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STANDING ORDER No.12/1967

REGARDING GRANT OF LEAVE: TO LADLIO PEISOHHEL .

1, Leave ie granted to personnel in sug¢h a manner

hat work does not suffer aud not more than a certain
percentzre are away from their duty at a particular time,
Yo ensare this both earned leave and casual leave has to be
phased threougacut the year. '
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2, Although, leave is invariably grautecé to
personnel, they must realise that it cannot bhe claimed as
a matter of right (fundamental lule 67). The authority
empowared to grant leave can refuse or cancel leave if the
same becomes necessary due to exigencies of public service.

3. ?he general principles regarcing grant of leave.
are laid down in the following handbooks:-

i) Financia 1 Hanébook Vol.II Parts II to IV (Chapter X)
ii) Office lManual for Suputs. of Police (Chapter XI)
iii) Police Regul ations (Paras 381,382 aud 383)
iv) HManual of Govt. Orders (Para 91)
v) Circul ar Orders issued from time to time by Govt.
and Inspector-General of @Qolice,

4, Casual Leave ~

(a) 14 days casual leave will be granted in one year,
Holidays falling within the perio¢ of leave will be counted
in the period of leave, '

(v) Casual leave will be granted after ascertaining
that there are adeguate reasons for the same. A8 a person
on casual leave is treated on duty, he will make himse 1f
available for the same if required to do so by the sanction-
ing authority., The Officer granting oy recomtending Celis
will ensure that public service does not suffer due to the
absenee of the person concerned,

(c) Suffixing and prefixing of Sundays and holidays
with casual leave will not be dme indiscriminately or as
a patter of right. This should be recomnenced oniy in
exceptional cases as the nature of the work in the Radio
Section does not warrant the misuse of this facility. ¥or
purposes of suffixing and prefixing, Govi. has ordered that
second Saturdays, restricted holidays aud local holidays
will not be treatcd as holidays,

(a) Extensions of casual leave in anticipation of
sanction will be treated as absence without leave and will
result in sovere punishment.

(e) Exausting of casual leave in the heginning of
the year an: asking for bulk casual leave at the close of the
year make i3 difficult to sanction leave. These practices
will be viswed with disfavour by forwarding and sanctioning
authoritie s,

{f) Actoal journey period will be allowed in addition
to J.h. Ho Tesidents of Hills posted in the plains and
vine veros aosvided ihe journey both ways exceeds 4 days.,
This ol

cnecasion wiil slso be applicable to personnel posted

-
outside Tia Wdhiate.
5
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(g) Those proceeding on €.L, may report their departure
in the afternoon of the day bPreceding the first day of the
casual lecave., But this will be done after they have completec
their Cuty. They will report back on the fore-noon of the
day after the expiry of their leave and will, if necessary,
perform the first duty. Duty Rosters will not be altered to
extend the period of leave of personnel proceeding on leave,

(n) Hormally, C.L. will not be converted into carned
leave and in exceptional cases where it is done, the appli-
cant wili have to prove that the reason for doing so were
genuine, If he fails to do so, he will he dealt with and
punished. Official notice will be taken of those who ,know-
ing that the B.L., may not bhe sanctioned, obtain C,L. andc senc
telegram for conversion of the sane to B.L, :

(1) Casual ieave will be granted as follows:-
(i) Upto 3 days incluGing prefix sund suffix —

By Rtadio Inspector to his subordinates,.

By iladio Maintenance Officersto 1.5.08, .08 I/C
oi stations or other personnel in their range or
station,

By a iladio Stationm Officer to the personncl posted
under him,

(ii) More than 3 days -

Only by a Gazetted Officer of the lladio Section,
dealing with leave or incharge of a branch,
(i) Procedure for applying -

(1) A1) applications for casual leave will be made in
writing and these applications, together with the orders
thercon, will be carefully kept in a file by the R.I., R.M.0.
or the 2.5.0. concerned,

(ii) lequestef for C.L., with recoumendations, will be
sent by brief service radiograms (sanctions will be accordod
simil arly)}.

(iidi) Fersomnel applyiung for more than 3 days C.L. will
aleo intimate about this to their next higher authority.
Sinilarly senctions will also be conveyed to these authoritic
(The RMO will be the next higher authority in stations
where the Cfficer I/C of the station is not a Radio Stat ion
Officer.)

(k) The sanctioning authority will maintain a casual

2

leave register iu the followiig proforma :-

Haue Lxtra C.L. Qnestrictedg}
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(1) Casual icave to personnel posted in the §,P,¥, and
in battaliouns on duty outside Uttar Pradesh or on deputation
will be granted locally,

;
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5. Bxtra Casuval Leave -

Upto 10 days extra casual leave will be sanctioned
every year 1o personnel onlisted under the Police Act. This
lecave will not He combined with any other leave and will only
be sanctioned from ladio Leadquarters., The procedure for
applying for extra C.L., will be the same as for C.b.

6., Darned weave -

(a) Procedure for applying -

(i) Applications for earncd leave will not be entertained
unless they are on the prescribed fori and are iegibly
signed and dated by the applicents and are duly forwarded by
the supoerior authority, duly signed and dated,

(ii) Applications axe for carned leave will not be
considered unless they are received at least 30 days before
the date from whaich leave is asked for, ol

(iii) It will be the duty of the forwardgmgoifficers to
give detail & regarding the manner in which the woark of the
applicant will be done in his absence, lierely forwardidg
applications is strictly prohibited as this uay lead to
rejection of the application due to the fault of the
forwarding authority. "

(iv) The forwarding authoritv will send the application
together with his recoumendations to Ilacdio Headguarters not
later than 3 days after its recceipt fronm the applicant. The
1.11.058 will not take more than 7 Gays in arranging for its
onward transmiseion to itedic Headquarters,

(v) The routing of earned leave application will be
as follows t=-

LAt outstations -

IL of HO/AO/Messengers throuzh RS0/ HC I/C to SRO

BEL of RSO through HIMO to SRO

EL of HO I/C through RMO to Sit0

L of personnel in Control Rooms and Special networks
through the RMO to SRO,

At workshops ~ ;

EL of RMO to SRO
EL of other staff through RC to SO

At Radio HGB. -~

EL of XX® Radio Inspectors through ARO to SRO
EL of iiMO/RSO through RI, ARO to SRO
LL of others through I to ARO.

(n) Hormally exteinsions to earned leave will not be
granted as this upsets the leave programme of others. How-
ever, in extreme emergency, extensions will be entertained
pirovided they are sent in good time and through the same
authority which recommended the E,L, Official notice will be
taken of habitual extensions to 1I.L, or attempt to short-
circuit the first authority which recommended L.L,

(e) The radio network will not be uscd for the purpose
of applying for carned leave or extensgsions thereto.
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(d) Availing extensioi: to earned leave without proper
--sanction will amount to absence without leave and will be
deait with severely,

(e)  Earned leave of staff posted in the S5,P.F, and
P.A.C. battalions within and outside Uttar Pradesh will be
sanctioned from tadio Headquarters,

(2) All Supervisory Officers will ensure that earned
leave of the staff under them is phased in such a mauner that
postiig of relief is unnecessary., Oifficial notice will be
taken if supervisory officers recoummend several earned leaves
and thereafter regret their inability to carry on the work
without relief, ]

T. Leave on licdical Certificate -

Medical certificates from private doctors and
registered medical practitioners for grant or extension of
lecave will not be entertained. Undex parea 382 of Folice
Regulations, other ranks who fall ill om duty or who are ill
wheii due to retur: to cGuty must apply for admission to distt.
Police hospital or to the nearcest dispensary if the hospital
is out of reach, for treatment. Failure to do so nay result
in Gisciplinary action.

The fact of their admnission or treatuwent nust be
reported to the local S.P., who, uniess they are his own
subordinates, will take imnediate steps to communicate the
fact to the Radio Iq,

Officers of higher rank are not relieved of the
responsibility, while on leave, of intimating their intention
of obtaining medical certificate to the 5.P., as prescribed
above,

Personnel availing of leave on nedicel certiricate
are regquired to produce a certificate of fitness before
rejoining, ;

8, Medical Rest =

Occasionally the Medical Officers I/C of Police
Hospitals grant light duty or medical rest to personnel, Such
‘personunel arc neither admitted to hospital nor are they on
lecave and thus they greatly dislocate work., Hormally, medical
“rest of more than 3 days will have to be converted into leave
of the kind due,

9. Pormission to leave station -

(i) Grauting of leave of any type does not entitle
a person to leave the station of his postinge. Peruission to
leave the station should be obtained separately from the leave
sanctioning authority and the correct leave address must be
connunicated to him while asking for this perrission,

(ii) fermission to le ave station of poetiug, if not on
leave, will be granted only from ladio Iieadquarters and theat
too in e:xceptional cascsa,

10. srrival and Uep arture

On completion of leave, persounnel are expected to
report back their arrival at the places of their posting and
not at ladio Headguarters or at any other stafion., Untries







