
e List of the actual activities under each MoU
e Number of students/teachers participated under MoUs
Metric Key Indicator - 4.1 Physical Facilities
No.
4.1.1 The Institution has adequate infrastructure and physical facilities
OM for teaching — learning, viz., classrooms, laboratories, computing
|

equipment, etc.

Describe the adequacy of facilities for teaching —learning as per the
minimum specified requirement by statutory bodies within a
maximum of 500 words
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4.1.2 The institution has adequate facilities for cultural activities, yoga,
games (indoor, outdoor) and sports. (gymnasium, yoga centre,
QM auditorium, etc.)
Describe the adequacy facilities for cultural activities, yoga, games
(indoor, outdoor) and sports which include specification about
area/size, year of establishment and user rate within minimum of 500
characters and maximum of 500 words
4.1.3 Number of classrooms and seminar halls with ICT — enabled
facilities such as smart class, LMS, etc.
QnM
Data Requirement:
e Number of classrooms with LCD facilities
e Number of classrooms with Wi-Fi/LAN facilities
e Number of smart classrooms
e Number of classrooms with LMS facilities
e Number of seminar halls with ICT facilities
414 Expenditure for infrastructure augmentation excluding salary
during the year (INR in Lakhs)
QnM
Data Requirement:
e Expenditure for infrastructure augmentation
e Budget allocated for infrastructure augmentation
e Total expenditure excluding salary
e Year of allocation
Metric Key Indicator - 4.2 Library as a Learning Resource
No.
4.2.1 Library is automated using Integrated Library Management System
(ILMS)
QM

Data Requirement: Provide a description of library with

Name of the ILMS software

Nature of automation (fully or partially)
Version

Year of automation
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4.2.2

QM

Institution has access to the following:
e-journals

e-ShodhSindhu

Shodhganga Membership

e-books

Databases

Remote access to e-resources

ogakrwdpE

Options:

A. Any 4 or all more of the above
B. Any 3 of the above

C. Any 2 of the above

D. Any 1 of the above

E. None of the above

Data Requirement:

e Details of memberships:
e Details of subscription:

4.2.3

QM

Expenditure for purchase of books/ e-books and subscription to
journals/e-journals during the year (INR in Lakhs)

Data Requirement:
e Expenditure on the purchase of books / e-books
e Expenditure on subscription to journals/e-journals in i year

e Month and Year of expenditure

4.2.4

QM

Percentage per day usage of library by teachers and students ( foot
falls and login data for online access)

4.2.6.1: Number of teachers and students using library per day over
the year

Data Requirements:

Upload last page of accession register details
Method of computing per day usage of library
Number of users using library through e-access

Number of physical users accessing library
Formula:

MNumber of teachers and students

using library per day % 100

Total number of teachers and students

Metric
No

Key Indicator — 4.3 IT Infrastructure

43.1

QM

Institution has an IT policy covering wi-fi, cyber security, etc., and
allocated budget for updating its IT facilities

Describe IT facilities including Wi-Fi with date and nature of
updation within a maximum of 500 words
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4.3.2 Student - Computer ratio
QnM Number of Students : Number of Computers
Data Requirement:
e Number of computers in working condition
e Total Number of students
4.3.3 Bandwidth of internet connection in the Institution
QnM Options:
A. >50 MBPS
B. 35 MBPS -50 MBPS
C. 20 MBPS - 35 MBPS Opt One
D. 5 MBPS - 20 MBPS
E. <5 MBPS
4.3.4 Institution has Facilities for e-content development
QnM Facilities available for e-content development :
1. Media centre
2. Audio visual centre,
3. Lecture Capturing System(LCS)
4. Mixing equipments and softwares for editing
Options:
A. All four of the above
B. Any three of the above
C. Any two of the above
D. Any one of the above
E. None of the above
Metric Key Indicator - 4.4 Maintenance of Campus Infrastructure
No.
4.4.1 Expenditure incurred on maintenance of physical facilities and
academic support facilities excluding salary component, during the
QnM
year
Data Requirement:
e Non salary expenditure incurred
e Expenditure incurred on maintenance of campus
infrastructure
4.4.2 There are established sy ste m s an d procedures for maintaining
OM and utilizing physical, academic and support facilities — laboratory,
|

library, sports complex, computers, classrooms etc.

Describe policy details of systems and procedures for maintaining
and utilizing physical, academic and support facilities within a
minimum of 500 word and maximum of 1000 words

Criterion V - Student Support and Progression
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Metric
No.

Key Indicator - 5.1 Student Support

.11

QM

Number of students benefited by scholarships and
freeships provided by the Government during the year
Data Requirement:

e Name of the scheme
e Number of students benefiting

5.1.2

QnM

Number of students benefited by scholarships, freeships, etc. provided
by the institution and non-government agencies during the year

Data Requirement:

e Name of the scheme with contact information
e Number of students benefiting

5.13

QM

Following Capacity development and skills enhancement activities are
organised for improving students capability

Soft skills

Language and communication skills

Life skills (Yoga, physical fitness, health and hygiene)
Awareness of trends in technology

PoNE

Options:

All of the above

Any 3 of the above
Any 2 of the above
Any 1 of the above
None of the above

moOOw>

Data Requirements: (As per Data Template)

e Name of the capacity development and skills enhancement
scheme

e Year of implementation
e Number of students enrolled
o Name of the agencies involved with contact details

5.14

QnM

Number of students benefited by guidance for competitive examinations
and career counselling offered by the institution during the year:

Data Requirement:

e Name of the scheme
e Number of students who have passed in the competitive exam
e Number of students placed
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5.1.5

QnM

The institution adopts the following for redressal of student grievances
including sexual harassment and ragging cases

1. Implementation of guidelines of statutory/regulatory bodies
2. Organisation wide awareness and undertakings on policies with
zero tolerance
3. Mechanisms for submission of online/offline students’ grievances
4. Timely redressal of the grievances through appropriate
committees
Options:

A. All of the above

Any 3 of the above
Any 2 of the above
Any 1 of the above
. None of the above

moom

Metric
No.

Key Indicator - 5.2 Student Progression

521

QM

Number of placement of outgoing students during the year:
Data Requirement:

e Name of the employer with contact details
e Number of students placed

5.2.2

QM

Percentage of students progression to higher education

5.2.2.1: Number of outgoing students progressing to higher education
Data Requirement:

Number of students proceeding from

UG to PG:

PG to MPhil:

PG to PhD:

MPhil to PhD:

PhD to Post doctoral:

Formula:

Number of outgoing
students progressing to higher education

% 100
Total number of final year students

5.2.3

QM

Percentage of students qualifying in state/ national/ international level
examinations during the year

(eg: HT/JAM/NET/SLET/GATE/GMAT/CAT/ GRE/TOEFL/Civil
Services/State government examinations etc.)

5.2.3.1: Number of students qualifying in state/ national/ international
level examinations (eg: IT/JAM/NET/SLET/GATE/GMAT/CAT/
GRE/TOEFL/Civil Services/State government examinations) year wise
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5.2.3.2: Number of students appearing in state/ national/ international
level examinations (eg: HT/JAM/ NET/SLET/GATE/GMAT/CAT,
GRE/TOEFL/Civil Services/State government examinations) year wise
during the year:

Data Requirement:
Number of students selected to

IT/JAM

NET

SLET

GATE

GMAT

CAT

GRE

TOEFL

Civil Services

State government examinations

Formula;

Mumber of students
gualifying in state, national, international level exams
Number of students appeared
for the state, national, International level exams

X 100

Percentage per year =

Metric Key Indicator - 5.3 Student Participation and Activities
No.
53.1 Number of awards/medals for outstanding performance in
sports/cultural activities at inter-university / state /national /
QnM international events (award for a team event should be counted as one)
during the year
Data Requirement:
e Name of the award/ medal
e Inter-university / State / National/ International
e Name of the event
5.3.2 Presence of an active Student Council & representation of students on
M academic & administrative bodies/committees of the institution
1
Describe the Student Council activity and students role in academic &
administrative bodies within a minimum of 500 characters and maximum
of 500 words
5.3.3 Number of sports and cultural events / competitions organised by the
institution:
QM
) Key Indicator - 5.4 Alumni Engagement
Metric
No.
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54.1 The Alumni Association/Chapters (registered and
functional)contributes significantly to the development of the
QM institution through financial and other support services
Describe contribution of alumni association to the institution within a
maximum of 500 words
5.4.2 Alumni financial contribution during the year (in INR)
QnM Options:
A. >15 Lakhs
B. 10Lakhs - 15 Lakhs
C. 5 Lakhs - 10 Lakhs
D. 2 Lakhs - 5 Lakhs
E. <2 Lakhs
Criterion VI — Governance, Leadership and Management
Metric | Key Indicator - 6.1 Institutional Vision and Leadership
No.
6.1.1 The governance of the institution is reflective of an effective
OM leadership in tune with the vision and mission of the Institution
|
Describe the vision and mission statement of the institution on the
nature of governance, perspective plans and participation of the
teachers in the decision making bodies of the institution within a
maximum of 500 words.
6.1.2 The effective leadership is reflected in various institutional
OM practices such as decentralization and participative management
|
Upload a case study showing practicing decentralisation and
participative management in the institution in not more than 500
words
Metric Key Indicator - 6.2 Strategy Development and Deployment
No
6.2.1 The institutional Strategic/ Perspective plan is effectively deployed
QM Describe one activity successfully implemented based on the strategic
plan within a maximum of 500 words
6.2.2 The functioning of the institutional bodies is effective and efficient
as visible from policies, administrative setup appointment and
QM service rules, procedures, etc.

Describe the Organogram of the Institution within a maximum of
500 words
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6.2.3

QM

Implementation of e-governance in areas of operation:
1. Administration
2. Finance and Accounts
3. Student Admission and Support
4. Examination

Options:
A. All of the above
B. Any three of the above
C. Any two of the above
D. Any one of the above
E. None of the above

Metric
No.

Key Indicator - 6.3 Faculty Empowerment Strategies

6.3.1

QM

The institution has effective welfare measures for teaching and
non-teaching staff and avenues for career development/
progression

Provide the list of existing welfare measures for teaching and non-
teaching staff in maximum of 500 words

6.3.2

QM

Number of teachers provided with financial support to attend
conferences / workshops and towards membership fee of
professional bodies during the year

Data Requirement:

e Name of teacher

e Name of conference/ workshop attended for which financial
support provided

e Name of the professional body for which membership fee is
provided

6.3.3

QM

Number of professional development / administrative training
programs organized by the Institution for teaching and non
teaching staff during the year

Data Requirement:

e Title of the professional development Programme organised
for teaching staff

e Title of the administrative training Programme organised for
non-teaching staff

e Dates (from-to)

6.3.4
QnM

Number of teachers undergoing online/ face-to-face Faculty
Development Programmes during the year

(Professional Development Programmes, Orientation / Induction
Programmes, Refresher Course, Short Term Course etc.,)

Data Requirement:

e Number of teachers
e Title of the Programme

e Duration (from — to)
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Metric | Key Indicator — 6.4 Financial Management and Resource
No. Mobilization

6.4.1 Institution conducts internal and external financial audits regularly

QM Enumerate the various internal and external financial audits carried
out during the last five years with the mechanism for settling audit
objections within a maximum of 500 words

6.4.2 Funds / Grants received from non-government bodies, individuals,
philanthropists during the year (not covered in Criterion 111 and V)

QM| (INR in Lakhs)
Data Requirement:

e Name of the non government funding agencies/ individuals/
philanthropists
e Funds/ Grants received

6.4.3 Institutional strategies for mobilisation of funds and the optimal
utilisation of resources

QM
Describe the resource mobilisation policy and procedures of the
Institution within a maximum of 500 words

Metric | Key Indicator - 6.5 Internal Quality Assurance System
No.

6.5.1 Internal Quality Assurance Cell (IQAC) has contributed
significantly for institutionalizing the quality assurance strategies

QM and processes visible in terms of —
Incremental improvements made for the preceding year with regard
to quality (in case of first cycle)
Incremental improvements made for the preceding year with regard
to quality and post accreditation quality initiatives (second and
subsequent cycles)
Describe two practices institutionalized as a result of IQAC initiatives
within a maximum of 500 words

6.5.2 The institution reviews its teaching learning process, structures &
methodologies of operations and learning outcomes at periodic

QM intervals through 1QAC set up as per norms
Describe any two examples of institutional reviews and
implementation of teaching learning reforms facilitated by the IQAC
within a maximum of 500 words each

6.5.3 Quality assurance initiatives of the institution include:

QnM 1. Regular meeting of Internal Quality Assurance Cell (IQAC);

Feedback collected, analys n)oll d for improvements
2. Collaborative quality initiatives with other institution(s)




3. Participation in NIRF
4. Any other quality audit recognized by state, national or
international agencies (ISO Certification)
Options:

A. All of the above

Any 3 of the above
Any 2 of the above
Any 1 of the above
None of the above

moow

Criterion VI1I - Institutional VValues and Best Practices

Metric Key Indicator - 7.1 Institutional Values and Social Responsibilities
No.

Gender Equity

7.1.1 | Measures initiated by the Institution for the promotion of gender equity
during the year
oM g they

Describe gender equity & sensitization in curricular and co-curricular activities,
facilities for women on campus etc., within 500 words

Provide Web link to:

e Annual gender sensitization action plan
e Specific facilities provided for women in terms of:

Safety and security

Counselling

Common Rooms

Day care center for young children
Any other relevant information

® 00 o

Environmental Consciousness and Sustainability

7.1.2 | The Institution has facilities for alternate sources of energy and energy

conservation measures
QnM

Solar energy
Biogas plant
Wheeling to the Grid
Sensor-based energy conservation
5. Use of LED bulbs/ power efficient equipment
Options:

i

A. Any 4 or All of the above
B. Any 3 of the above

C. Any 2 of the above

D. Any lof the above

E. None of the above

147 /191




7.1.3

QM

Describe the facilities in the Institution for the management of the following
types of degradable and non-degradable waste (within 500 words)

Solid waste management

Liquid waste management

Biomedical waste management

E-waste management

Waste recycling system

e Hazardous chemicals and radioactive waste management

7.1.4

QnM

Water conservation facilities available in the Institution:

Rain water harvesting ]
Borewell /Open well recharge ]
Construction of tanks and bunds ]
Waste water recycling ]
Maintenance of water bodies and distribution system in the campus []

ke W e

Options:

A. Any 4 or all of the above
B. Any 3 of the above

C. Any 2 of the above

D. Any 1of the above

E. None of the above

7.1.5

QnM

Green campus initiatives include
7.1.5.1. The institutional initiatives for greening the campus are as follows:

Restricted entry of automobiles [

Use of Bicycles/ Battery powered vehicles [ ]
Pedestrian Friendly pathways [ |

Ban on use of Plastic [ ]

landscaping with trees and plants [

agkrwn e

Options:

A. Any 4 or All of the above
B. Any 3 of the above

C. Any 2 of the above

D. Any 1of the above

E. None of the above

7.1.6

QnM

Quality audits on environment and energy are regularly undertaken by the
institution

7.1.6.1. The institutional environment and energy initiatives are confirmed
through the following

1.Greenaudit [
2. Energy audit [__]
3.Environment audit L]
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5. Beyond the campus environmental promotional activities L1
Options:

A. Any 4 or all of the above

B. Any 3 of the above

C. Any 2 of the above

D. Any 1of the above

E. None of the above

7.1.7

QnM

The Institution has disabled-friendly, barrier free environment

[]

Built environment with ramps/lifts for easy access to classrooms.
Disabled-friendly washrooms []
Signage including tactile path, lights, display boards and signposts
Assistive technology and facilities for persons with disabilities (
Divyangjan) accessible website, screen-reading software, mechanized
equipment ]
5. Provision for enquiry and information : Human assistance, reader,

scribe, soft copies of reading material, screen reading []
Options:

PopnpE

A. Any 4 or all of the above
B. Any 3 of the above
C. Any 2 of the above
D. Any 1of the above

E. None of the above

Inclusion and Situatedness

7.1.8

QM

Describe the Institutional efforts/initiatives in providing an inclusive
environment i.e., tolerance and harmony towards cultural, regional,
linguistic, communal socioeconomic and other diversities (within 500 words).

Human Values and Professional Ethics

7.1.9

QM

Sensitization of students and employees of the Institution to the constitutional
obligations: values, rights, duties and responsibilities of citizens

Describe the various activities in the Institution for inculcating values for being
responsible citizens as reflected in the Constitution of India within 500 words.

7.1.10

QnM

The Institution has a prescribed code of conduct for students, teachers,
administrators and other staff and conducts periodic programmes in this
regard.

1. The Code of Conduct is displayed on the website

2. There is a committee to monitor adherence to the Code of Conduct [ ]

3. Institution organizes professional ethics programmes for students,
teachers, administrators and othet 48191 []




4. Annual awareness programmes on Code of Conduct are organized [ ]
Options:

A. All of the above

B. Any 3 of the above
C. Any 2 of the above
D. Any 1of the above

E. None of the above

7.1.11 | Institution celebrates / organizes national and international commemorative
days, events and festivals
QM
Describe the efforts of the Institution in celebrating /organizing national and
international commemorative days, events and festivals during the last five
years within 500 words
Metric Key Indicator - 7.2 Best Practices
No.
7.2.1 | Describe two best practices successfully implemented by the Institution as
oM per NAAC format provided in the Manual.
|
Provide web link to:
e Best practices in the Institutional web site
Note:

Format for Presentation of Best Practices

1. Title of the Practice
This title should capture the keywords that describe the practice.

2. Objectives of the Practice

What are the objectives / intended outcomes of this “best practice” and what are

the underlying principles or concepts of this practice (in about 100 words)?

3. The Context

What were the contextual features or challenging issues that needed to be

addressed in designing and implementing this practice (in about 150 words)?

4. The Practice

Describe the practice and its uniqueness in the context of India higher education.

What were the constraints / limitations, if any, faced (in about 400 words)?

5. Evidence of Success
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Provide evidence of success such as performance against targets and benchmarks,
review/results. What do these results indicate? Describe in about 200 words.

6. Problems Encountered and Resources Required

Please identify the problems encountered and resources required to implement the
practice (in about 150 words).

7. Notes (Optional)

Please add any other information that may be relevant for adopting/ implementing
the Best Practice in other Institutions (in about150 words)

Any other information regarding Institutional VValues and Best Practices which
the university would like to include.

Key Indicator - 7.3 Institutional Distinctiveness

Metric
No.

7.3.1 | Portray the performance of the Institution in one area distinctive to its

priority and thrust within 1000 words
QM

Provide web link to:

e Appropriate web in the Institutional website

Future Plans of action for next academic year (500 words)

Name Name

Signature of the Coordinator, IQAC Signature of the Chairperson, IQAC

***
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Abbreviations:
CAS
CAT
CBCS
CE
CoP
CPE
DPE
GATE
NET
PEI
SAP
SF
SLET
TEI

UPE

Career Advancement Scheme
Common Admission Test

Choice Based Credit System

Centre for Excellence

Career Oriented Programme

College with Potential for Excellence
Department with Potential for Excellence
Graduate Aptitude Test

National Eligibility Test

Physical Education Institution
Special Assistance Programme

Self Financing

State Level Eligibility Test

Teacher Education Institution

University with Potential Excellence

*khkkkkkkhkhkhkkkkhkik
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For Communication with NAAC

The Director

National Assessment and Accreditation Council (NAAC)
(An Autonomous Institution of the University Grants Commission)
P.O. Box. No. 1075, Nagarbhavi

Bengaluru - 560 072

Phone : +91-80-2321 0261/62/63/64/65
Fax : +91-80-2321 0268, 2321 0270
E-mail : director.naac@gmail.com
Website : www.naac.gov.in
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(MRS.) ANUPAMA BHATNAGAR
", DIRECTOR (HE)

ROOM No. 522 (C-Wing)

TELF#23388641 (O)
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The recommendation of the Committee accepted by the Hon’ble Supreme Court for
implementation:

6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

Universities and colleges across the country must ordinarily conduct
elections for the appointment of students to student representative
bodies. These elections may be conducted in the manner prescribed
herein, or in a manner that conforms to the standards prescribed
herein.

Where the atmosphere of the university campus is adverse to the
conduct of peaceful, free and fair elections, the university, its
constituent colleges and departments must initiate a system of student
representation based on nominations, especially where elections are
being held at present. It would be advisable, however, not to base such
nomination system on purely academic merit, as is being practiced
throughout the country.

In cases where elections are not being held, or where the nomination
model prevails, the nomination model should be allowed to continue
for a limited period of time. It is to be noted that the nomination
system suffers from several flaws, and must only be resorted to as an
INTERIM MEASURE.

Subject to the recommendations in respect of the possible models of
elections, all institutions must, over a period of 5 years, convert from
the nomination model to a structured election model, that may be
based on a system of parliamentary (indirect) elections, or on the
presidential (direct) system, or a hybrid of both. It is highly desirable
that all institutions follow this mechanism of gradual conversion,
especially for privately funded institutions that prefer a status quo
situation.

All institutions must conduct a review of the student representation
mechanism. The first review may be conducted after a period of 2
years of the implementation of the mechanism detailed above, and the
second review may be conducted after the 3rd or the 4th year of
implementation. The primary objective of these reviews will be to
ascertain the success of the representation and election mechanism in
each individual institution, so as to decide whether or not to
implement a full-fledged election structure. Needless to say these
reviews will be based on a consideration of the views and suggestions
of all stakeholders, such as students, faculty, administration, student
bodies, and parents.
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6.1.6

6.1.7

6.1.8

6.2

6.2.1

6.2.2

6.2.3

Institutions must, as a primary objective, subject to the pertinent issue
of discipline on campus, seek to implement a structured system of
student elections by the conclusion of a period of 5 years from the date
of the implementation of these recommendations.

Subject to the autonomy of the universities in respect of the choice of
the mode of election, all universities must institute an apex student
representative body that represents all students, colleges, and
departments coming under the particular university. In the event that
the university is geographically widespread, individual colleges may
constitute their own representative bodies, which would further elect
representatives for the apex university body.

The union/representative body so elected shall only comprise of
regular students on the rolls of the institution. No faculty member,
nor any member of the administration shall be permitted to hold any
post on the executive of such representative body, nor shall be allowed
to be a member of any such representative body.

Modes of Elections

A system of direct election of the office bearers of the student body
whereby all students of all constituent colleges, as well as all students
of the university departments vote directly for the office bearers. This
model may be followed in smaller universities with well-defined single
campuses (for e.g. JNU/University of Hyderabad), and with a
relatively smaller student population. A graphic representation of this
model is annexed herewith at Annexure 1V-A.

In respect of universities with large, widespread campuses and large
student bodies, either of the following models may be adopted:

A system of elections, where colleges and campuses directly elect
college and campus office bearers, as well as university
representatives. The university representatives form an electoral
college, which shall elect the university student union office bearers. A
graphic representation of this model is annexed herewith at Annexure
1V-B.

A system of elections where on one hand, directly elected class
representatives elect the office bearers of the college as well as the
university representatives, and the campus itself directly elects the
campus office bearers and the university representatives. The
university representatives shall form an electoral college, which shall
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6.2.4

6.3

6.3.1

6.4

6.4.1

6.5

6.5.1

6.5.2

6.5.3

elect the office bearer of the university student union. A graphic
representation of this model is annexed herewith at Annexure 1V-C.

A system of election wherein class representatives shall be directly
elected in the colleges and universities campus and they in turn shall
elect the office bearers for the college unions and the university
campus union. Also they shall elect their representatives for university
student union. These elected representatives from colleges and
university campus shall form the Electoral College, which shall elect
the office bearers of the university student union. This model shall be
applicable to large university with large number of affiliated colleges.
A graphic representation of this model is annexed herewith at
Annexure 1V-D.

Disassociation of Student Elections and Student Representation from
Political Parties

During the period of the elections no person, who is not a student on
the rolls of the college/university, shall be permitted to take part in the
election process in any capacity. Any person, candidate, or member of
the student organisation, violating this rule shall be subject to
disciplinary proceedings, in addition to the candidature, as the case
may be, being revoked.

Frequency and Duration of the Election Process

It is recommended that the entire process of elections, commencing
from the date of filing of nomination papers to the date of declaration
of results, including the campaign period, should not exceed 10 days.
6.4.2 It is further recommended that elections be held on a yearly
basis and that the same should be held between 6 to 8 weeks from the
date of commencement of the academic session.

Eligibility Criteria for Candidates
Under graduate students between the ages of 17 and 22 may contest
elections. This age range may be appropriately relaxed in the case of

professional colleges, where courses often range between 4 to 5 years.

For Post Graduate Students the maximum age limit to legitimately
contest and election would be 24 — 25 years.

For research Students the maximum age limit to legitimately contest
an election would be 28 years.
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6.5.4

6.5.5

6.5.6

6.5.7

6.5.8

6.6

6.6.1

6.6.2

6.6.3

6.6.4

6.7

Although, the Committee would refrain from prescribing any
particular minimum marks to be attained by the candidate, the
candidate should in no event have any academic arrears in the year of
contesting the election.

The candidate should have attained the minimum percentage of
attendance as prescribed by the university or 75% attendance,
whichever is higher.

The candidate shall have one opportunity to contest for the post of
office bearer, and two opportunities to contest for the post of an
executive member.

The candidate shall not have a previous criminal record, that is to say
he should not have been tried and/or convicted of any criminal offence
or misdemeanor. The candidate shall also not have been subject to
any disciplinary action by the University authorities.

The candidate must be a regular, full time student of the college /
university and should not be a distance/proximate education student.
That is to say that all eligible candidates must be enrolled in a full
time course, the course duration being at least one year.

Election - Related Expenditure and Financial Accountability

The maximum permitted expenditure per candidate shall be Rs.
5000/-

Each candidate shall, within two weeks of the declaration of the
result, submit complete and audited accounts to the college /
university authorities. The college/university shall publish such
audited accounts, within 2 days of the submission of such accounts,
through a suitable medium so that any member of the student body
may freely examine the same.

The election of the candidate will be nullified in the event of any
noncompliance or in the event of any excessive expenditure.

With the view to prevent the inflow of funds from political parties into
the student election process, the candidates are specially barred from
utilizing funds from any other sources than voluntary contributions
from the student body.

Code of Conduct for Candidates and Elections Administrators
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6.7.1

6.7.2

6.7.3

6.7.4

6.7.5

6.7.6

6.7.7

6.7.8

No candidate shall indulge in, nor shall abet, any activity, which may
aggravate existing differences or create mutual hatred or cause
tension between different castes and communities, religious or
linguistic, or between any group(s) of students.

Criticism of other candidates, when made, shall be confined to their
policies and programs, past record and work. Candidates shall refrain
from criticism of all aspects of private life, not connected with the
public activities of the other candidates or supporters of such other
candidates. Criticism of other candidates, or their supporters based
on unverified allegations or distortion shall be avoided.

There shall be no appeal to caste or communal feelings for securing
votes. Places of worship, within or without the campus shall not be
used for election propaganda.

All candidates shall be prohibited from indulging or abetting, all
activities which are considered to be “corrupt practices” and offences,
such as bribing of voters, intimidation of voters, impersonation of
voters, canvassing or the use of propaganda within 100 meters of
polling stations, holding public meetings during the period of 24 hours
ending with the hour fixed for the close of the poll, and the transport
and conveyance of voters to and from polling station.

No candidate shall be permitted to make use of printed posters,
printed pamphlets, or any other printed material for the purpose of
canvassing. Candidates may only utilize hand-made posters for the
purpose of canvassing, provided that such hand-made posters are
procured within the expenditure limit set out herein above.

Candidates may only utilize hand-made posters at certain places in
the campus, which shall be notified in advance by the election
commission / university authority.

No candidate shall be permitted to carry out processions, or public
meetings, or in any way canvass or distribute propaganda outside the
university/college campus.

No candidate shall, nor shall his/her supporters, deface or cause any
destruction to any property of the university / college campus, for any
purpose whatsoever, without the prior written permission of the
college / university authorities. All candidates shall be held jointly and
severally liable for any destruction / defacing of any university /
college property.
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6.7.9

6.7.10

6.7.11

6.7.12

6.7.13

6.7.14

6.7.15

6.7.16

During the election period the candidates may hold processions and /
or public meetings, provided that such processions and / or public
meetings do not, in any manner, disturb the classes and other
academic and co curricular activities of the college / university.
Further, such procession / public meeting may not be held without the
prior written permission of the college / university authority.

The use of loudspeakers, vehicles and animals for the purpose of
canvassing shall be prohibited.

On the day of polling, student organizations and candidates shall -:

Q) co-operate with the officers on election duty to ensure peaceful
and orderly polling and complete freedom to the voters to
exercise their franchise without being subjected to any
annoyance or obstruction;

(i) not serve or distribute any eatables, or other solid and liquid
consumables, except water on polling day;

(iii) not hand out any propaganda on the polling day.

Excepting the voters, no one without a valid pass / letter of authority
from the election commission or from the college / university
authorities shall enter the polling booths.

The election commission / college/ university authorities shall appoint
impartial observers. In the case of deemed universities and self-
financed institutions, government servants may be appointed as
observers. If the candidates have any specific complaint or problem
regarding the conduct of the elections they may bring the same to the
notice of the observer. Observers shall also be appointed to oversee
the process of nomination of students in institutions that are following
the nomination model of student representation.

All candidates shall be jointly responsible for ensuring the cleaning up
of the polling area within 48 hours of the conclusion of polling.

Any contravention of any of the above recommendations may make
the candidate liable to be stripped of his candidature, or his elected
post, as the case may be. The election commission / college / university
authorities may also take appropriate disciplinary action against such
a violator.

In addition to the above-mentioned code of conduct, it is also
recommended that certain provisions of the Indian Penal Code, 1860
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6.8

6.8.1

6.8.2

6.8.3

6.8.4

(Section 153A and Chapter IXA - “Offences Relating to Election”),
may also be made applicable to student elections.

Grievance Redressal Mechanism

There should be a Grievances Redressal Cell with the Dean (Student
Welfare) / teacher in charge of student affairs as its chairman. In
addition, one senior faculty member, one senior administrative officer
and two final year students — one boy and one girl (till the election
results declared, students can be nominated on the basis of merit
and/or participation in the co-curricular activities in the previous
year). The grievance cell shall be mandated with the redressal of
election-related grievances, including, but not limited to breaches of
the code of conduct of elections and complaints relating to election-
related expenditure. This cell would be the regular unit of the
institution.

In pursuit of its duties, the grievance cell may prosecute violators of
any aspect of the code of conduct or the rulings of the grievance cell.
The grievance cell shall serve as the court of original jurisdiction. The
institutional head shall have appellate jurisdiction over issues of law
and fact in all cases or controversies arising out of the conduct of the
elections in which the grievance cell has issued a final decision. Upon
review, the institutional head may revoke or modify the sanctions
imposed by the grievance cell

In carrying out the duties of the office, the Grievance cell shall
conduct proceedings and hearings necessary to fulfill those duties. In
executing those duties they shall have the authority:

Q) to issue a writ of subpoena to compel candidates, agents, and
workers, and to request students to appear and give testimony,
as well as produce necessary records; and

(i)  to inspect the financial reports of any candidate and make
these records available for public scrutiny upon request.

Members of the Grievance cell are prohibited from filing complaints.
Any other student may file a complaint with the Grievance cell, within
a period of 3 weeks from the date of declaration of results. All
complaints must be filed under the name of the student filing the
complaint. The Grievance cell shall act on all complaints within 24
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6.8.5

6.8.6

6.8.7

6.8.8

6.8.9

6.8.10

6.8.11

hours after they are received by either dismissing them or calling a
hearing.

The Grievance cell may dismiss a complaint if:

Q) the complaint was not filed within the time frame prescribed in
Recommendation 8.4 above;

(i) the complaint fails to state a cause of action for which relief
may be granted;

(iii)  the complainant has not and / or likely will not suffer injury or
damage.

If a complaint is not dismissed, then a hearing must be held. The
Grievance cell shall inform, in writing, or via e-mail, the complaining
party and all individuals or groups named in the complaint of the
time and place of the hearing. The parties are not considered notified
until they have received a copy of the complaint.

The hearing shall be held at the earliest possible time, but not within
twenty-four (24) hours after receipt of the notice described above,
unless all parties agree to waive the 24-hour time constraint.

At the time notice of a hearing is issued, the Grievance cell, by
majority vote, may issue a temporary restraining order, if it
determines that such action is necessary to prevent undue or adverse
effects on any individual or entity. Any restraining order, once issued,
will remain in effect until a decision of the Grievance cell is
announced after the hearing or until rescinded by the Grievance cell.

All Grievance cell hearings, proceedings, and meetings must be open
to the public.

All Parties of the Grievance cell hearing shall present themselves at
the hearing, may be accompanied by any other student from which
they can receive counsel, and have the option to be represented by
that counsel.

For any hearing, a majority of sitting Grievance cell members must be
in attendance with the Chair of the Grievance cell presiding. In the
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6.8.12

absence of the Chair, the responsibility to preside shall fall to an
Grievance cell member designated by the Chair.

The Grievance cell shall determine the format for the hearing, but
must require that both the complaining and responding parties
appear physically before the board to discuss the issues through a
complaint, answered, rebuttal, and rejoinder format. The purpose of
the hearing is to gather the information necessary to make a decision,
order, or ruling that will resolve an election dispute. To effectuate this
purpose, the following rules should prevail at all hearings:

e Complaining parties shall be allowed no more than two witnesses,
however the Grievance cell may call witnesses as required. If said
witnesses are unable to appear at the hearing, signed affidavits
may be submitted the the Grievance cell Chair for the purpose of
testifying by proxy.

e All questions and discussions by the parties in dispute shall be
directed to the Grievance cell.

e There shall be no direct or cross-examination of any party or
witness by complaining or responding parties during hearings.

e Reasonable time limits may be set by the Grievance cell, provided
they give fair and equal treatment to both sides.

e The complaining party shall bear the burden of proof.

e Decisions, orders, and rulings of the Grievance cell must be
concurred to by a majority of the Grievance cell present and shall
be announced as soon as possible after the hearing. The Grievance
cell shall issue a written opinion of the ruling within 12 hours of
announcement of the decision. The written opinion must set forth
the findings of fact by the Grievance cell and the conclusions of
law in support of it. Written opinions shall set a precedent for a
time period of three election cycles for Grievance cell rulings, and
shall guide the Grievance cell in its proceedings. Upon
consideration of prior written opinions, the grievance cell may
negate the decision, but must provide written documentation of
reasons for doing so.

e If the decision of the Grievance cell is appealed to the institutional

head , the Grievance cell must immediately submit its ruling to the
commission.
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The Grievance cell shall select the remedy or sanction most
appropriate to both the type and severity of the infraction, as well
as the state of mind or intent of the violator as determined by the
Grievance cell. Possible remedies and sanctions include, but are
not limited to, fines, suspension of campaigning privileges, and
disqualification from the election.

Any fine or total amount of fines against a candidate in an election
cycle may not exceed the spending limit as defined herein above.

If, after a hearing, the Grievance cell finds that provisions of this
Code were violated by a candidate, or a candidate's agents or
workers, the Grievance cell may restrict the candidate, or the
candidates agents or workers, from engaging in some or all
campaign activities for some or all of the remainder of the
campaign. If an order is issued covering only part of the remaining
campaign period, it shall take effect immediately so that after its
termination, the candidate will have an opportunity to resume
campaigning during the days immediately prior to and including
the election days.

If, after a hearing, the Grievance cell finds that provisions of
either this Code or decisions, opinions, orders, or rulings of the
Grievance cell have been willfully and blatantly violated by a
candidate, or a candidate's agents or workers, the Grievance cell
may disqualify the candidate.

Any party adversely affected by a decision of the Grievance cell
may file an appeal with the institutional head within twenty-four
(24) hours after the adverse decision is announced. The
institutional head shall have discretionary appellate jurisdiction
over the Grievance cell in all cases in which error on the part of
the Grievance cell is charged.

The decision of the Grievance cell shall stand and shall have full
effect until the appeal is heard and decided by the institutional
head.

The institutional head shall hear appeals of Grievance cell rulings
as soon as possible, but not within twenty-four (24) hours after the
Grievance cell delivers to the Appellant and the institutional head
a copy of its written opinion in the case. Appeal may be heard
prior to this time, but only if the Appellant waives the right to a
written opinion and the institutional head agrees to accept the
waiver.
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6.9

6.9.1

6.10

6.10.1

6.10.2

6.10.3

6.10.4

e The institutional head can issue suitable orders to suspend or halt
the operation of the ruling issued by the Grievance cell until the
appeals are decided.

e The institutional head shall review findings of the Grievance cell
when appealed. The institutional head may affirm or overturn the
decision of the Grievance cell, or modify the sanctions imposed.

Maintaining Law and Order on the Campus during the Election
Process

Any instance of acute lawlessness or the commission of a criminal
offence shall be reported to the police by the university / college
authorities as soon as possible, but not later than 12 hours after the
alleged commission of the offence.

Miscellaneous Recommendations

Student representation is essential to the overall development of
students, and, therefore, it is recommended that university statutes
should expressly provide for student representation.

Student representation should be regulated by statute (either a
Central Statue, State Statute or individual university statutes),
incorporating the recommendations prescribed herein.

The institution should organize leadership-training programs with the
help of professional organizations so as to groom and instill in
students leadership qualities.

In the event of the office of any major post of office bearer falling
vacant within two months of elections, re-elections should be
conducted; otherwise the Vice President may be promoted to the post
of President and Joint Secretary to the post of Secretary, as the case
may be.
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Strategic Development Plan
MoU with WordBank :

http://gdckhargone.org/mous/mou worldbank.pdf
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	Internal Quality Assurance Cell (IQAC)
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	Internal Quality Assurance Cell (IQAC) (1)
	and Submission of Annual Quality Assurance Report (AQAR)
	in Accredited Institutions
	a) Ensuring timely, efficient and progressive performance of academic, administrative and financial tasks;
	Functions
	Some of the functions expected of the IQAC are:
	Composition of the IQAC
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