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“will beasked to wait in'th
_and see the visitor in'the ‘Visitor?
. visitor be permitted to.go into the

or private persons to. any part. of _thu ecretanat for any purpose is prohlblted

A visitor arriving to. interview officers will be reqmred by the: Sub—Inspector or :
" L - ha . T

other oﬁ:‘nolals on duty at the mam

e eceptlon_
if on telephone, giving ]:um the name of the vmtor ‘his busmess and also enqulre
from him whether he would like to see the v;,s;tor or not,
h1s anate Secretary or Person'l Asstt. is not on telephone, the Rcoeptlomst

coming. to see the memb:

‘room " and the official concerned will come

rooms of the Secretariat Establishment and
the Superintendents and other ‘Heads of Branches should see that vmtors are
not received by any. member of th= staff workmg undu them. i

(2) W1th a view to enablmg the Mu:usters and Oﬁicers to devote more' tu:ne
to office work and to ensure that visitors do not see them at all times, the entry

" of visitors to the Secretariat. has been' restricted to fixed hours. However, the

following instructions ‘have beqnlssued for the mfarmatlon and metlculous obser-
vation by all conoemed e i Grensl :

(1) 'Fhe vlsxtmg hours in the ofnces of the Haryana State G‘overnment

ocated in the new Secretariat bu1ldmg w:ll be. ~from 2 00 P M to 3 90 P M

throughout the Year. T g

‘(ii) - No person, whether non-oiﬁcLal vmtors hordmg permanent passes or

others, shall be. allowed entry in the Secretariat building to interview

a Minister or an officer: before the prescribed interview hours, _except

_in cases where appomtments ‘have been fixed and about:which an inti-
mation has been sent in advance to the recepnomst for compliance. * The
visits: of the Members of Parliament ‘and. ‘the 'Members of Haryana

~ Legislative Assembly, however shall be w1thout any . restrictlon asregards ©

e : tlme

§ (iii}_ The receptlomst and the pe o"'al staﬁ of mesters/Oﬂlcers should not
_author:se ‘entry "of any. visitors: if the MinlStCI/OfﬁCﬁr concernedvlis_ _o_ut__ :

~on tOUr or 0therW1S ‘no _attenplmg ofﬁce.

! .'(i\'rj' The vmtors shall leave the Secretanat bmldmg as soon as they have

finished their -work.. If any of them has to see any’ other ‘Minister/ -

_ " Officer; he should approach  the reception office again or have the name
etiofe the Mlmster/OFﬁoer entered in the pass. by the ofﬁcer last - v1srted

Fa

.1 g

If the officer or
a slip of paper through a messenger on
- the main entrance and get the"_eply from the officer concerned. Any visitor
: isterial establishment in the Secretariat

oom: Under no circumstances, should a




i lawyers. and their clerks. ‘and

~“that no outsider or.un-a
- If sucha case occurs the

o i

The latter will ha.ve the name so’ entered cnly after.if has been. ascertamcd
i oyer ic telepho ne th ' '_;the Mmlster/bfﬁcer concerned is avaﬂable and can -

0. the entry of (o} ccrs a.nd other pcrscns'
nnection with. ‘meetings. - Moreover,

_ parties concerned may visit the SeCretanat in
connection with the court ca .accordance  with the Catse List ‘for the. day.
They can also visit'the Secretariat for inspection of the records on the production

_ of an application on- a-stamped paper for the purpose or for ﬁlmg fresh cases'
. on‘the. strength of‘ thc.. . _cvant documents. e :

who have to visit the Secre

(3) It.is the Iduty of the: Jamadar or Orderly attached to an Ofﬁccr fo see
ithorised Official goes to the officer’s room in his absence. .
amadar “or. orderly concerned wou]d be held rcspon— '

& slble and. dlsclplmary a.ctlou will be taken against him. -

(4) Every oﬂiclal a.nd cﬁic" workmg in the Secretanat has been ]SSlch 2N

: Ident:ty Card which he is expected to carry on ‘his person when coming to office ;¥ ;
Surprlsc checkmgs aré held off and on and any official found without his Identity

. Card can be refused permission to enter the Secretariat 'or reported against to the -
. Under Secretary, Secretariat: Establlshment who w;ll take necessary action
: agalnst the mdmdual concerned, : ey

5'17(1) Arrena‘ance —-Th 3 hours cf attendance are d
. from tlme to time. - At present the working hours of all  the offices of the State
-~ Govt. will be f 19.00.A. M 10 5.30 P M W1th haIf an hour break for lunch '
froml BO'P. O_P M : it

Any member of' the staﬁ' may, howevcr be rcqulred to work overtlme when
the busmess of ofﬁce demand‘s 1t. e S A e Bk S

(2) Attendance Regmter —~0n arr:va] each Supenntendent/Sectlcn Ofﬁccr or

n: ]:ns absence, the Deputy Supermtendent if there:is one  otherwise the - Senior

- most Asslstant‘ present should mark the attendance of the; officials in the branch -
by writing the letter <P’ at the appr opriate place in the. attendance register opposite
the name - of ‘each per 'Those on leave will be marked as ‘L’." The -
reg:ster after being 1mt1‘alled foot of the day entries, should be sentto
the room of the Branch Office ‘Under Secretary/ Deputy Secretary or Joint

| 3 o
~ ‘Secretdry as the case. may be, within _five’ minutes of the time of opening of

office..  The Supennt;ndents/Sectlon _Oﬂicers/Deputy Supermtendents ‘and Clerks -
etc., who reach the office thereafter, should proceed to. the room  of the branch

it : __cfﬁcer and have' the time o£ the' amvaI noted by him.-

. every three days lat,

N

Gne day’s casual leave WIH be forfe;ted for '
. end of each month, the Heads of
Branches should examine the attendance ‘registers -and calculate the number of -
- days on .which 'the members of their branches were marked late and forward the
statement in the form given below to .the Deputy Secretary, Secretariat Estabhsh—

3) Penafry for Iate afl'erz dq: e

E

ment upto the Sth of each' month" fo‘ilcwmg the one to which it relates. In the L

last week of December | the Heads of  Branches will prepare.a consolidated-state-

~ menf showing the total casual leave forfcltcd on account: of “late . attendance and .
then examine whether ‘the casual leave at the credit: of an official has been

exceeded or not. - Any excess should be: _camed over asa debit entry to the next

-




Sy Sk

. year’s account Thrs consohdated statement together w1th the materlal on which ;
it has been prepared’should be submifted to- the" Deputy Secretary, Secretariat®
Establishment punctually by ‘the 15th January each year. The I)eputy Secretary,
Secretariat Estabhshment wrll then take Such actlon on these statcments as. heﬁ may
deem suitable. ___-ifr-- 5 e s s S _-

: Perm1551on to attend oﬁ:‘:ce late by one ~or tWO hours W111 also be treated as
! late attendance. for the above purpose TEL A S 5

Statpmentfor the month of————————— - S o
, showmg the names ot’late comers of the -

o LT R L2 Y s L (FESE 55 2t 8 Ehe i : iy 44 i = A '_‘h.': £
Sr Name of' the - Da SRNG. of days Total Remarks :
No ~ Official st '-'to be de-: ' j'CLdeduc-

; “ducted from " tion of
i TNy -.'CL_Af-A/C'_.'-, . pre\oo_us ~_

o Note—In the rema.rks co]umn of' the staternent it should be mdzcated whcthe the
; ) of’ﬁcxal came late with or WJthout pernnssron e o sl

e L e Unaurkortse absence. —Except in cases of sudden lllneSS ieaVe must always-'
‘be apphed for well in advance and_sanctioned before it is taken. ‘Absence without

. leave is in infringement of discipline and an ofﬁcral renders himselfliable to be
treated without payand to be d:scrphned unless a satrsfactory explanahou 1s sub-

mitted of such absence : i : : e,

19 : Authomy Competenr to sancnon Ieave —Powers to grant casual leave
~are 'exércised by different officers as shown under the" table ‘in paragraph 20(d)

Teave cases of Class I Officers and important cases involving policy regarding
gazetted establishment where the. ‘orders of the Appolntmg Authority are required -
will be disposed  of with the approval of the 'Chief Secretary.. Normal cases
other than LPR and of Class II Gazetted Officers and important cases of. Class III
officials ~will be  decided" by . the Joint Secretary, Secretariat Establishment/
Deputy “Secretary, ' Secretariat Establishment. Normal leave cases of Non-

Gazetted and Class IV" emp ees wﬂl bc drsposed of by the Deputy Secretar}','
: Secretarlat Estabhshmcnt i

20. Casual Leave —(a) No ofﬁclal has any title or claltn to cusual leave,
much 1éss to any particular length of casual leave, for, though leave of absefice -
. of this kind has the sanctlon of rulc, the grant of rt in nany partrcular case is an
act of grace. A : ¥ : -

- The number of days f0r Whlch casual Ieavc may be granted is left to the dIS-_
cretion of the officer entitled to grant such leave. The maxlmum perxod of easual
leave adnnssnble in 2 calendar year wlIl beas follows — .

-(i) '_'To employees wrth 10 ycars serv;ce or less _-' . a3 lOidays |

. 3(i)7:To employees wrth more than 10 years servrce but Jess o 15days
" than. 20- years serwcc s - AT e

.(iii) To employccs with oyer. 20 years semce g _ e Y57 420 dcYS .




- calendar year of their scrvi

. not compulsory, for Government

" at a time, For this purpose,

e

Note +—The length of servioe is 10 be .cal ulated or assessed according to the.
' provision of Punjab Government circular 1
dated the 28th May, 1959 as amended from time to time.

However, the grant of casual leave to the new entrants employed on the

- recommendations of 'th;é_;' _I_-_IPSC[%gsf"BOaird. or on adhoc basis during the first -

regulated as under :(—

() New entrants

(i) New entrants, who joint service.
- June and 30th September..

- (i) New entrants Who join service after 30th i
. September. S B T S

C i § 1 _ta__kiﬁg'c'asué.l leave,. within the limits admissible above, an employee may
~ remain continuously absent from duty for a maximum of 16 days.- In this spell,

he will be permitted to include holidays which will not be  debited" to his casual
leave account. ~The total spell, however, should-is no case exceed 16 days. ~The

 balance of the, casual leave canbe taken in driblets or in_spells subjects to the
- It may be emphasised that it is; desirable but’

availability of leave to his credit.”
: Servants to take such a spell. ~ Where a
Government employee desires'to take such a spell, permission should not ordinarily
be refused although; of course i

 convenience the dates on which the spell is taken.

. -l(:?.'-_-Leaue_-. Rasrer 2 In .-.'oréiq-__i-f to keep ui: the sfﬁ_c'ieﬁcy of"\#ork--only one -
‘offici :

from a branch should normally procced on a.spell of ten days ot more
' d Heads of Branches should

e, h ‘the Superintendents.and Head ranc
draw leave rosters of the officials working under them in such a way that only

one official of a branch avails himself of such a spell at 2 time and get itapproved -

from the authority competent to grant casual leave in the month of December of

- the preceding year.

(e Leaveapphcatz;n ;Appli'cati_.onszﬁ_'f_dr casual leave from members of the.

Secretariat Staff, must, there necessary, be _submitted, through the Head of the

Branch to ‘the'authority competent to- sanction the leave, as detailed in clause (d)

 below, at least 3 days before it is.required. The Heads of Branches should not: .
forward theapplication to the competent authority as a matter of roytine, but .. |

should see that the leave applied for is for _qud'_ an

authority to'judge correctly the requirements of the applicant. . "

"(d) A':itfwri‘t_ies_' .'compe?ent_{ o .gra}:i"' Casual Leave: ScCrctatiés,.-'--.Deputy

_Secretaries, Under  Secretaries, Su‘p.cri‘nti:ndenté' and- other officers mentioned in

column 3. of the table -below- are empowered 'to ‘grant casual leave to the staff

conditions i— .. ¢

‘shown in column 2, ‘to the extent indicated in column 4, subject to the following -

. (i) No siibstitute is re ¢ :
<" 'proper arrangements are ‘made within the branch to attend to his work.

(i) -Any general or special order issued by Government from. time to time,

._..in the matter of grant of 'casugl_'. ‘leave, are s\t_r'i'ctly-observed 8

reular ~letter. No. 4376-GI1-59/2767, -

join ser‘VICebeﬁorc 30thJune ";'_Mﬁ':iimgm of 10 days

between 30th . Maximum of -5 days

o :Max'imu'h-:_ of _Q'days‘. o

‘the competent authority may adjustfor administrative

: ; and sufficient reasons which-
the applicants must explain® in his.appli on in order to enable the sanctioning

.qlu'ired in pl.ace;_.,;gf _the absentee on casual 'lea’.‘?e and




Secretary;a d Head pf Der

: glve frcnj?ﬂ me to tlme‘ __phed w1th

1nspecf10n at any

Secretary, eecrefan"
. that casual lea e
of the. Secretal

t m ccordance wrth the rules
chernment - S s A g

s ,_-’;_ reR VI

Stary in’ hlS c&pacﬂy as Admlms‘tratlve
aent for the Hary & C1v1l Secretanat may

fcr each 1nd1v1dual ofﬁma.l sl
ﬁnder ;

blishment who will satisfy ~himself - interalia
11;; sanctioned to_the various ‘Government empl@yees_

‘time by tbe

& mstructj ons' of i

T

"Sr Category of ofﬁcml.g
'No ~whom. Tleave may ‘be
il granted-:.- s

Authcnty empowered to

¥}
et o A

i mcludmg.hchdays)
2. ;

T o

Class-IV chernmen
" employees (Peons
. Jamadars etc.) -

1%

_upermtendenl &‘ Sect:ons

Records Llfters, Daftrles
- & Restorers.” fﬁ.cers
3. '..._'Clerks Steno-typ:st/ Brauch Ofﬁcerx e Under ;
.~ Junjor Scale Steno grapher_s ' _retnry or Deputy: Secretary
in branches and Junmr .as the case may be '
~ Translators. |
4. Clerks; Steno typxstsmnd Secretary or anate Secretary
- special  Assistant working - as the Case may be :
“.in the offices of Ministers,/ iz
.-Deputy ‘Ministers. (where
~ there i3 prwaté'i _ecretary--_
or Secreta:y) : S S
© Assistants, Steno typmts Supcrmtendent!anate Secy./
~ and Clerks- working in;the  Secretary to. Chief Minister,
. office of the ¥ -_Chref . . Principal. Seeretary to Chief
.Minister. 'Mmléter '
6. Asslstants and Semor Supermtendent or Sectlon
: i Ofﬁcer Branch Of‘ﬁcer,

a0 Translato IS,

i -I_)e.l_:').ﬁty's.cperi'qteﬁéents,

Supermtendent or Sectron Branch Ofﬁcer
SOfficers = :

© Pl powers” st

: ﬁﬁlL’ﬁdW'ers

Spell exceedmg 4

Upto 4days at a
Ciime, A

* - Spell exceedmg 4
days e s

Upto 2 days 2

“Upto- 4 days at a
time, ‘Spell Exceed-
:ng4days. el el

‘The extent cf 2 days
~ata time. To the

cxtentcf4daysata : .

fas tn:ae spell exceedmg

Upto 4 days at a

S time,” -
- Spell exceedmg 4

days.

Upto4 daysiat a
tlme. :

' Spell exece&lng Y

~ days.

* (In the case of Supermtendents workmg in the branches under
_..Secretary, Secretary, Secrefanat Estabhshment the speli exceedu:g 4 days
.-_bytheUSSE) ! :

L

the control of Und.,r

even will . be sa.nct:oned' : i

i

Extent of delegation





