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{STATE LIFE EMPLOYEES (SERVICE} REGULATIONS, 1973]

isiamabad, the 1st January, 1973
{Amended uplo 31.12.1891)

S.R.O. 57(1y73. in exercise of the powers conferred by Atticie 49 of the
Life Insurance (Nationalisation) Order, 1972 {(P.O. No.X of 1872}, the State Life Insurance
Corporation of Pakistan, with previous approval of the Federal Government, hereby
makes the following Regulations -

PART | GENERAL

1. Short title, commencement and application - {1) These reguiations may be called
the State Life Employees(Service) Regulations, 1973,

{2)  They shall come into force on the first day of Januaty, 1973.

(3}  They shall apply to the employees of the State Life Insurance Corporation of
Pakistan, except employees or: deputation or on contract to whom they shall apply only to
the extent, ¥ any specified in the terms of their deputation or contract, as aktered from time
totime [k

P rovided that, in respect of employees posted or appomted outside Pakistan,
these reguiations shall apply with such modfications as may be detemined hy the
Chaimman with the approvai of the Government.

2. Defintions. in these reguiations, unless there & anything repugnant in the
subject or context: . :

- {ay  ‘“allowance” means a recurring on no-recurring payment other than pay
granited {o an empioyee,

©{b)  “category” meansa c.ategory of employees specified invreéubﬁor‘;s 4

{c) emp%oyee means a full ime employee of the Corporation on monthly
salaty, but does not include saleried filed officials whose emoluments are
dependent on progreation of the business except those are classed as
Area Managers « |- 1 by the competent authorty.

-

Pub-Ext Gazette of Pakistan Pt.il Motifisation o, SFH“L:'[ 173, dated 10.1.1973,

“Full stop” subs. by "colon’vide Exir.Ord.Saz. P11 Notif No SRO-1 Wa32i1/75 dt. 1.10.75.
Previse inserfediibid, Gazetle dated 1.10.1975 :
“or Chief Managefomiited inid Gazette cated 1 10,1975,
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(d)
(e)

®
@

“month” means a calendar month;

“pay” means the amournt to be drawn monthly by an employee as pay
fixed for him in a pay scale or otherwise and includes special pay and any
other emoluments classed as pay but does not inciude allowances;

“pay scale” means a pay scale specfied inthe reguiation 4;
“Special Pay” means an addtion to pay, granted in consideration of
) Specialb/ arduous nature of duties, or

(i) a specific addition to work or responsibiiity ;

‘service” includes the period of duly and the period of icave dul
sanctioned by the competent authority but does not include any period of
absence or overstayal of leave without express pemmission of the
competent authoriy ;

1["Zonal Head” means an officer incharge of a Zone of the Corporation ;]
Words and expressions used but not defined in these regulations shall

have the same meanings as are respectively assigned to them in the State
Life Insurance Corporation{General) Regulations, 1972,

3.  Delegation of powers:{1) The Board may delegate any of the powers vested in
it by these regulations to the Chaimman or any of zf-———] the Executive Directors.

(2)  The Chaiman s|—-] or the Executive Directors may, ¢ [-—---——- ] delegate any
of the powers vested in them by these regulations to any of the officers subordinate to
them.

1. Added-vied Gazette, Extra Pt-il Nonfiction No.SRO-1032(1)/75 dated 1.10.1975.
2. “General Managers ” or” omitted ibid Gazette 1.10.1575.

3. “General Managers"omitted ibid Gazette dated 1.10.1975.

4 Omitted “with the prior approval of the Board,” vide E.C. 157the meeting held

on 15/22.16.1981.



PART fl ——— CLASSIFICATION; PAY AND ALLOWANGES

4 ()  The Grades and pay scales of the posts in the Corporation w.ef. 1.1.1991
shall be as follows: e = . :

Grade/ B ¢ 1 & - Pay Scales

Pay Scale

No.

1 Sanitary Workers, (Sweeper), Cleaner §93-40-1833
Naib Quasid, Security Guard/
Chokidar, Gardener.

2. Quasid, Record Sotter, Liftman, Helper, 793-44-1717
[Head Security Guard] =

3. Driver, Chaiffer, Gestetner Operator 828-46-1794

4, 3 [Junior Office Assistart], Typist, Adlema  911-53-2024
Operator, s {Urdu Typist] ‘

g 4{Office Assistant,] Comptist, Punch Operator, 940-59-2179

7 [Telephone Operator], Telex/Fax Operator

6. s[Sr.Office Assistant], Stenotypist 1187-66-2573

7 Stenographer 1410-92-3342

8.{a) Superintendent, private Secrefary, 1510-129-3703
' Stenographer{Selection Grade) :

Subs: agreement with the CBA dated 12.4.1983 Demand No. 4ivil
Suos: Desg."vamadar’ in Grade No.2 vide Ciroular Ne. PL-100;
Mo P&GESHM4/00 dated 24 41920,

Subs: Desq."Junior Clerk’ in Grade 4.

“Br.Cler” in Grade S, :

"Assistant’ in Grade € vide Demand No.V{i} iid.

insert :Desq:Urdu Typist * in Grade 4

“Teie Operaior” in GradeS, vide Demand 4{v} ibid

P =
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Pay Scales
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MAINTENANCE STAFF

MN- Assistant Electrician, Assistant Mechanic, 828-46-1794
Assistant Mason, Assistant Carpenter,
Assistant Plumber, Assistant Painter,
Assistant Quantity Surveyor

MN-I Electrician, Mechanic, Plumber, Carpenter, 940-58-2179
Painter, Quantity Surveyor, Garage Supervisor,
- Securty Guard-incharge, Mason

MN-Hif Bidg. Supervisor, Civil Supervisor,
1{--} Electrical Supervisor, 1410-92-3342
Senior Carpenter, Senior Painter,
Sr.Quantity Surveyor, Bldg. Care-taker,
Lift Supervisor, Mechanical Supervisor,
Senior Plumber. 2[A.C.Supervisor]

s [MOVE-OVER/UP-GRADING

Note 1-Where an employee in pay scale 1 to 4[8(a}] and MN-I to MN-Ill has reached the
maximum of his scale and out of the last four annual confidential reports grading in two
ACRs reports as at least "Good”, he shall be allowed to moveover to the next pay scale.
In case his confidential reports for at least 2 years. out of the last four years of his semvice
inthe lower scale are less than “Good”, the employee shall have to watit at the maximum
of his scale until he eams 2 "Good” repoits. Moving over to the next pay scale shall not
be deemed to be a promotion to a post in that scale. Nothing shall be construed to be
adverse in the annual confidential report unless the adverse remarks are communicated
dealt with in accordance with the instructions confained in the booklet “A guide to
peiformance evaluation” published by the G&M Duwision, Government of Pakistan ]

Designation “Foreman” omitted vide CBA agreement dated 12.4.89.
Inclusion of designation{refer CBA agreement Demand No.4{vi) ibid.
Source 3rd Wage Commission Award 1983.

Source Agreement with the CBA dated 10.3.1991 {Demand No.4{vi)



1[Note 1{a) - [The ED(P&GS) ] 2 wili grant move-over to the next higher pay scale to an
empiloyee after he/she has remained on maximum of a pay scale for one year provided
that grading inthe at least 2 annual confidertial repotts is at least “Good].

aNote 2 - An employee in pay scale 1 to 3 and MN-I deed to have eamed good
confidential reports in no disciplinary action has been taken against him during the last
four years and the departmental head recommends his moving over.]

4[Note 3 omitted]

Officers Pay Scales e
Grade/ ¥..0 s -t % Pay Scales
Pay Scale

No.

5[8(b) Executive Officer A 1675-140-3775
9 Assistant Manager 2560-195-4900
10 Deputy Manager | | 3200-245-5650
10(a) Area Manager Special Basis or Ordinary

Basis as per clause(i).
" Manager 4635-255-7185
12 Assistant General Manager 4960-275-7710
13{a) Deputy General Manager 5765-285-8615
13(b} General Manager 6720-360-9600]

1. Agreement with the CBA dated 12.4.198%(demand No.5).

2. The word "Corporation”subs. by the words “E.D{P&GS)” 157th meeting to
the Executive Committee heid on 15/22.10.1991.

Third Wage Award 1983.

Omitted afligment with CBA agreement dated 10.3.1991 demand No.4{ji).
Pay Scale of officers revisedw.e.f. 1.1.1390 vide Ministry of finance d.o.
lefter No.F. 1{(5)IMP.1/91 dated 22.4.1991.



1{Note - An officer in pay scale 8 to 11 drawing the maximum pay in his pay scale for one
year from the date of tast revision/fixation of pay shall be aliowed to moveover to the next
higher pay scale provided an officer in pay scale 8 or 9 has eamed grading at least
“Good” in 2 annual confidential reports out of the last 3 ACRs and an officer in pay scale
10 or 11 has eamed grading at least “Good” in all the last 3 ACRs and there is no
adverse remarks in his ACRs. The moveover shall not be deemed to be a promotion to
the post inthe next higher scale of pay.]

(i)  AREA MANAGER

Special basis 2 {a) An Area Manager on special basis shall draw pay in the scale of
Rs.1000-75-1750. Provided that after the 31st day of March, 1973 no person shall be
appointed Area Manager on Special basis.

Ordinary basis - (b} An Area Manager'on ordinary basis shall draw a fix pay of
2 [Rs.3200/- pm.] plus special incentive bonus of such amount and on exceeding such
performance standards as may be prescribed by the Board from time to time.

{0 (1) An Area Manager shall be required to meet such peiformance
standards regarding new business, persistency and other operational
factors as the Board may prescribed from time fo time.

(2) The performance of an Area Manager shall be reviewed by the 3 [Zonal
Head] on a six monthly basis or for such shorter periods as may bs
deemed necessary by the Board.

89th meeting of the Board of Directors held on 22.11.1987.

2. Chaiman’s approval dated 2.5.1191 inthe light of Finance Division’s d.o.letter
No.F.1(5}IMP.I¥91 dated 22.4.1991

3. Substituted for “General Manager” vide Gaz Extr Ord. Part.il SRO No.1032(1y/75

dated 1.10.1975. ’
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if on such review & is found that his perfformance falls short of the prescnbed
standards, [the Zonal Head may teminate his sewices after giving him three months
notice or three months pay in fieu thereof or may take] such measures including, but not
limited to, reduction, curtailment or withdrawal of his emoluments or perquisites or all
such measures together, shall be taken by the 2{Zonal Head] as may be generally or
specifically prescribed by the Board. -

3{(iil) Omitted ]

Determination of grade and fixation of pay of employees who were in semvice on
31st December, 1972.- (1) An employee who was in service on 31-12-1972, shall be
placed in one of the grades specified in clause (j} of regulation 4 and his pay shall be fixed
in the pay scale applicable to that grade, on 1st January, 1973, in accordance with the

following principles:-

(@)  His grade as on 1st January, 1973, will be determined by the General
Manager or Executive Director {Administration}, as the case may be ora
Commitiee appointed by them in this behalf, i he is to be placed in
Category A, B and C by the Chaimnan or a Committee appointed by the
‘Chaiman in this behalf i the employee is to be placed in Category D. In
the event of any doubt or dispute, the decision of the Chaiman shall be
final and binding.

(b  After his placement in a grade under paragraph(a} his pay shall be fixed in
the scale applicable to that grade in accordance with a fixation formula to
be prescribed by the Board in such a way that his total monthly
emoluments after fixation are not less than his total monthly emoluments
as on 31st December, 1972: | | e

Provided that the pay of an employee so fixed shall not exceed the
maximum of the pay scale applicable to the grade in which he has been
placed :

Explanation. - For the purposes of this regulation, "emoluments” includes pay, monthly
equivalent of bonus and such allowances and monetary benefits as the Board may
decide, and to be computed in such manner as the Board may prescribed. in the event of
any doubt or dispute about emoluments the decision of the Board shall be final.
: Insertad vide Gaz of Pak. Part Vi dt.13.4.83 SLIC Notif Mo LAW({L-9)83 ot March, 1983,
2 Subs for "General Manager” vide Gaz.Exira Ord. Part.ll SRO No 1032{1)/75
dated 1.10.1975.
3 Clasuefjii) relating to"Chief Manager’ omitled vide Extr.Crd Gazettee Part i,
Notification No, SRO-1032(1)/75 1.1.10.1875.

>
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12} An empioyee in Category A or B shaii have the option fo refan the tems
admissibie to him on 31st December, 1872, in respect of pay, aliowances, Provident
Fund, Gratuity, Medicai and other perquisites as a whoie in iieu OT the conesoonamg
benefits admissible under the Regulations of the Corporation. -

The option shall be exercisable by 28th February, 1873, and once exercised &
shail be final In case no option is exercised by 28th February, 1973, the employee will be
. deemed to have opted for the benefits admissible under the Relations of the Corporation.

8" Creation of Posts. - {1) The Chaiman may create temporary posts wihin the
’budga prms:on fora period not exceeding six months.

{2y The Chaiman may, with the prior approvai of the Beard create permanent posts.

7. Speciai Pay. - Speciai pay not exceeding 1/Rs.500/] pm. may be granted by the
Chaiman and special pay exceeding 2{Rs.500/-] but not exceeding 3{Rs.750+1 pm.
may be granted by the Executive Committee of the Board. * Special Pay exceeding
4fRs. 750 1 p.m. wiil require the approvat of the Board. :

of7A. Ofﬁclatmg pay, additionai charge pay and honoranum o empioyees -
(1) Employees in pay scaies 1 fo 6{8{a)j and MN-i to MN-lll may be paid the following
remuneration’s, in addition to pay and allowances namely-
(@)  Officiating pay for officiating in higher grade, equal fo the difference
- bebween his pay in the lower post and the stage in the higher grade which
is next above his pay inthe k:twefgrade
{b}  addiiona! charge pey for holding, in addition te his own post, the charge of
another post, not exceeding twenty percent of his own pay for a period not
ordinarily exceeding six months except for very special rasons;
{c}  honoranium not exceeding one month's pay in a year for any work done by
nim which is arduous and occasional in character and for which no over
time has been paid

Provided that the officiating pay and the additionai charge pay may e aliowed
omv i the vacancy required to be filled is of the duration of at feast two months e
* Subs. for Rs. 100~} SR
Subs. for Re. 100/ ) vide E.C. 157the meeting held on 15th & 22, 50 1991,
Subs for Rs.250/ )
Subs.for Rs.250+ )
regutation 7A’ inserted vide Gazelte of Pakistan Parl. Vi ua(ed 6.1.1882 Nefification
NG.15)/78-INSIN) dated 25.11 1981
Pay Scale 8 (Supdtj Subs. vide CBA Agreement dated 10.3.1891 Demand No. 4(vi.
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(2)  Emplovees in pay scales 8 to 13 may be paid the following remuneration’s, in
addition to pay and aliowances, namely -

(a)  Officiating pay(without any allowance) for officiation in a higher grade for a period
of not less than two months equal to the diference between his pay in lower grade
and the stage in the higher grade which is next above his pay in the lower grade;

(by  addtional charge pay(without any allowance) for holding additional charge for a
period of not less than two months at the following rates:

()  Not exceeding ten percent of the pay of his own post if he is of the rank of
General Manager, or

{i)  not exceeding twenty percent of the pay of his own post f he is below the
renk of General Manager but the additional charge pay so granted shall not
exceed the additional charge pay that would be admissible to a General
Manager at the minimum of his pay scale under clause{i).

Provided that additional charge pay or officiating pay shall not be a admissible
beyond six months except for very special reasons]

1{7B. Technical Pay.-
A(1){a) Employses in pay scales 1 to 8(a) who qualffy in any of the following

professional examinations or courses shall be entitled to a technical pay at
the rates indicated against each qualffications, namely.

Examination Qualified Technical Pay ;
per month

Associateship & Fellowship of C.LL

on passing each paper Rs.50+~ pm.

Associateship of institute of Actuaries &

Society of Actuanes{complete) Rs.800/- pm.

Fellowship of Institute of Actuaries(complete) Rs. 1000/~ pm

Reguiation 78" insertad vide Gazalte of Pakisian Parl. vl datad £.1.1982 Natifiction
Ne.1(5)/78-INS(N) Dt.25.11 81

2. Revised vide agreement with CBA dated 10.3.1981idemand No.15).



{b)  Officers in Pay Scales 8 to 13 who quaify in any of the foliowing
professional examinations or courses shall be entitied to a technical pay at
the rates indicated against each qualification, namely:

Examination Qualified Technical Pay
_per month Rs.

(i} Fellowship of the Institute of Actuaries
or Facultative of Actuaries Rs.600/-

(i Associateship of the Institute of Actuaries
or Facultative of Actuaries Rs.500/-

(iily Fellowship of the Chartered insurance Institute Rs.400/-
v' (W) Associateship of the Chartered Insurance lnstttute ~ Rs.300/]

1{Note : Effective upto 31.8.1991. Thereafter officers and Unionised staff allowed
technical allowance as per Reguiation 5(9).

% Note inserted due to revised Office Order No.P&GS/PO/187/91 dated 23.12.1991 -
referemce No.PL-8(6).



(2)  The employees who pass the various sections or subiect(s), parts or subject(s) of
such sections(s), part{s) or subject{s) of the qualification from time to time wouid be paid
the technical pay in a proportion which such section(s), pari(s) or subject(s) of such
section(s} pari(s) or subjeci(s} bears to the entire course prescribed for acquiring that
qualification so that the maximum amount of technical pay does not exceed the rates
mentioned in sub-regulation{1). the rate of such proportionate technical pay shall be
detemined by the 1 [Chaimanj;

Provided that an employee having more than one qualification will be eligible to
receive technical pay in respect of one qualification only bearing the highest amount of

pay.

Note 1- The date of commencement of technical pay shall be taken to be the first
of the month following the date onwhich the resutt of the qualifying examination or
couse is published or announced. in case of any difficulty in ascertaining the exact
date, the decision of the head of personnel department shall be final

Note 2- On passing any of the approved examinations, the empioyee 2fin pay
scale 1 to 3{8{a}} and MN-I to MN-Iif] will on production of satisfactory proof, be
reimbursed the cost of books purchased and the examination fee paid by him.

aNote 3- Officers in pay scale & to 13 will be entitled to technical pay
w.ef1.11.1582]

s[7C. Indexation of pay.(1) The pay of all full time employees including officers would
be indexed in relation fo the cost of living. For the fiscal year 1988-83 the index w.ef.
1.7.1988 will be as followss: '

(a)  Employees drawing basic pay uptoRs.1500~ pm. ... Rs.1.028

(o)  Employees drawing basic pay above Rs. 1500 pm..... Rs.1.021

Subs. for “Board” vide E.C. 157the meeting held on 15th & 22.10.1891.

Subs. for “concemed” due to First Wage Commission Award, 1977
Agreement with the CBA dt.10.3.1891(demand No.4{vi) Supdt.graded as &(a).
“Note 3" inserted vide /O Commerce letter No. 1(7W78-INS(N) dt. 1.12.1982.
Finance Division's OM No.F.i{34)-IMP.1/88 dated 1.7.1988.

G E W -



Provided that indexed pay of an empioyee failing in category{bj above will not be
less than Ra. 1542%- pm.

(2)  The allowance will not be indexed and will not be affected by increase in
pay due to indexation.

(3} Incalculating the pay, fraction of a rupee which is less than fifty paisa will
- be ignored and that of fifty paisa or more will count as one rupesl.

1[Note-1. Pay scales of employees in pay scale 1 to 2{8{a}} and MN-I to MN-lil have been
revisedw.ef 1.1.1989 and thereafter the index pay ceased to be payable ]

s[Note-2. Pay scales of employees in pay scale 8 to 13 have been revised w.e.f. 1.1.1990
and indexed pay was absorbed while fixing the pay in the new pay scales. Thereaﬁer
ceased to be payable ]

8. incentives and awards. An employee who quaifies in any of the 4f..]
examinations approved by the Board may be sanctioned cash awards or other incentives
on such terms and conditions and on such scale as may be approved by the Board fmm
timetotime.

9.  Allowances:
{1y  House Rent Aliowance:
House Rent Allowance shall be paid to the employees at the following

rates:
s{{a) To employaes in pay scale 1108(a), MN- to MN-ill @ of 7!% of the:r
- pay] ‘
s{{b) To other employees, in pay scale 8 {E.O) and above at the rate of
5% of their pay ]

7[Provided that the Board may approve provision of a house fo an officer on such

tenns as it may determine.]
Agreement with the CBA dated 12.4.1588, effective from 1.1.18988.

l ,

2 CBA Agreement daled 10.3.1891 supd!. graded 8{(2)

2 Inserted due to revised pay scale announced by the Govt. for officers w.e.f. 1.1.1990 refer
Ministry of Finance ©.M. No.F. i.o;m"P {1191 dated 22.4.1851.

4. The word "Professional’ omitled wide Ext Cazslte PLE, Nolification No.585(11/7 4 dates
1351974

6. Agreement with CBA signed on 12,488 w.e f 1 1.89{Refer Demand No 8iii}.

g. Bcard decision effective from 17.189"

AQ;WO st =dih ({'gd 4:?“-} Mﬂ,ﬁ‘ g-; —\F lhg : (‘ gae,d on 4‘:{‘-\ e 7’7(};4 OA‘ ‘lQQ‘l
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(2)  Conveyance Aliowance/Motor Car Maintenance Aliowance:

{a)  Comveyance Aliowance shall be paid to the empioyees at the following
. rates:

{)  Employees in pay scales 1 to 8{a), MN-I to MN-Hi s[Ré.225/— pm]
effective from 1.1.1591

Provided that employees whao have their own Motor-cycle/Scooter will be
given conveyance allowance at a higher rate of 2[Rs.250./- pm ]

(i}  Employees in other pay scales 3[Rs.300~ pm. effective from
1.7.1981

(b  Motor Car Maintenance Allowance in lisu of conveyance Allowance shall
be paid to an employee in pay scale 9 to 13 who maintains a car and

whose pay exceed Rs. 12501 per month at the rate specified below
namely -

s[Employees in Pay Scale & Rs.270.00 per month.
Employees in Pay Scale 10 Rs.425.00 per month,
Employees in Pay Scale 11 Rs.525.00 per month.
Employees in Pay Scale 12 Rs.625.00 permonth.
Employess in Pay Scale 13 Rs.725.00 per month.

Effective from 16.11.1990]

(3}  Entedainment Expenses.- Actual expenses incurred on approved
entertainment will be reimbursed to an employee in pay scale 8 to 13
subject to such conditions as may from time to time, be stipulated by the
Chaiman.

1.842 Agreement with the CBA dated 10.3.1991(Refer Demand No.8{ij{a)(b)

3. Soard decision effective from 1.7.1991

4. Subs.vide finance division C.M.No.F.3{1)R.5/90 dated 18.11.1990 and P&GS
Circular N0.3/91 dated 6.1.1951.
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5(6)

1{(4)  Typing Allowance as Special pay:-

Typing Allowance as Special pay shall be paid to a Typist at the following

rates: :

(i  Typist with the minimum speed of 30 words per minutes 2[Rs.4%-

per month.]

{i)  Typist with the minimum speed of 40 words per minutes 3[Rs.95-

per month ]
4[{5) Omitted ]

Local Compensatory Allowance-

(@)  Local Compensatory Allowance shall be paid to employees in pay Scales
1 to 7 sewing in the cities of Karachi Lahore, Rawalpindi Islamabad,
Peshawar, Quetta, Hyderabad, Multan and Faisalabad at the following

rates namely.

{) Karachiandislamabad

{if Lahore, RawalpindiPeshawar and Quetta

(iy Hyderabad, Multan and Faisalabad

10% of pay subject to
a maximum  of
Rs.200/= pm.

5% of pay subjecttoa
minimum of Rs.25-
pm. for employees in
pay scale 1 and
Rs.35/- pm. for other
employees subject to
a maximum  of
Rs.100/= pm.

Rs2%- pm for
employees in  pay
scales 1 Rs.35- pm.
for other employees ]

s{Note - 1 This allowance has been merged with basic pay of the employees in pay
scaies 1 to 8 thereafter ceased to be admissible from 1.1.1983 .

LS R N

3rd Wage Award Commission 1883

Agreement with CBA 10.3.81{para 8(vil) Re.30/ reviced {o Re 45 waf 11,1891

Rs.45/- revised to Rs.55/w e f 11,1991 vide agreement ibid.

Cmitted vide Gazstte di.6.1.82 part Vi ibidi Notification No. 1(5378-INS{N) dt.25.11.81

Subs.vide Gazetlle bid.

Note ingerted {o incarporate the decision of the 3rd Wage Award, 1984 (para-30)
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1f(b) Local Compensatory éiiow‘ance shall be pa:d to eémpioyees in pay scales 8
" to 13 sewving in the cities of Karachi Lahore, Rawaipindi Islamabad,
Peshawar and Quetta at the foilowing rates namely ], -

()  Karachiandiskemabed  10% of the pay subject o a
f : ’ maximum of Rs.200/- pm.

(i}  Rawalpindi Lahore, Quetta and Peshawar 5% of the pay subject-fo 2
meximum of Rs. 100/ pm.

o[Note-2 This allowance ceased to be admissible to employees in pay
© scalesBto13w.ef 1.7.1983] o

3l(7) Fixed Conveyance Aliowance A fixed conveyance allowance of «fRs.50/-] per
month shail be paid to such Naib Quasids or Messengers who are required to perform
Out Door Duties on requiar basis provided the individual concemed covers 300 K.M.
every month ] :

s{(8) Technical Allowance- Technicai Allowance shali be paid to an employee in pay
scales 1 to 8(a), MN-f to MN-ift as follows:

‘(x)f/" Telephone Operator/Telex OperatorfAdrema OperatofComputer
OperatoPhotostat Machine OperatorE lectricianfAir-Conditioning
Mechanic/Franking Machine Cperator ...................... Rs.20f- pm.

Note: This allowance has been abolished by 3rd Wage Commission Award, 1983 but the
employees who are already gefting this allowance will continue fo get it as personal to
them. This allowance will be withdrawn I the incumbent is transferred to another job.

{i)  KeyPunch/Teminal Operator Fulltime basis...... .Rs.50/-pm

Provided that this allowance shall cease‘to be admissible when an employee is no
longer performing any of the above mentioned jobs.]

s[Proviso - Omitted]. _
Subs. vide Gaz, of Pak, di. 6.1.82 Pi Vi Netification Ne. 1851/78- NS} dt. 25.11.81.
Added Finance Division leller Ne. F.1{5)-Imp/83 dal=d 18.8.1883.

4th Wage Commission Award, 1986(Refer Para 63)

Agreement CBA para 8 Demand 8iv) Rs. 40/ revised as Rs.30/~ w.e.7.10-1-81

CBA Agreement dated 10.2.1921.

Proviso omitted vide Gaz of Pak ibid Motification dated 25.11.1981.
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1{(9)  Technical Allowance: Every empioyee shall be entitied to technical allowance on

completion of certain professional examinations at the rates approved by the
Board but not being less than those mentioned below -

Examination qualified Technical Allowance
Rs. per month
1 CHARTERED INSURANCE INSTITUTE
(UK/AUSTRALIA}
b On Passing of each paper Rs.12%/-
i) On completing ACH Rs.1,500/-
i)  Oncompleting FCH Rs.2,500/-
2, INSTITUTE OF ACTUARY({UK)
) On passing of each subject Rs.325/-
i) On completing FIA Rs.3,500/-
3. SOCIETY OF ACTUARIES(USA)
i) On securing of each credit Rs.7/-
i) On completing ASA Rs.3,500/
4 FELLOW OF LIFE MANAGEMENT
INSTITUTE/CLU {USA)
iy On passing of each paper Rs.125/-
i) On completion of FLM Rs.1,500/-
iy Oncompletion of FLMUM Rs.2,500/
5. INSTITUTE OF CHARTERED ACCOUNTANTS/
INSTITUTE OF COST AND MANAGEMENT
AND ACCOUNTANTS
) Upon acquiring Associateship Rs.1,200/
i) Upon acquiring Fellowship Rs.1,500~
6. INSTITUTE OF BUSINESS ADMINISTRATION
i) Upon acquiring MBA degree:
{st year Rs.600/-
3rd year Rs.800/
5th year & onwards Rs. 1,000/

Board decision and office Order No.P&GS/187/91 dated 23.12.1991 reference
PL-8(6) effective from 1.9.1991



7. COMPUTER SCIENCE
{) Upon acquiring Masters Degree - -
ist year ‘ Rs.1000/-
3rd year Rs. 1100/
- Sthyear & onwards Rs.1,200/-
8. SYSTEM ANALYSTS/COMPUTER PROGRAMMERS
Electronic data programmer with over 5 years experience as Programmer.
1st year Rs.500/-
2nd year Rs.600/-
3rdyear . Rs.700/-
Athyear Rs.800+-
Sthyear & onwards Rs. 900/
Note1:  This would be appicable w.ef 1.9.1991
Note-2 : ffa .pefs'on has more than one qualifications, he will be allowed only one
technical allowance which is more favourable to him.
1{{10} Cash Handling Allowance:

The employees between pay scale 1 fo 6 who are required to handle Cash should

be designated as “Cashier” and paid this allowance at the rates noted below]

2[Cash handled each month Amount of Allowance
(a)  Employees handiing Cash upto Rs.75,000/- Rs.75/- pm.

average per month
(bj  Employees handling cash from Rs.75,001 to Rs.100/- pm.

Rs.150,000/- average per month.

{t}  Employees Handling cash of Rs.150,001 and Rs. 150/ pm.

above average per month
1. Inserted vide Gaz. of Pak Part.Vi Notification No.1{5)/78-INS{N) dated 25.11.81
2. CBA Agresment dated 10.3.1991 {(Demand No 8(xi}.
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t{(11) Winter Allowance: A winter allowance shail be paid to employees:

{a)  in pay scales 1 to 8{a) and MN-I to MN-lif working at such Hill Stations
- which are exposed to extreme coid climate, as may be approved by the
Chaiman, at the rate of 2[Rs.250/-] per month for the period November to

Apil

(b}  inpay scales 8 to 13 posted at Muree, Nathiagali and Quetta at the rate of
3[Rs.175/~] per month for the period November to April

Explanation- For the purpose of this sub-regulation part of a month shall be
treated as full month ]

4f{12) Education Allowance:

Employees in pay scales 1 to 8(aj and MN-1 to MN-Iif shali be paid Education Allowance
at the following rates:-

{8 Upto Matric Rs.50/- p.m. per child
(b}  College Education Rs.7%/- p.m. for one child
{c}  Professional & Technical Education Rs.100 p.m for one child only

Education Allowance for Professional and Technical Education also payable for at lest 3
years diploma course recognized Government/Directorate of Technical Education in the
field of Engineering and Medicine.

The maximum availabillty of education allowance to the employee is restricted to a total
sum of Rs.2254- per month for a minimum of three children]

1. CBA Agreement 10.3.1991 {Demand No.8{xi}).

2. Subs. for "Rs.150/-" vide Finance dmsron O.M. NoF. 3(1)-R-13/84—Dl206f85
dated 2.5.1985

3. Inserted vide Gazefte of Pakistan dated 6.1.1982 Part-Vi ibid.

CBA Agreement daied 10.3.%1 {Demand No B{vi)

=
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PART - 1 APPO!NTMENTS PROBATION CONHRMATION INCREMENT
AND PROMOTIONS

10.  Appointments.- (1} 1[Subject to such general and specn‘:c dttechons as the . .

Chairman may gwe from time to time.]

{a) vappmntment to all posts z [in pay scales 1 to 3 {8(a)} and MN-1 to MN-Ii]

" shall be made in a zone by the Zonal Head and in the Principal Cffice by

- the Executive Director 4{holdmg charge of Personal & General Services
Dwision]: and :

(b} .appoi‘ntmemS to all poéts in the Corporation infpay scales {8 to 13} shall
- be made by Executive Director s[holding charge of Personnel & General
Sewvices Division].

(2} Al appointments shall be made on the recommendations of the appropriate
Selection Committee to be constituted by the appointing authonty concemed, in
accordance with such general and specffic directions as the Chairman may gwe from time
to time.

11.  Appointments to be made on minimum of pay scales appointment to a post shall
nomally be made at the minimum of the pay scale of that post But; f the qualifications
and experience of past standing of a person so warrant, appointment may be made at
such higher level in a pay scale as may be deemed fit by the appointing authority.

Addd vide Exira Gaz No SRO-1032{1)/75 41.1.10.1975

3rd Wage Commussion Award, 1963

Pay Scale 8(Cupdt) subs.as B(a) Agreement with CBA dated 10.3.91

Subs for *Administration’ vide E.C. 157th mesling held on 15 & 22-10-24.
Subs.vide Gaz d1.6.1 82 PT Vi Noiif.f\io.1(5)f?8-ins(t\1} dt’.ZS.‘H.81

Subs. for "Adminisiration” vide £.C. 137th meeting heid on 15 & 22-1C-81.

DO W
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12.  Physical fitness.- No person shall be appointed to a post, uniess he has been
certified by a Medical Officer specified in this behalf by the Corporation, to be physically fit
for service. The Certificate shall be in such form as maybe prescribed by the [Executive
Director] 2{hoiding the charge of Personal and General Services Division] :

13.  Citizenship: No personwho is not a citizen of Pakistan shall hold any post in the
Corporation except with the prior approval of the Board in writing.

14.  Qualification e’xpenence and age : (1) Qualfications and experience for
appointments to various posts in the Corporatzon may be laid down by the s[Chaiman]
from time to time.

{2)  The minimum age for entty into Corporation’s setvice shall be 18 years and the
maximum age shall be as follows:

For appointment in 4[Pay Scale 1 to 4 & MN-I] 25 years
Forappointment ins [Pay Scales 5 to s{8{a)}

MN-If to MN-1if] | 35 years
For appointment in 7[other pay scales] 45 years

Provided that the Chairman may relax the maximum age limit is suitable cease for
reasons to be recorded inwriting.

15.  Probation.- All employees, except those appointed on contract or on deputation
or on special terms or on temporaty basis, shall on appointment be placed on probation
for a period of six months. The appointing authority may in his discretion, extend the
period of any employee's probation but & shall not be extended by more than a further
period of three month without notice.

Subs.for "Board'vide Exira Ord. Gazetie Noiifi. No. SRO-1032{1)/75 dt 1.10.75
Subs.for “Admn’ vide E.C. 157th reeting di.15& 22-10-81.

Subs.vide Extr Gaz P-Vi dt.13.4.83 SKO No LAW({L-9,/83

Subs.vide 3rd Wage Commission Award, 1983

Pay Scale 8(Supdl) graded as B{a) supd! vide CBA Agreement dt.10 3.91

Subs.vide Gazette of Pak dated 6.1.82 Pt.VI Notf Na. 1(5)/78-INS(N) dated 25.11.81.

AR
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irrovided that the Chaitman may, in special circumsiances and for reasons to be
recorded in writing, reduce or wawe the period of probation]]

if an employee appointed on probation fails {o show satisfactory performance
during his probationaty period the appointing authority may teminate his sefvice.

18. Confimation: On satisfactory completion of the period of probation whether initial or
extended, the appointing authority may confirm an employee by and order in writing.

17.  Exiension of temporary appointments:- Appointment on temporary basis or
any subsequert extension of such appoiniment shail not ertitle an empioyee to an
exiension or further exiension of the same or io confimation.

18. incremenis.- {1) Annual increment in a pay scaie shafl accrue to an employee on
the 1st January each year, provided the employee has compieted on that date at least 6
months sevice in the said pay-scale. in case of an employee whose senvice on 1st
January in a pay scale is less than 6 months, the increment shall accrue on the 1st
Januafy of the next following year.

{2}  Subject to an employee’s sewvice being satisfactory, the increment shall be
yaréed to him on the date of accrual as aforesaid under the orders of the officers
designated in this behalfl. The power o withhold or defer increment for reason of
'nef’zcaency shall vest in the authorily competert to make appointment in the grade to
which the employee belongs.

3{3) The Chaiman may, for exceptional performances authorize the grant of special
increment to an empiovee,

& Anemployee shali not cross an "Efficiency Bar” uniess he is adjudged fit by the
competent authoniy ] -

inserted vide Gaz. of Pak dt 13.4.83 Pr-Vi SLIC Notif. No.LAW({L-8)/33 dt. Mrch,83
Add vide Gazete of Pak dated 13.4.93 Part Vi, ibid

Sub.vide Gazella of Pak dated £.1 82 Part Vi, Nolif No 1EW/76- NS} d1.25.11.81.

e e
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19. 1[Fixation of pay on promotion and moving over to the next higher pay
scale: :

] On promotion {o a pay scaie, ihe pay of an empioyee in z{-—] shaii be fixed in the higher
ray ccale after allowing one clear increment in such higher ceale.

2 On moving over to the next higher pay scale, the pay of an employee 3f-—-} shall be fixed
in that pay scale on the nex! clage abeve his pay in the lower seale.

{3 s{Omitted.|

) Or promotion fo a pay scale, the pay of an employee in pay scales B {o 13 shall be fixed
in the higher pay scaie at the stage next above his pay befere promadtion]

Part IV, Retirement, Resignation and Termination of Sevice

5{20. Retirement and Superannuation

An smployes shall refire from service-

i) On such dale afier he has commetea 25 years of service as ine competent
authority may after review of the employee's case by ihe Commitlee of-—]
constituled by the 7[Board] s~} 0 [-—] :

fii Where no direction is given L.n»:i#r siause (i} on compietion of the sixtieth vear of his
age 1o 1-'-—}.

uffily i he ie permanently incapacifated for Corperaticn's cervice or for a particular
branch of it due to bodily or mental infirmity and ic declared medically unﬁt by @
Medical Board duly constituted by ihe competant authonty in this behaif «f;]

offiv}  Employees in pay ccale 1 1o «8(2)}, MN-! to MN-il!, after pulling in 25 years or

. more of continuous, un-interrupted and loyal service with the Corporation may
request for premature refirement. However, acceptance of such request will be at
the sole discretion of the Corporation and the Corporation may decline such
request without assigning any reason for the same].

. Sub.vide Gazetta of Pai dated 6.1.82 Part Vi, Notif No.1B)/78-INSIN)  ¢t.25.1181.
" 1o 8(al & MN-1 1o MN-I smitled bacause the clause now anp!rabiﬁ to all amployees
Omitted: Not required as Special Pay not aiioweo with new scales under 3rd Wage
Commission Award, 1383.

Subs.vide Gaz NofiNo.SRO 167{?};“30 died 5280

QOmittad "or body’ i

Subs. for Federai Govi® {E.C. 157thon 15
Dmitted Direct” !

Omitted “or” Notifi.o. PL-:.‘“] dt.20.4.86 Pub.in Pt.vi Gaza. dated 14 588
Omilted”" or "£C 1571h dated 15/22-10-81.

Added’” Notfi N PL2{10 ¢1.304 86 pub. in Parlvi Gaz daled 14586,
Subs. for “full ston” for making provision of sub requiationfiv)

Agreement with CBA di 12 4.85 effective from 1.1.1588.

Pay Scals 8(Cupdl) graded as 8(a) CBA agresmant 10.3.1881.

e B
&

22-10-41.
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Explanation- ‘Comnetent authorty’ means the Board in the case of officers and the
appointing authority as prescribed in Requiation 10 in the case of emptoyees other than
officers] .

21. Resignation.- 1[{1} A confimed employee in 2[Pay scaies 1 to 3{8(a)} and MN-l to
MN-ll] may resign from the senvice of the Corporation by giving one month's notice in
writing. A corfirmed employee in «[Pay Scale 8 to 13] may resign from the seivice of the
Corporation by giving three month's notice in writing The resignation shall become
eﬁect‘we' on the_expriy'of the said period of notice.

 Provided that no ressgnanon shall become effective during the pendency of any
msmplmary proceedmgs against an employee |

{2): The empmyep shail have an option to surrender to the Corporation at any time
during the confinuance of the nofice 2 sum equai io his pay for the unexpired period of
notice, in which case the resignation shalf become effective on the date of such payment

siProvided that appointing authority may, nt the request of the empiovee, wawe
the unexpirad period of nolice and forego any rayment in lieu thereof and accept his
resignation notwithstanding the pendencv of any disciplinary proceedings against such;
employee whereupon the semce of tha{ employee shall stand discontinued.

Provided further that T the appointing authorlty discontinues the semwvice of an
amployee before the expity of the notice period, the employes shall bs paid a sum equa!
to his pay and aliowances ,crthe un-expired period of notice}

(3 Unless the resignation becomes effective in one of the way mentioned herein, the
smployee shall not absent himself from duty without leave of absence previously obtained
from the Corporation. On willful contravention of this provision the empioyee shall forfeit
to the Corporation an amount equaito his pay for the unexnired period of notice and may
aiso be flabie o dismissal

&  Anemployee who is on probation or has been emploved on a temporary basis
may resign his semice in the Corporation at 7 days notice. The resignation shali not
become effective un )ss accepted by the appointing authority. On such acceptance the
sefvice of such empiaye& shal, stand discontinued.

1. Subs.Ragulation {1} subs.vide Exdra Gaz. Nolifi No. SRG-888{1)/74 ¢1.138 74

282 Payzcales ™ 1o 7" substituled a5 per 2rd Wage Comm . Award 83 8(Sudpl) Subs 8(z) CBA
Agreemeni dated 10.3.1551,

&, Sub. vide Gazette daied £.1.1582 Part Vi, Nolif Ne. nui/lﬁ- NG 1 ij 6.25.11.81

5. Subs vide Gazette of Pak Part V! 413 483 SLIC Nolif M ;_i‘—.‘«‘\e’{!_-g};?i’r dt March, 03



22.  Tenmination of Service::i(1) The appointing authorty may terminate the service
of a confimed empioyee--

(@ in ofpay scaies 1 lo 3{%{a)} and WMN-i fo MN-il] as a measure of
retrenchment by giving him one month's notice in writing or by way of
punishment duly awarded in accordance with {hese regulations:

{B) inother pay scales by gwing him three months notice in wiing without
assigning any reason;]

(2)  The appointing authority shall have the option to pay to the employee at any time
during the continuance of the notice & sum equal to his pay for the unexpired period of
notice in which case the termination shall become effective on the date such payment is
tendered.

{3)  Theappointing authority may teminate the senvice of any empioyee, empioyed on
probation or on a iemporary basis ai 7 days nolice in writing without assigning any
reason

{4)  Notwithstanding anything contained in these reguiations, the sewice of an

emplioyee who has absented himsell from duty unauthonsedly for more than 10 days,
may be temminated without any notice or compensation j

PART ¥. RECORD COF SERVICE

23(1) A record of seivice of each employee shalf be maintained in such form as may be
preseribed by the 4[Chaiman]

{2} Confidential Reports on the performance of an employee 5[] shall be
written in such form and subject to such conditions as may be prescnbed
by sithe Chairmanl.

{3)  An empioyee shail be informed of any adverse remarks in the record of
service or confidential reports so as to afford him an opportunity to expiain

his position or fo correct himseff.

1. Subs. vide Gaz. of Pak dated €.1.82 Noiif.fio. 115)78-NS{Nj ¢1.25.11.81.

283 Pay Scele™ i¢ T has been cub 'M .2s per 3rd Wage Award 83, Supdt Subs 8(g) CBA
Agreement 10.3.91.

4 The word “‘Board’ subs. by the word "Executive Director (Admn)” vide Gaz WNotif No.SRC-
1032{1}/78 datad 1.10.75 and therefore subs, by the word ‘Chairman’ vide Gaze Molif.
N LAW{.-CI/R3 dt March 83 nub. in Part VI Gazelte 41,13 41883

9 Pay Scaie No.'3 {o 7" and: avove has been removed because ihe sub-requiation. appiies

o overy empioyse. :
The word "Board” subs by the word "Chairman’ vide Gaz Part-V! Molification
iNo LAWIL-S) o idarch, 1 1983 Gazsite Notif, dated 13.433.

»



PART Vi. GENERAL CONDUCT AND DISCIPUNE

24 Compliance with orders- Every empioyee shall conform to and abide by these
regulations and shail comply with and obey all orders and directions which may from time
to time be given by any person or persons under whose ;unsdsction, superintendent or
control he may forthe time being be placed.

25. General conduct of employees.-(1) Every employze shall seive the Corporation
honestly, efficiently and faithfully and make his- best endeavor to promote the interest of
Corporation. He shall conduct himself in 2 manner calculated to maintain the respect and
prestige of the Corporation.

{2}  Anempioyee may be cailed upon to, and on being so cailed upon shall, seve the
Cornoration any where and in any capaciy.

1{20A. Taking {palt in politics and elections.- (13 No empioyee shall fake part in,
subscribe in aid of, orassist inany way, any pofitical movement in Pakistan or relating to
the affairs of Pakistan.

{2}  Noemployee shall pemit any person dependent on him for maintenance or under
his care or control to take patt in, or in any way assist, any movement or activity which is,
or tends directly or indirectly to be, subversive of Govt. as by law estabilished in Pakistan.

{3}y No employee shall carwass or othemwise interfere or use his ifiuence in

connection with or take part in any election {o a legislative body, whether in Pakistan or
ekewhere:

Provided that an employee who is qualified to vote at such election may exercise his nght
tovote , but ff he does so, he shall give no indication of the manner in which he proposes
to vote or has voted. _

(4  2[Noempioyee shali allow any member of his family dependent on him fo induige

in any poiitical activity, including formation of any political association or being its member,

or to act in manner in which he _‘n_’a'nself is not peimitted by sub-reguiation {3) to act]

T inserted vide Exi.Gaz Pari-ll dated 15.12.78 Notif No SRO.1462{1)/78 dt.17.12.78.

2 Sub-regulation {4 cubstituted vide "“aét*e of Pak, Exira Part-f d1.6.2.1972 Nelification
No.123(11/78 dt.5.2.79.
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(5}  Anempioyee who issues an address to electors or in any other manner publicy
announce himseff or aliows nimseff to be publicly annhounced as a candidate or
prospective candidates for election to a legislative body shall be deemed for the purpose
of subreguiaﬁon {3} to take part in an election to such body.

{8} The provisions of sub-regulations {3) and {3) shail, so far, as may be , apply to
elections to local authorities or bodies save in respect of employees required to perm&ted

- by or under any law, or order of the Government, for the time being in force, to be

candidates at such elections.

{7} I any question anses whether any movement or activity falls within the scope of
this regulation, the decision of the Lorporatm therson in consultation with the Federal
Govemment shail be final}

i25B. Empioyees noi to express views against ideoiogy of Pakistan No

emotoyee shall express views defrimental to the ideology of infegrity of Pakistan |

26. Deciaratton of Fidelity and {-:ecrecv {1) Every empioyee shall before entering

-unpon his duty, duly execute any defiver to the Corporat\on a Deciaration of -ideity and

Secrecy in such form as may be prescribed and shali from time to time execute any other
or further declaration of Fideiity and S oecrecy as may be prescribed,

(2} Atalltimes, and at every place dunng tne continuance of his employmem with the

= Corporation, any employee shall be bound fo raspect his Dec,afatm of Fidelity and

Secrecy and {o act upon and adber& ol

27. :}{1)Addressing representatmns and appimataons Al repmsentatms and
applications effecting personal matters shall be addressed by an empioyee to the a{Zonal
Head or the Execuiive Directorl or the Chaiman as the case may be through his
immediate officer, T any. :

(2 Any communication in nav manner whafsosver written or verbai of service matfer
inciuding posting and transfers eic and forwanding advance copies of request to any ofher
agencies/organisation within the coumtiy or abrmad, siail not be made by any empioyee
except through fis immediate officer. Auy breach i ihis neoara stiail render the ernpioyee

Etai»e to disciplinary action ]

H baCﬁeu yide Cn-' 'f c-l'\ chc-u ’:} 1 5:. s:‘an 'V’ P\Onf “Cv 1\5) o= ns}\)\»\) da‘e 251181

2 Reg:27 Renumberad as Rag 27(1} for the sake of inserling yub-rﬂgulatm
3 The word "Gengrai Manager' suos Dy ihe word "Zonai Head or Execuiive Darecior" vide
Exi.Gazette Part-il SRO Mo ‘n/"- at.4.10.75.

4 Inserted vide approval of 76the m“* ingof E.C. held on 23 1‘ 1983.
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28. Acceptance of gratification or gift.- (1) No employee shall accept ether directly or
indirectly any gratification, subscription or reward from any person in his officiai capacity.

(2} Any git accepted by an empioyee in exceptional circumstances shall be reported
by him to the +{Chairman as scon as possible for approoriate instructions.

25. Empioyees to be whole-time sawvants of the Corporation: All employees shall
De whole time employees and no employes shall undertake any outside employment or
officc or engage in any trade, commere of business activily with remunertion of
cthenwise on his own accourt or for any cther person, without prior approval of the
o[Chaiman]. The s[Chaimnan] may, in appropriate cases grant such approval stipulating
that such part of any fee or remuneration received by the employee as may be
determined by the s{Chaiman] shall be paid to the Corporation,

30. Offenses and Punishmeni:- {1} An empioyee who:
(@  commits breach of the rules, requlations or orders of the Comomnon, or
(b)  commits breach of discipline; :
{c)  displays negligence or inefficiency or _
() commils or assists in commilling acts of mis-appropriation of
embezziement of funds which belong to or are meant io beiong to
Corporation;
{e) knowingly does anything detrmentai to the interest of the Corporataon
{0 is convicted of an offense involving morai turptude o~
(g is guilly of any other mis-conduct shall be liable to one or more of the

fo’!ow ing punisbment.

) Censure

iy withholding of increments or promotion tor a specfied period not
exceeding one vear,

{i}  reductionto a lower nost, orto a lower stage ina pay scaie;

{v) dismissai without paymeni of any compensation in fieu of notice;

sV recovery from the empioyee of the whole or part of the amount of
loss,  any sustained by the Corporation as a resut of his
misconduct of any other act ]

The word “Board” sub. vide Ext Gazette Part-if Notifi. No.SRC.103211)/73 dated 1.10.75
Subs.vide £.C. 157th meeling held on 18/22-10-91.
Inasrted vide x4, Gazeite Part ] dated 12.4.83 Nolif. No LAW{L-21/83 daled March 83

) -
)
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(2)

Without prejudice to the genemilty of the term, the foliowing acts and commissions
shall be treated as misconduct-

(i

(i)
(it
(W)

v
(vj
)
fviil)
(b}
()

Willfui in-subordination or disobedience, whether alone or in combination
with others, {o any iawful order of a superior,

theft, fraud, or dishonesty in connection with the Corporation’s property,
witlful darnage o or ioss of Corporation's goods or property,

taking or giving bribes or any illegai gratification;

hahitual absence without leave or absence without leave for more than ten
days: _ -

habitual late atiendance;

rotous to disorderly behaviour +f—---1 In office premises or any act
subverswe of discinline;

making faise or misieading statements,

malingering,

smkmg or inciting others to strike in r‘ontmvemon of the provisions of any

> faw or rule having the force of faw,

{xi)
{xii

Go siow 2f,
tempering with records;j

31. Procedure for award of punishment.- (1) The author'ty competent to award
punishment in the case of an empiovee shail be the amhonty competent to make
appointment in his case.

)

Forthe punishment of dismissal, the following procedure shall be compulsory:-

Y

A Charge Sheet, alongwith a statement of allegation leveled against the
employee, shall be served on him.  While setving the Chame Sheet, the
empioyee shall be gwen reasonable time, not being less than /7 days to
produce any evidence in his defense. He will aiso be allowed to be heard
in person if he sowishes.

r =

Omitted "during working hours’.vide Gazette Part-vi Nolif. No.LAW(L-8)83 dated 13.4.83

Tull stop” subnatituted by semicolon and slauss{«i} added vide Cazeills Nobifi. Ni. ERO-

1032(1)/75 dated 1,10 1978,



(i)  Anenquiry officer shall be appointed to examine the defence offered by the
. accused and to give a report thereon indicating whether or not the charges
- made against the empioyee are estano:shed -

(i)  The repoit of the enquiry officer shah be conssdered by the competem ‘
authorty who may accepk of reject the report or for reasons to tbe recorded
in writing order a fresh enquiry

On receipt of final repott of cnquiry, the competent authomy shall gue %m
decision:

Provided that where the appointing authonty happens to be lower than the
Chaiman, Executive Director or 1[Zonal Head] prior approval of the Chaiman, Executive
Director or 2jZonal Head], as the case may be shall be obtianed before passing an order
of dismissal.

The discharge of a person:-
fa)  appointed on probation, during the probation.

(5)  appointed, otherwise than under contract, to hold temporary appointment,
... onthe expiry of the period of appointment.

{¢)  engaged under contract, in accordance with the terms of his contract does
not amount to dismissal within the meaning of this regulation.

32 :[Suspension.- (1) Where, for the purpose of conducting an enquity against an
employee in pay scale «f 1 to s{8(a}}, MN-I to MN-Iti] the cempetem authority considers ¥
necessary, f may suspendthe smpioyee. :

Provided that an employes shail not be suspended for a period of more than
fourteen days at a fime.

(2)  Where, for the purpose of conducting an enquiry against an empioyee in pay
scaies B to 13. the competent authority consideres T necessary, i may suspend the

empioyee:

Provided that continuation of suspension shaii require approval of the competent
authortty after every three months.
182  {The word "General Manage! cubs. vide Gaz Mol Ex.ord No SROQ3Z{(H7S dl. 1.10.75.
Sube. vide Gaz. of Pak. dt 6.1.1982 Prt VI Natif No.165)/78-INS (M) dated 25.11.1981.
Pay Scale "1 to 7" changed as 1 to 8{Supdfi, MiN-i to MN-1ii due to 3rd Wage Award, 53.
Pay Seals B{Supdt) Graded as 8(a) CBA Agresmant 10-3-81,
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(3}  The order of the suspension shall be in wnting and shali take effect immediatety
on being sent to the empioyee by hand or by reqistered post at his last known address,.
During the period of suspension, the empioyee shali be paid a subsistence aiiowance
equai to fifty per cent of his pay. if the employee is found nct quilty, he shali be deemedto -
have been on duly during the period of suspension and shali be entitied to the same pay
as he would have received i he had not been suspended.

#  An employee suspsnded under subregulation (2} shall in addiion fo the
subsistence allowance be entitled to the following payments and faciltties, namely:

Compensatory allowance as specfied below # admissible before
suspension

fa)  House Rent Allowance;
(b}  Locai Compensatory Aliowance;
(¢}  Conveyance Allowance;

{i)  Residential teilephone shail not be removed duning suspension;, and while
the iine rent for the telepnone shall be paid by the Corporation, the
payment on account of ali the calis shali be made by the employee
himsef,

(i}  No official transport be provided ]

33. Appeal and applicaticns for revision and review.- {1} An employee shall have
the right of appeal or making an application for revision or review, as provided here under,
against any of the punishment imposed under regulation 30.

(2)  Anappiication for review shal fie to the authority imposing the punishment sought
to be reviewed and an appeal or appiication for revision, as the case may be shail fie:

{ai  inthe case of an empioyee in «fPay Scaies 10 fo 131 to the Board which
shail refer the same fo a Standing Committee of three directors including
the Chaiman. The commitee shai consider the appiication and submi its
recommendations to the Board for such final order as the later may deem
{it to make.

: 5 ‘Category ‘T has baen substituted by Grade 10 0 13 vide Cazetls of Pakislan dated
€.1.1982 Part VI- Notification No . 1{5)/7B-INSIN) dated 25.11 1981

a1
21



(b Inthe case of other empioyees. {0 an atﬁhonty next higher to that which
passed the order in question’

i~rovided that, in every case where the empiovee concemed so desires, he will have right
to be heard in person before the authority competent to decide the appiication or appeal
{Standing Committee in the case of pay scale 10 to 13 employees) as the case may be.

(3}  Ewery appeai and application for revision or roview shail comply with the foriowing
reguirements.-

fa) i shall contain all material statements and ground ralied upon and shall be
- completed in seff;

{b)  #shail speciy the reilef desired
(¢ i shall be made within 30 days from the date of the receipt of the
impugned order.

(4  An appeai or an appiication for revision may be wrthheid by the authority passing
the original order,

{a) i does not comply with the requirements of clause (3);
(b} i deals with a matter which does nof concem the employse personally,

{¢ t repeat an appeal or application for revision already rejected by the
authority to whom the appeal or application for revision is addressed and
does not, in the opimion of the authomty passing the onginal onder,
disciosing new poinfs or cycumstances which aford grounds for
reconsideration,

(dy i is addressed io an authoniy fo which no appeal or application for revision
lies under these reguiations.

{3 in every case in which an appeai or appiication for revision is withheid the
authority wﬁ‘}hoidmg it shali inform the appeliant or apolicant as the case may be for the
fact of withhoiding & Simultanecusly the said authority shall also inform the appeiiate or
revision authorlty of the fact of withhoiding an such authory may call for any appeal or
appiication admissible under these reguialions and may pass such orders thereon as i
considers fit



(6}  An appeal which is not withheld under clause(4} shail be forwarded as soon as
possibie to the appropriate authority wih ail relevant records, with the comments of the
authority against whose order the appea has been filed.

{7}  Noappeai shail lic against the withholding of tiie appeal or appiication for revision
Oy an authority competent to do so.

PART Vil - TRAVELING EXPENSES

34.  Definitions - Inthis pait-

@)

W

(e}

{d

&)

“day” means the penod of twenty-four hours, beginning and ending at
midnight;

“daily aliowance” means a peyment fo an empioyee in addiion to ofher
emoiuments for any day during which he is absent from his station of
posting, on duty to cover the expenses incurmed by him in consequence of
such absence;

“family” means an employee’s wife and legfimate chiidren dependent on
him ‘

“fare” means cost of ticket by the class of accommodation by which an
gmployes is entitied to travel or 1 he travels by a lower class, the cost of
ticket of such lower class;

“mileage allowance® means an allowance calculated on the distance of
trave! paid to an emplovae to meet the cost ¢f a partictlar loumey;

“personai effects” inciudes househoid articles such as fumiure and other
luggage; :

“temporary transfer” means transfer for a period nof exceeding 3 months;
“traveling expenses” means the fare as admissibie to an empioyee

together with incidental fare, cost of transportation of personal effects and
daily aflowance; :



35. Circumsiance in which traveiing expenses wouid be admissibie- Traveiing
expenses wouid-be admissibie to an empioy traveiing on Corporation’s duty on tour or
transfer,

~rovided that no such expenses would be admissibie for transfer made at an
empioyee’s own request, uniess the authority safmonmg the transfer. for special reasons,
50 directs.

36. Joumey by milfsteamer. (1} An employee shall be entitied to travel by the
following class of accommodation by rail or steamer.

if(}  Wheisinpayscale9to1d Highest Class of
| ‘ Accommodation avaiiable
(iy i heisin pay scale B(EO) - First Class]
#f(ii) Employees inGrade 1to 3 & MN-| Second Class
(V) Empioyees inGrade 4 & 5 and MN-i First Class

() Employees inGrade 6,7 and «{8(a)}and  First Ciass ]
MN-1 -

{2y  Forjoumey perfoimed on tour or temporary transfer an employee shau be e:’ttled
to one fare for himsef.

{3}  Forjoumey performed on transfer an employee shall be ertitled to:

n - One fare for himseff _

Subs. a5 a result Agreement with the CRA dated 12.4.1989.
Agresment with the CAB signed on 12.4.1989.
Pay Scale 8(Spud) graded as 8{a) CAB agreement dated 10.3.91.
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{ip  Transfer Grant

(@ ForEmpioyees inGrade (EC)  +{Equai to one monii's pay]
' and aDove

At} Forempioyess in Grade 1 to 8{a)  Equal to one mortivs pay
and MN-i to MN-L subject to & maximum of
| Rs.2,500/]

{i)  One fare for sach adult member of his family who accompanies him and
forwhom full fare is actually paid, and on-half fare for each minor member
of his family who accompanes him and forwho such fare is actually paid;

i)  Cost of transportation by goods frain of personal effects upto the Tollowing
fimits irrespective of the mode of transport- ‘

if not having a family if having a family.
sitf he is in Pay Scale 9 to13 2250 Kg A 4500 kg
if he is in Pay Scale §(EC} 500 Kg : 3000 K}
s ne is in Pay Scale 4 to &{a) 750 Kg 1500 Kg
MN-1 to MN-II '
FheisinPay Gcaletto 3 and Ml 375 Kg 750 Kgl

siNote.- the officers will be eligible for payment of the cost of camage of personal effects
upto the above iimits at the mte of paisa 0.083 per kg per KM {or paisa 1.66 perUnit of 20
Ka per KM) and will not be required to discinse the means of transport or produce
receipis of aciual amount paid] :

si{v) Cost of transportation Dy train of a car in case of an empioyee of pay scaie 9 to 13
and a motor-cycie or scooter in case of an empiovee of any other pay scaie provided the
empioyee was in possession of car { and was entitied to car maintenance aliowance),
moioi-cycle or scooter at the station from which he was transferied |

Q)N = W -

157 the meeling of the EC on 16/22-201351. _

Agreement with CBA dated 1241982 ws.f 11,1983

Sups. due 10 change of malric sysiem

Agreement with CBA dated 12 41585

Sovt. directives.

sup, vide Gazeite of Pak di.6 182 Part Vi Motif Mo, 151/78-INS(N) di.25.11.81,



37.Joumey by Road- (1} For joumeys or paits thereof performed by road by public
transport plymg for hire on singie seat basis, an empiovee shail be entitied to mﬂeage

allowance at the foliowing rates:
(i} Employees in pay scales 810 13 Paisa 15 pefKiidneter
{  Employee in pay scales 1 to {3(a}} Puaisa 1G per Kilometer
MN-! to MN-Hi ‘
{a) EmployeesinGrade 1105 ~ Ordinary Bus fare
MN-! to MN-1i peio e
{t) Employees in Grade 6, 7 Air conditioned Bus Fare]
+{8{a)} and MN-1i

JProvided that for joumeys or part thereof peformed by engaging a full taxi or

motor rickshaw or in the employee's own car a mileage aflowance shall be admissibie at

the following rates -
Mode of Travel = E ‘ Rate per Kilometer
{)  Personal car or by éngf:aging“fuift‘aﬂ 5[R$.3.00}
{8 MotorRickshaw 45 Paisa
(2)  Forjoumeys performed on transfer, following extra expenses will be paid

{1 One additional mileage allowance for tamily, 1 the family also traveis by
road ; and

(i}  Transfer grant as provided in reguiation 36{3)(i}

(i)  Transportation of personai effects as provided in reguiation 36{3}{(M)]

38. Journey by air - {1) Empioyees in sfPay Scale 9] and above shall be entitied to
travei by air on tour or transfer.

1,283

4

oy

Subs. due to Agreement with CBA signec on 12.4.1883 and 10.3.1981

Proviso of Reguistion 37 substiluled vide Gazatle of Pakisian 4, €.1.82 Par V!
l\Iouf.NoﬁfSﬁf'B -INS ) dated 25. M 1981

£.C meeiin i} 1571he heid on 15/22-1G- 1951

Subs. vide Gazails of Pakisian daled £.1.1982 ihid Nolificalion daled 25.11.1081.



(21 ForJdoumeys on tour or temparary transfer perfomed bsr air, an emﬂiovee shaﬁ be
entitied to one air fare for himself by economy ciass. < ~

{3}  Forair joumeys peformned on transfer, the foliowing extra expenses wili be paid

{)  One fare for each adult member of the employee’s family and actuat fare
. for each rainor member of his family who travels by air
iy  transfergrant as provided in reguiation 3BEH

{iy  transportation of personal effects as provided in regulation 3ﬁ{3)(~) and
transportation of car as pmwded in regﬂ!etm 35(3 {5

- 39. Traveling expenses of servanis-. in case of an empioyee in +{pay scaie 9] and
above, the Corporation may afso pay one train fare ty the lowest ciass for a servani
provided he accompanies the empioyee or his family and the fare is aciually paid for him.

1. Grade 12 subs. by Grade § vied Gazette of Pak dated 6.1.1952 Part-VI
Notification No. 1{5)/78-INS{N) dated 25.11.1981.
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40. Daily Allowance.- (1) An empiovee shalf draw daily allowance on tour for the
period of absence from his station of posting subiect to a maximum period of one month,
at a time, ai any one station as under.

PAY LIMIT RATE OF DALY
i1 CWANCE

Admuissidle at  islamabad,
Karachi Lahois, Rawaip Admissibie at other places
indi, Peshwar, Quetla,
Muttan Faikakbad and

Hyderabad,
Special Rate OrdinaryRate
i
1[FOR OFFICERS
From Rs.7500/- per month
- & above R$.450 per day : Rs.390 per day

From Rs.5000/- permonth  Rs.350/- per day Rs.330/- per day
{0 7458/~ per month
rrom Rs.30004 per month Rs.330/ per day £15.285 per day
to Rs.4989 permonth '
Below Re.300%- permonth  Rs.210/- permonth Rs. 189/ per day]
Pay iimits for unionised employees
BetweenRs.1401- pmand >[Rs.70 per day Rs.60 per day
above
Befween Rs. 701~ om and Rs.80/ perday Rs.50/- ner dav
Rs.1400 permonth
Upto Rs.700/- per morth R5.40/- per day Rs.30 per day]
1 Subs. by ihe Board wef 1581
= Subz. due to Agreement with CBA signed on 12,428,

LV
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1f{2) Officers staying in a hotef or guest house will be efigibie for reimbursement of the
actuai single room rent in addtion to dailv aliowance subject to the foliowing fimits:-

{i} inlarge 9 cities specified in sub-Regulation(1} © 7 Three times ihe
o oamotnt  of  daily
i those cities.

(i I cther places ‘ One and hal time of
' ' , the amount of dally

aflowance admissible
therel

2{{3)~ in addition to Daily Aliowance as stipulated above the unicnised empioyees in
Pay scale 1 to 3[8(a)j MN-i to WN-ili on officiai tour while staving in a Hotef or Guest
House will aiso be eligible for reimbursement of the actual singie room rent subject to
‘maximum of one and half time in the amount of daily allowance admissible on croductton
of satisfactory receirt. ]

41.Belated travei by family on transfer- When for unavoidabie or ciimatic reasons,
the family of an employee travel separately within 6 months of his departure, fare for the
members of the family by the class of accommodation to which the employee is entitied
and the cost of transporting the luggage, o the extent specified in these regu!at%ons, may
bs paid by Corporation subject to the condition that in no case shall the total cost to the

Corporation be more than what & would have been i the family had acvornpamed hsm '

42. Other Journeys.- An employee who is summoned in his official capacity by a cez;?
of lew or any other authority in Pakistan shall ba entiled to travaling allowance as on
four, but in every such case in which an employee dmwn an allowance from the
Comoration under these requiations, any naymernts made by the authoriy summomng
him to meei his traveling expenses shail be refunded to the Comoration.

43. Controlling authority.- Traveling expenses bill shail be approved and countersigned
oy such authorities as may be designated to be the controifing authortias for the pumose
from time to tome. The controifing authority may wineie considered necessary ‘i ihe
Corporation's interest, pemmit travel by & higher class of accominodation.

Ao AN

7 Subs. vied Gaz P-v! dated € 1.22 Notifization Mo 1578-INSHN} 41.25.11.81
v.d Added due io CBA Agreement dated 12 4 108G
3 Pay Scale 8{Supdt) graded Biai agreement with CBA dated 1039

w3
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44_ No-travefing ailowsance-onfirst-appointment.- Except with the previous sanction
of the 1{Executive Director Incharge (Personnel & General Seivices)] in wrting , no
traveiing aliowance shall be paid to person to join his first appoiniment in the Corporation.

45.{1) Traveling allowance shall be admissible on the basis of joumney by the shortest
route, that is to say, the roufe by which an employee can reach his destination in the
shortest possible time by the ordinary mode of travel .

{2}  Between places connected by rmil no jourmey is to be undertaken by road uniess
specﬂca!k{ permstted by the comm!!mg authorty | in the interest of the Cc«rpomtm

46, Confessmna! fare to be availed of - Where confessional retum fares,
whether ordinary, weekend or seasonal are allowed by railway, steamship or air
companies, an employees traveling on duty, othenwise than on transfer, will whenever
possible, avail himsefl of the concessional fares and in the even of his doing so, he shall
- beentitle to ciam from the Corporation only the actual costofsuchfares i

47 Joumneys outside Pakistan- For joumeys outside Pakxstan the Corporation shatl
follows the rules and orders as applicable to Federal Government Sewams For this
purpose the Board shail detemnine the categorisation of employess.

48, For Journeys not provided for in these requlations.- Fora jouney undertaken
by an employee for which no provision &5 made in these regulations, he shall be paid
travelling allowance on such scale as may be detemnined by the : [Chaiman]. ’

49. Travelling aliowance not to be a source of profit- As a general rule travelling

aliowance paid to an employee is intended to cover his actual travelling expenses and is
not supposedto be a source of profit

1&2 Subs. for "Board” vide E.C 157 the meeting heid on 15th & 22nd  Ociober, 1991.
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FPART Viii. LEAVE

50. Kind of leave. The foliowing kinds of leave shaii be admissibie to an empioyee in
pay scale 8(EC) to 13-

{1) EamedLlLeave {2) OSickLeave
(3)  Study Leave. {4  CasualLeave
{5}  Matemiy Leavs. {(8) Extraordinary Leave

51. Authorities competent to sanction leave: The authoriies competent to sanction
leave in each case will be designated by the Chaimman in the cases of Principal Office
and[the Zonal Head concemned in the case of Zone ]

52. Leave not a matter of right - Leave cannot be ciaimed as a maiter of right. When
the exigencies of service so required, the compefent authority may refuse to grant leave
or cancei leave aiready granted or change the nature of ieave or recalled an empioyee
before the expiry of his leave.

53. When leave is eamed Leave shad be eamed during the penod of duty only. For
this purpose the period spent on deputation shali count as duty.

2jok. Eamed leave: Leave on full pay shail be eamed at the rate of 1/11th of the period
spent on duly, subject 1o a maximum accumulation of s morths al a time. Camed leave
on full pay, however, shall not be granted for more than four mornths at a time except i
case of leave preparatory o retirement when § may be granted for six months subject to
availabilly in the leave account | ;

55. Sick Leave - {1} Sick leave on full pay shall be accumulated at the rate of 1/18th of
the penod spent on duty sublect to 8 maximum accumulation of 4 months at a time,

{2} No sick leave for more than inree davs shail be aliowed without production of a
Medicai Certificate from the authorised Medicai Attendant ]

96. Study leave without pay. - Study ieave withoul pay upto a maximum of two years
may be aliowed to an empioyee who has compieled at ieast 5 years continuous sewvice in
the Corporation, for studies oufside Pakistan in such subiects directiv ot indirectly related
to the trade of life insurance may be appmved b the Goard fome time to time.
t Tha Ganeral Manager sonosmad in tha cass of urils ;*as saan subs, by the words

"Zonal Head concemed in the case of Zone” vide Gaz. Exi. Noti Ne 1032(1)/75 di.1.1Q.75.

ﬁeg 54 subs. vide Gaz. of Pak. df 6.1.82 Part Vi Noiifi. ‘Jo 1:5;/78—1%#7&3 dt.25.11.82.
-d 4 = 0‘3

W
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Subs. Notifi. No.LA! Avgu.?}!uu dt March, 63 P-Vi GAZ.



Provided that the sfudy ieave shail be admissibie fo an empiovee oniy once during
fiis entire sewvice in the Corporation

97.1jCasual Leave. - (1) Casuai leave may be granted upto a maximum of 15 davs in
€ach calendar vear, subject fo the condiion that casuai leave on any one occasion shali
not be admissible for more than five continucus days ]

(2  Casual leave shall not be sntered inthe lsave accounf, nor shalt & be considered
as a discontinuance of duty,. But ¥ absence on casual leave exceeds the prescribed fimt,
the entire period of absence shall be treated as leave ctherthan casual leave accerdingto
the entitlement of the employees.

58. Matémity jeave. - Matemity leave may be granted to a female employee for a
period not exceeding six weeks on one occasion.

98. Exiraordinary leave. - (1} Extraordinary ieave may be granted fo an empioyee at
the discretion of the competent authonty when no other feave is due to him. Save in
exceptional circumstances, the duration of extra ordinary leave shait not exceed 3 months
Ofi any ONe 0CCasion. :

{2}  Nopay or aliowances shali be admissible during the period of extraordinary leave
and the period spent on such ieave shaii not count for increment.

GC. Leave preparatory to retiroment- An empioyee due to ratire my be pemmitted by
the competent authorly tc avail himself of lcave prepemloty to retirement uplo a
maximum period of si monthe, subject to availebility of leave in his account.

81. Leave after the date of retirement: If an employee has applied for leave before
refirement on superannuation and the leave has been refused to him owing to exigencies
of senice, such leave not exceeding six months >{or leave saiaty in lieu thereofl may be
granied o him at the discrefion of the Chaimman with effect from the date of the
refirement.

siProvided that f an empiovee in pay scaie 1 to « {8{a)] and MN-i to MN-Iil wishes
to go on leave preparatory to relirement he shali ve granted such ieave or, ¥ such ieave
is refused . the shall be aliowed encashment of refused ieave ]
Subs.vide Extr Gazette Nolifi. No.SRO-585{1)/74 dated 13.5.74.

l.

2 inserted through Notifi. No.LAW{L-8)/83 & March, 1983 GAZ P-Vi d13.4.83.

3. Proviso added vide Gaz of Pak dL6.1.82 Part-VINotL.No. 1{8)f78-INS(N)
d25.11.84

4. Pay Scale §(Supdt) graded as §(a} agreement with CBA.dated 10.3.91



62. Leave account: Leave account of each empioyee shail be maintained in such a
form as may be prescribed.

43. Leave Salary : +{{1) Leave saiary shail b caiculated wilh reference o the pay being
drawn by the employee at the time of proceeding on leave]] .

(2}  While proceeding on leave, an empiloyee in pay scale 110 o{8{a)} and MN- to WMN-
i shall be entitied fo recaive in advance gross leave salary, subject to deductions, ¥ any,
forthe next «[two months}, adjustable in full against that salary;

Provided that any special pay or allowance allow to him for perffomiing specific
additional duties shall not be paid duning the period of leave other than casual leave.

64, Cobination of leave of one kind with another- Leave of one kind, other than
casual leave, may be combined with leave of another kind admissible under these
requiations, provided that the maximum amount of leave that may be taken at one time
shall not exceed two years sfand six months.] o

65. Combination of leave wdh holidays - When thv aay mmedtatety proceedmg the
day onwhich an employee’s leave begings or tmmedtate!y foliowing the day on which his

~ leave expired is a holiday or one of a series of hoiidays the employee may prefix or suffix

the holiday or holicays to his leave with prior pemmission.

i. Regu.63 zenwnberéd as Sub-ieq 831} vide Gaze.of Pak Pait Vi Notiii
NoASYT5- INS(N)dt25.11.82. ,

SubReg? added vide Gaz. of Pak Notifi. No.ibid d.25.11.61.

Pay Scale 8{Supdt) graded as 8{a) CBA Agreement ¢1.10.2.91

Subs. agreement with CBA 10.3.1991.

Addttion through Notifi. No.LAW{ -9V/83 df. March83 Gaz. P-V1 dt.13.4.83.

N 4 o P
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REVISED LEAVE RULES - 1983,

{For empioyees in pay scaies 1 to 2{6{a}] and MN-i to iMiN-iii Effective from 1.1.1963.

65A:1 (i) ieave full pay:- An empioyce shali eam ieave cnly on fuli pay which shalf be
calculated at the rate of four days for every calendar month of the period of duty rendered
and credited to the leave account as “Leave on full pay”, duly period of 15 days or less in
a calendar month being ignored and those of more than 15 days being tieated as a ful
calendar month for the purpose.

(i} I an employee proceeds on leave during a calendar month and retums
from 1t during another calendar month and the perod of duty in efher
 month is more than 15 days the leave fo be credited for hoth the
incompiete months will be restricted io thai admissibie for one fuil
caiendar monih only.

(i) ~ There shall be no maximum fimit on the accumulation of such leave.

{v)  The temm “Levae on full pay” does not invoive any change in the existing
mannerof the caiculation of ieave salary.

2. An employee cannol ciaim leavo as & matter of right and the competert authonly
may, at s discretion refuse or remove leave of any descnplion :

3. Grant of leave () Leave on Tt }a}f The maximum period of ieave on full pey
that may be granted at one time cm as following

(&)  Without medical contfficate : 120 days

{by  Withmedical cerificate 180 days
Plus ' :

(¢t Onmedicai cerfificate from ieave 365 days

account in entire sevice,

Note - The maximum prescribed in sub-paragrapn 3{i){a) and {b) above are
ingependent of eacn other. in other words an empioyee maybe granted, at a time
total ieave on full pay on medicai ceriiicate uiko ihe pemissibie extent in
continuation of ieave upto 120 davs withott a medical cedificate , subject to the
given conditions.

oy

Additiona: due to 3rd Wage Awaid, 1983
2. Pay Scale 8{Supdt} graded as 3(g) CBA Agreement ¢t.10.3.81.
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(il Leave on hail pay- (a) Leave on fuil pay may be converted info ieave on
naff pay, at the option of the empiovee; the dent to the eave accourt wiil
e at the rale of one day of the fomner for every two days of the laler,
fraction of one haff counting as one Tuil day's leave on full pay. The
request for such conversion shell be specfied v he empiovees in his
application for the grant of leave.

{B}  There shall be no timi on the grant of Lave on half pay so long &s
1 is available by corversion inthe leave account.

4 Leave may be applied for, expressed, 2s sanctioned in terms of days:

5. Matemnity leave- A female employee may be granted matemty leave on full
pay forthe period which may extend uptn ninety days from the date of iis commencement
orforty five days from the dafe of confinement, whichever is eariier. Matemily leave will
nof be granied more than three times in the entire service of femaie empioyee. For
confinement beyond the third confinement the female empiovees will have o take leave
from her nomat leave account. The spei of matemity ieave afready availed of wiit be
accounted for in the *three times™ confinement icave admissibie under these orders.
rowever, the cases of {hose female empiovees who have aiready availed of ihe
concession of more than three times may nol U reopened . The Matemtty ieave may be
granted in continuation of or in combination with ancther kind of leave {inciuding extra-
ordinary ieave as may be due and admissible fo 4 female employee.

§6. Leave preparaiory ic Retirement- The maximum pericd upto which an
employee may be granted leave preparaiony to retirerment shall be 365 days. Such leave
may be taken subject 1o availability either on full pay, or partly full pay and pailly on haf
pay orentirely on half pay at the discration of the employee. Where leave preparatoty
fo retirement is availed of enfirely on haff pay or nartly on half pay and partly on full pay.
the fotal period of leave preparatory to refirement will not be any case exceed 365 days.

/8 Enactment of leave- (i in case of refirement on aftaining the age of
superannuation, an empioyee shail have the ogtion not fo take LPR. inthat case, he shalf
e ailowed leave saiaty for the period for which LPR is admissible subject at & minimum
of 160 days.

(i}  In case an empicyee on icave preparatory fo refirement dies before
compietion 180 days of such wave, tis family will be entitied to a ump
sum payment equal to the paymert faliing short of 180 days.



i) Encashment of leave other than ieave preparatory to-retirement shali not
be permissible.

8. Death in Service: incase anempioyes dies while in sevice lump-sum paymert
equa ;0 full pay upto 160 days out of the leave &t his credit shall be made to his Family’
as defined for the purpose of family pension.

8. {eave not due: !t may be granted on full pay, to be offset against leavs fo be
eamed in future, for a maximum peried of 365 days in the entire period of service, subject
to the condition that during the first five years of sewice # chall not exceed 90 days inall
Such leave may be corveded into leave on half pay. & shall be granted only when there
are reasonable chances of the employee resuming duly. “Leave not Due" will not,
however, be admissible to a temporary empioyee. ‘

10.  Speciai Leave: A female empioyee, onthe death of her husband, may apply for
special feave on full pay for a period not exceeding 130 davs. This leave shall not be
debited fo her ieave account. The ieave shall commence from the date of the death of
hissband of the empioyee and for this purpose she wiil have {o prodiice a death cettificate
issued Dy the competent authorily.

11, Extrs-ordinary ieave{ieave without pay): i may be granied on any ground
unto a maximum pericd of fve ycars at a time, provided the empioyee (o whom such
leave is granted has been in continuous seivice for a period of riot less than 10 years; in
case an empioyes has not completed ten yeams of continuous semvice, extra ordinary
leave without pay for a maximum period of twe years may be granted at the discretion of
the competert authorty. The exiis-ordinaiy leave can e grarfed in combinglion with
leave on full pay and leave on halff pay sublect 1o the fim? of five years prescribed above.
In other wonds, the period of extra leave plus the period of leave on ful pay and on half pay
shall not e more than five years ¥ so combined. Extra-ordinaty ieave may be granted
subiects to other conditions laid down in the Staff Regulations imespeciive of the fact
whether an empioyee is permanent of iemporary.

12.  Canry Forward of the Existing Leave: All leave at credi in the account of an
employes in the senvice of the insurance Corporation on the first day January, 1983 shail
be carried forward and expressed in temms of ieave on tulf Pay. The ieave accourt in
such cases will with effect from first dav of January, 1583 or in case of an empioyee who
was on ieave on that date with effect from the date of his retum from leave be recast as
under-



(i LeaveonFuil pay

{@  1monih 30 days
(o) 1day 1 day

(i}  LeaveonHaifPay

(& 1 month 15 days
B 2days : i Gay

Note: Fraction, ¥ any shalt be ignored,

13.  Disabilty Leave: Disabilty leave may be gmnted, outside the leave account on
each occasion, Un fo 2 maximum of seven hundrad and twenfy days on such medical
advice as The head of office mav consider necessary, 1o an empioyee, other than a nen
fime empioyee who is an empioves, other than a nart time emploves who is disabie by
injuty, ailment or disease conitacted in- course o in consequence of duly or official
postion.

1he ieave saiary during disabiiity ieave shail e equai fo fuii pay for the Tirst done
fundred and eighty days and {o hafl pay for the remaining pericd.

14 Leave Ex-Pakistan Leave oniufl pay may also De granted a5 leave Ex-Paiistan
to an employes who appliss for such ieave or who proceeds abroad during eavs, oF 5
otherwise on duly abroad, and makes a specfic equestiothat effect Leave salary shall
be payable forthe actual pericd of leave spend abroad sublect to a maximum of 120 days
at a time, |

15.  Reasons not be Specified- i shaii not be necessary to specfy the reasons for
which leave has been appiied so long as that leave & due and admissibie to an
embigyee. {eave anpiied for on medical certicaie shail not be refused nrovided
however that the mmnetnnt authority mav, at is discretion, obfain a second medicai
opinion from such doctors!mg;stemd medicai practtioners as may be decided by the
competent authorty.

16.  Recali from leave:- if an smpioyes is recalied fo duly compuisory wih the
approvai of the competent authorlty, from leave of any kind which he s spending away
form fis headquarters, he may be granied a singie e umfﬂtu ;3‘“ & daily aliowance as s
acmissibie on four from the station wiere (e & spending ns keave fo the place where he
s sequired to report for duly. In case e & wetaled o u,f&’ al leadquaiiers and NS
remaining leave is cancelled, the farg then admvissible shall be for one way joumey only.



7.

Overstayal after sanctioned leave- +jUniess his leave is extended tv the

competent authorify an empioyee wno remains aisent after the end of his ieave siail be
paid remuneration for the absence bevond the period of sanctioned ieave, provided ieave
is availabie at his credit, but doubie ihe period of such absence will be debited against his
ieave account. Such a doubie debited shaii not preciude any discipiinary action that may
be considered necessary under the rules:

18.

()

(i

13

L eave due may be granted on abolition of post, etc.-

When a post is aboliched leave due to the employee whose seivice are
teminated in consequence thereof shall be granted without regard to the

. avaiiability of a post for the period of leave.

The grani of leave in such rases shall so long as he does nof aftain the age of
superannuation, be deemed automaticaily fo have aiso extended the aurauon of
the post and the tenure of its incumbent.

Leave io iapse when a emaimee quds sevice - Ali fé-aves at the msdii of an

umpbyee shali lapse when he qms seivice.

25
o)

@

Pay during | eave:- :

Leave pay admissible duiing the leave onfull pay shall be the greater of -

{a} the avemage monthly nay eamed during the twelve complete months
mmediately broceeding the month in which the leave beging; and

(b}  the mte equal to the rate of pay drawn on the pay immediately before the
beqinning of the leave.

¥When leave on fuil pay is taken the amounts calculated under clauses(aj and (bj
of sub-rule (1) shali be halved to detemmine the greater of the two rates.

-
.

Subs. agreement with CAB dated 10.3.1581



- 21, Option;

{1)  All empioyees who were in sewvice on the first day of January, 1983
including those who were on ieave on that date, shali have the oftion to
retain their existing jeave ruies. This option shali be vaiid only ¥ T is
exercised in writing and is communicated {o the office-imcharge of the
concemed office so as o reach him not fater than June 30, 1984 &

- however, on the date of ias ue of these orders an existing em;:ioyee be on
isave or on temporary deputationftraining efc., he may exercise the option
and commert o the concermned authorty within three months of the date
of hie retum from leaveltraining/deputation etc.  The option once exercice
shall be final An existing employee who does not exercise and
commiunicate such option on or before June 30, 1984 he shall be deemed
to have opted to be govemed hy these revised niles.

(il Those of the existing empiovees who vaiidly oxi fo refain the leave ruies in
force and applicabie fo them orior to Januaw 1883 shall continue fo be
governed by the rufes. order, efc., which would have been applicable to
them. . ; G

(iify  Anempioyes who was in semvice on January 1, 1583 whether on duly or
on ieave of any kind and gied before ne couid exercise of dies before
exercising his ogtion in favour of the Revised Leave Ruies shail de
governed by such rules as are dencicialto his case.

22.  An employee whe slects to be govemed by these revised leave rules shall be
allowed 20 days Casua!l eave during 2 Calendaryear. The maximum amour? of Casual
Leave that can be allowed 2t a time to an employee will be 15 days relaxable by the
competent authorty in special circumstances. Castel Leave may be prefixed or suifixed
to a closed holiday and be sandwilched in between fo close holidays. However, f a
closed holiday Talls betweentwo days of Casual Leave § may aiso be counted as casual
leave. Further casual ieave can be granted within The nrescribed limi af one time in such
a manner as fo spread it over 2 vears {ie. some porfioning one caiendar year and the rest
in following vear in one stretch). But the said Casuai Leave will be debiled to the Casual
Leave Account in suchi a manner that the ieave due during the particuiar vear will be
debited to that year's account and the resi of Casuai Leave Wil De gedited to e foilowing
year accouit.

2

¢

pamin

An empioyee siail be aiiowed {0 prefix or sufix holidays with their icave ]

proa

24, Casuai leavs cannwl be comosed with oy ofber isgve ]
Added 4'h Waae dwserd, 1088
Revised order issued by SMIFESS) un 17.11.51 O, No PEGSHFCRZET of 17.1
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REVISED LEAVE RULES FOR OFFICERS
~ WITH EFFECT FROM 1.1.1989.

1165(B)
t.  SHORT TITLE AFPLICATION AND COMMENCEMENT

{1}  These rules shall be called State Life Officers{Revised) Léave Rules, 1989.

{2} These nulss shall apply to officers who wers employed on or before 31.12.1988
and opled to he govemed by these nules except the cfficers employed on
Adhoc/Contrac/Part time basisiCommission basis.

{3}  These Ruies shall be deemed to be inforce with effect from 1.1.1989,

2.  WHEN LEAVE EARNED.

(1} All sewvice rendered bty an officer qua'iiﬁes him to eam ieave in accordance with
these rules but shali not be eamed during the period of isave.

{2 ﬁny period spent by an officer in ‘oreign seivice qualifies him to eam leave
provided that contribution towards leave satary is paid to the Corporation on account of
such period et ’

3. EARNBG AND ACCUMULATION OF LEAVE

{1} Ancfiicershalleam iawe only on full pay which shall be calculated at the rate of
four days of every caiendar month of the period of duty renderad and fifteen days or less
in a calendar monih baing ignored and those of more than fifteen days being treated as a
full calendar month for the pumose. ]

{2} ¥ an cfiicer procesds on leave dunng 2 calendar month and returns from it during
another calandar month and the period of duly in either month is more than fifteen days,
the feave to be credied for both the incompiete months shail be restricted to that
admssibie tor one fuil calendar month oniv.

{3 Thers shali be not maximum fimf on the accumulation of such leave.

Cours Firce Div. OM Mo F.4{11-R4/83H152(1 41.3012.1983 an :“;‘Mui'stry of Commerss islier
No A2)/E2 INS(]) dated B.1.1800. '



4, LEAVE ON FULL PAY

(1)  The maximum penoq of teave on fulf par; that may be granted at one time shail be
as foliows:

@  Without medical cemﬁcate ................................ 12G days
() Wilhmedical cedificale ... 136 days

' Plus
{c¢  Onmedical cestificate from Seave‘; ..................... 365 days

account in enfire setvice

5. LEAVE ON HALF PAY

(13 Leave on full pay may, at the option of the officer be converted into leave on haff
pay, the debit to the leave account will be at the rate of one day of the former for every
two days’ of the latter, fraction of one-haff counting as one fuli days leave on fuif pay.

{2y The request for conversion of leave refemed to in sub-rule (1} shall be specified by
the officer in his appiication for grant of leave.

{3}  There shail be no limil on the grant of leave on half pay so long as it is available by
comwersion in the leave account.

8. 'EAVE TOBE APPLIED ETC IN TERMS OF DAYS.
{ save shall be applied for, expressed, and sanctioned, in temms of days.

7. CARRY FORWARD OF EXISTING LEAVE.

All leave at credit in the account of an officers on the first day of January, 1988
shall be camed forward and expressed in temms of leave on fuli pay. In the case of an
officer who was on leave on that date, with effect from the date of his return from leave.

8.  EXTRAORDINARY { EAVE (WITHOUT PAY)

{1)  Extraordinary leave withoul pay may be granted on any ground upto a maximum
period of five years at a time provided that the officers to whom such leave is granted has
baen in continuous sewvics for & period of not less than ten years and in case an officer
hasn't completed ten years of continuous semvice, exiracrdinary leave without pay for &
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maximum period of two years may be g;anted' at the discretion of .the competent
authority.

Provided that the maximum period of five years shali be reduced by the period of
ieave on full pay of hail pay, T granted in combination with the extraordinary ieave.

(2  Extraordinary leave upto a maximum period prescribed under sub-rule {1) may be
granted, subject to the conditions stated therein, imespective of the fact whether the officer
s a permanent or a temporary employee.

9.  LEAVE NOT DUE

{1}  Leave not due may be granted on full pay, to be offset against leave to be eamed
in future, for a maximum period of three hundred and sixiy five days in the entire petiod of
senvice, subject to the conditions that during the first five years of service i shail not
exceed ninety days in all

{2)  Such ieave may be conveited into leave on haif pay.

{37  Such leave shali be granted only when there are reasonable chances of the officer
resuming dities on the expiry of leave.

{4}  Such leave shail be granted sparingly and to the satisfaction of the sanctioning
authority but i shall not be admissible to temporary officers.

10. SPECIAL LEAVE

(1} Afemale officer on the death of her hushand, may be granted special leave on full
pay, when applied, for a period not exceeding one hundred and thity days.

(#)  Such leave shall not be debited to her ieave account.

(3}  Such leave shali commerce from the date of the death of her husband and for this
purpose she wiil have to produce a death certfficate issued by the competent authorty
either alongwith her application for special eave or, ¥ that is not possible the said
cettificate may be furnished 1o the ieave sanctioning authority separately.



1.  MATERNITY LEAVE

{1}  iMaternity leave may be granied on fuil pay, ouiside the ieave accourt, 10 a femaie
officers to be exient of ninety days in ail from the date of iis mmencemem o forty five
days from the date of her confinement, whichever be earlier.

{2}  Suchieave may not be granted for more than three t’imes in the entire sewvice of a
female officer,

{3}  For confinements beyond the third one, the female officer would have to take
leave from her nomal leave account.

{4}  The spells of matemity leave availed for prior to the coming info force of these
ruies shail be deemed to have taken under these ruzes

(8}  Matemity leave may be granfed in continuation of, of in combination with, any
other kind of leave including extraordinary leave as may be due and admissibie o a
femaie officer.

12.  DISABILITY LEAVE

{1}  Disabiity leave may be granted, outside the leave account on each occasion, upfo -
a taximum of seven fundred and twenty days on such medical advice as the competem
authority may consider necessary, to an officer, disable by injury, ailmert or disease
conkacted in course or in consequence of duty or official posttion.

{2}  The leave salary duri.rig disability leave shall be equal to full pay for the first one
hundred and eighty days and on haff pay for the remaining period.

13. LEAVE EX-PAKISTAN

(1} Leave Ex-Pakistan may be granted on fulf pay to an officer who applied for such
leave or proceeds abroad during feave. or fakes leave while posted abroad or is
othemwise on duty aborad, and makes a specmc request to that effect. Leave payv shail be
payabie for the actual period leave spent abroad sub;ect to & maximum of one hundred
and twenty days at a time . ~

(2}  Leave ex-Pakistan will be reguiated and bDe sudject to tne same limits and
conditions as prescribed in rules 4,5 and 8.



4. LEAVE PREPARATORY TO RETIREMENT:

{1}  The maximum period upto which an officer may be granted leave preparatory to
refirement shall be three hundred and sixty five days.

{2)  Such leave may be taken, subject to avaiiability, either on full pay,or patiy on fuil
pay and partly on haf pay, or entircly on haif pay, at the discretion of the officer.

15. ENCASHMENT OF REFUSED LEAVE PREPARATORY T0O
Rc?!REMENT

{1y  Fincase of retirement on superannuation or voluntary retirement on comp&eticn of
25 years qualifying services(} an officer cannot for reasens of office exigencies be
granted leave preparatory to retirement duly applied for in sufficient time, he will in lieu
thereof be granted iump-sum leave pay for the eighty days ieave on fuli pay.

(2)  Suchleave can be refused partly and sanctioned partly but the cash compensation
shail be admissible for the actual penod of such leave so retused not exceedmg on
‘huindred and eighty days. :

{3}  The payment of leave pay in lieu of such refused leave may be made {o an officer
gther in lump-sum at the time of retirement or may, at his oglion, be drawn by him month
wise for the period of lsave 50 refused

(4}  Forthe purpose of lump sum payment in lieu of such lcave, only the “Senior Post
Allowance” will be included in "Leave nay” so admissible.

{(5)  Incase an officer on leave preparatory fo retirement dies before compieting one
hundred and ethtly days of such leave his family shail be enfitled to lump-sum payment
enual to the period falling short of one hundred and eighty days.

16. POWER TO REFUSE LEAVE PREPARATORY TO RETIREMENT.
ETC. ‘ ' '

(1)  Orwdinaty, leave preparatory to refirement shaii not be refused.

{2} Allorders refusing leave preparatory to retirement to an officer and recaliing officer
irom ieave preparatory to retirement shail be passed only oy the Chaiman.

{7  subject to approvai from Ministry of Commeice
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(3)  Ali proposais regarding refusai of such leave fo an officer shail be referred to the
DGM{P&GS), P.O.with detailed justification at ieast three months before an officer is due
to proceed on such leave.

i7.  ENCASHMENT OF LEAVE PREPARATORY 7O RETIREMENT

{1} An officer may filteen months before the date of superannuation or twenty five
years qualifying service(*} on or after the 1st January, 198 at his option be aliowed fo
encash his leave preparatory to retirement i he undertake inwriting to perform duty in lleu
of the whole period of three hundred and sidy five days or lesser period which is due and
admissible,

{2} Inlieuof such leave, leave pay may be claimed for the actual period of such leave
subject to a maximum of one hundred and eignty days.

(31 if af any time during such period leave is granfed on account of il heaith supported
v medical certiicate or for uerfonnance of Ha;, the amount of cash compensation on
account of ieave pay shait be reduced bv an amount equai to the ieave pay for the haif the
period of leave so granted, for example, § an officer who nas oped for encashment of
sich ieave, has taken sixy aavs igave, his cash compensation equai to thirty days ieave
shali be foifeted.

{4}  The officer shail submi the oplion to the uuthomy cormpetent to sanction leave
preparatory to retirement, who shall accept the option and issue foimal sanction for the
payment of cash compensation.

18 IN SERVICE DEATH.

In cash an officer dies, or declared permanently incapactated for further semvice,
v a Medical Board, while in service a iump-sum npayment equai to ieave pay upto one
hundred and eighly days oul of the ieave ai his credi shail be made fo his family as
defined for the purposes of family pension or as the case may be, o the officer.

19. REASONS NEED NOT BE SPECIFIED, ETC.

{11 it shaiinot be necessary to specify the reasons or which leave has been applied so
iong as the leave is due and admissibie (o an cificer.

{2}  Leave applied for on medicai certilicate shail not be refused.



Provided that the authority competent to sanction feave may at the discretion,
secure a second medical opinion by requesting the Chief Medical Advisor of the
Corporation or Medical Board as the case may be, to have the applicant medicaily
examined :

20, LEAVE WHEN STARTS AKD ENDS. |

instead of indicating whether leave stars or ends in the forenoon or afteroon,

ieave may commence from the date following that on which an officer hands overthe

charge of his post and may end on the day preceding that on which he resumes duty.

21, RECALL FROM LEAVE ETC.

{1)  Iitanofficeris recalied to duty compuisorily with the personai approvai of the head
of his Division'Depariment from leave of any kind thal he is spending away from his
headauarters, he may be granted a singie refum fare pius daily ailowance as admissible
on tour from the station where he is spending his leave to the place where he is required
to repoit for duty.

{27  in case the officer is recailed to duly at headquarters and his remaining ieave is
cancelied, the fare then admissibie shall be for one way joumney only.

(3}  Ifthe return from leave s optional. the officer i entitied fo no concession.

22. QVERSTAYAL AFTER SANCTIONED LEAVE ETC.

-1} Unless the leave of an officer is extended by the competent authorlty and officer
who ramains absent after the end of his leave shall not be entitied to any remuneration for
the period of such absence, and without preiudice to any disciplinary action that may be
taken against him double the period of such absence shall be debited against his leave
account.

{2)  Such debit shali, ¥ there is insufficient credit in the leave account, be adjusted
again future eaming. ‘

23.  ANY TYPE OF LEAVL- MAY BE APPLIED.

An officer may appiy for the type of ieave which is due and admissible to him and
& shall not be refused on the ground that ancther fype of ieave should taken in the
patticular circumstances, for exampie an officer may apply for extraordinary leave or leave
on hall pay even ¥ leave on full pay is cthetwise due and admissible to him, or he may



proceed on extraordinary feave foliowed by jeave on haff pay and full pay rather then that
onfull pay, haff pay and without pay.

24 COMBINATION OF DIFTERENT TYPES OF i_EAVE ciC.

Cne type of leave may be combined with joining time or with any other type of
leave othemrtse adm;ssxb&e te the officer.

Provided that ietwe pmparato:y o ret;remem shai! mt be combmed with another
kind of leave. ‘ :

25. AN OFFICER ON LEAVE NOT TO JOIN DUTY WITHOUT
PERMISSION BEFORE ITS EXPIRY.

Uniess he is permitted to do so by the authoriy which sanctioned his leave en
officer on leave may not return to duty before me exouy of the period of ieave granted fo
him.

26. LEAVE DUE MAY BE GRANTED ON ABOLITION OF POST ETC.

{1} When a post is abolished, ieave due to the empfc:yee' whose services are
temninated in consequence thereof, shall be granted without regard to tne avaiiabiiity of a
post for the period of leave. |

(2)  The grant of leave in such cases shall so long as he does not attain the age of
superannuation, be desmed autmat*ca'!y tc have also extended the duration of the Post
and the tenure of its incumbent.

27. LEAVE TO LAPSE WHEN AN OFFICER QUITS SERVICE.
All leave at the credi of an officer shail iapse when he guis service.

28. © PAY DUR!NG LEAVE .

{1 Leave pay adm:ss&bce during ieave omud pav shati be greater of :

{a) The average monthly pay eamed guring the ‘wefue compiete monihs
immediately preceding months inwhich the ieave beings: and

{b) The rate equal to the rate of pay drawn on the day immediately befoie the
beginning of the leave.



{2)  When leave on half pay is taken the amounts, caiculated under {a) and {b) of suo-
ruie (1) shail be haived to determine the greater of the two rates.

28 LEAVE APPLICATION, iTS SANCTION, ETC.

{1}  Exceptwhere othenwise stated an application for leave orfor an extension of leave
nust be mads to the DivisionalDepartmental Head where an officer is employed and in
the case of the DivisicnalDepartmental Head to the next above administmtive authority
ard the extent of leave due and admissible shall be stated inthe application

{2y When an officer submits a medical certificate for the grant of leave # shall be by an
unaiuthorised medical attendant.

{3}  No officer who has been granted ieave on medicai certificate may retum to dufy
without first producing a medical certificate of finess.

{4)  in cases where all the appiications for ieave cannot. in the interest of official
business, be sanctioned to run simultaneousty, the authority competent to sanction leave
shall, in deciding the pripority of the applications, consider:-

{i  Whether, and how many appiicants, can for the time being best be spared
(i  Whether any applicants were iast recalied compuisorily from leave; and

()  Whether any applicant were required to make adjustment in the timing of
thelr leave on the last occasion.

30.Casuail eave- An empioyee who elecis to be governed by these revised leave
ruies shall be aflowed 20 days during a calender year. The amouni of casual ieave that
- can be allowed at a fime to an empiovee wiii be 15 days, relaxabie by the competent
authonty in special cicumstances. Casuali leave may be prefixed or suifixed fo a closed
holiday and be sand-wiched in between two ciosed hofidays. However, i a ciose holiday
falis between two days of casual leave i may aiso be counted as casual ieave. Further,
casuai leave can be granied within the prescribed iimi af the time in such a manner as {o
spread it over 2 years {i.e. some poition in one calendar vear and the rest in the foliowing
year in one stretch). But the said casual leave will be debited to the casual leave account
it such manner that the leave due during a pasticuiar year will be debited to the year's
‘ollowing year's account.
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«{Casual leave cannot be-combined with any other leavej
31.  GPTION

{1} Al officers who were in senvice on the first day of January, 1585 inciuging those
w10 Were on leave on that date shail have the oftion to retain their existing leave ruies.
This option shall be valid only ¥ & is exercise in wilting and i communicated o the
officer-in-charge of the contemed office, 50 as o mach him not fater than 18th
September, 1990. I however, onthe date of issue of these ciders and existing officer De
on leave or on temporary depufationftraining etc, he may exerise the option and
communicate # 1o the concemed authority within three months of the date of his retum
from leaveftraining/depution ete. The option once exerised shall be final  An existing
officer who does not exercise and communicate such ogtion on or before 19th
Sertember, 1990, he shail be deemed to have onted to be governed by these revised
ruies. However, those officers who retired or proceeded on LPRLAR before the date of
issurance of the circular for revised leave rules shali not be entitied to opf for revised leave
fuies. :

(2}  Those of existing officers who validly opt to retain the leave rules enforce and
appiicable to them prior to January 1, 1585 shall cortinue to be govemed by the rules,
orders, efc which would have applicable to them,

(3} Andfficer who was in sewice on January 1, 1565 whether on duly or on leave of
any kind and died before he couid exercise or dies before exercising his option in favour of
the revised leave rules shall be governed by such rules as are beneficial to his case]

56. JOINING TIME:

Joining time may be allowed fo an empioyee on transfer from one station to
another sublect o following conditions, namely-

(3  Joining time shail not exceed 6 days exciuding the time spent on joumey;
and

(i)  Holidays shail be counted in the period of joining time.

(i)  Joining time may not be combined with leave.

1. Revised order issued by P&.GS Circular No PRGS/PC/42/91 dated 17-11-1891.



PART-IX - OTHER BENEFITS

67. LOANS AND ADVANCES: | Subect to the prwi“ions of the insurance Act,
1636 and any other law for the time being in force,j foliowing advances of ioans may De
granted fo an employee to such exient and on such tems and conditions as the Board
may, from time to time, by the general order detemine:

{8}  advancs of pay

{8}  advance of tiovelling allowance on tour of transfer
{c¢  HouseRent Advance

a4{dy House Building /purchase loan.]

al{e}  Conveyance Loan]

[Provided that instaliment of repayment of house building ioan shail not exceed
45% of gross emolumenis of an empioyee namely pay pius allowances. For ioans other
than house buiiding foan the instaliments of repayment of such loan snaﬁ not exceed 8
5{50%} of the gross emoluments of an emmoyee i

68. Gratuity.- Employees ieaving the sewvice of the Comoration shall be entitied to
gratuity on such Scale and subject to such terms and condttions as may be approved by
the Board from fime fo time.

§8.  Group insurance:- The Corporation shail provide free group insurance cover {0
fs employees on such scale and on such terms and conditions as may be approved by
the Board from time to time.

70,  ¢[Rest and recreation allowsance and leave fare concession.- An employee
will be entitled fo half month's pay subject to & maximum of Rs.500/ per year as rest and
recreation allowance or avail leave fare concession once in three years from the place of
duty to the nearest railay station of his home-town, or uto 500 miles from he place of
duly as per ruies prescribed inthis behalf of the Board from time 1o fime.

INote: Ceased to be admissibie to officers w.e.f. 1.7.1983 and to staff w.e.f 1.1.83]
2 7 Addition w.de Gez of Fak di. 6 1.1982 Fart-vi, Motification No.1(5578-INS{N) dt.25.11 81
283  Added vide Gaz. of Pak ibid MNolification daled 2511 81,
Pravise subs. due io acreemeﬂ‘ with the CBA signed on 12.4. 1889,
oubs agreement with Cx:sA dated 10.3. 1881
Subs.vide Caz, ibid, Nolification dated 25.11 81
Adﬁd'sr due 1o 3rd Wage Award decision and pay commitiee effective from 17 83.
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A70-A Refirement fare concession.-{1} An empioyee in pay scaie 8 fo 13
retiring from the Corporation's sewice or proceeding to nis piace of domiciie on ieave
preparatory to retiremert shail he entitied to receive from the Corporation the cost of one
single fare for himseif and for each member of his family if accompanied or proceeding of
fotiowing him within a reasonabie time by rail, wad steamer or air, by the class of
accommodation to which he is erfitied or a lower class by which he and his family
actually travel from the place where he relires or proceeds on leave preparatory fo
retirement to his place of domicile.

Provide that the concession shall be admissible only ¥ any such employee
proceeds to his place of domicile within six months of his last day of duly in the
Corporation.

{2)  Anempioyee in pay scale 8 to 13 retiring from Corporation’s senvice or proceeding
to his place of domiciie on ieave preparatory {o refirement shaif be entitled to receive from
the Corporation cost of transportation of personai effect, to his place of domiciie in
accordance with the provisions of clause(iv) of sub-regulation (3) of requlation 36.]

{11, Uniform/Dress Aliowance/Washing Aliowance for empioyees in pay
scaies 1 to 3, MiN- to MN-1i:-

(@} Uniform: {Naib Guasid}, Quasid Oriver, Secun;i‘g GuardiChowikidar and
Liit Operator shall be provided with uniforms at the following scales:

(y WinterUniforms 2 3yeas
{2y SummerUniforms 3 ineachyear
(3} Shoes 2 Pairs in each year
one each hall yearly
(4}  Socks 2 Pairs in each vear
one eacn haif vearly.
%) Cap Cap'r .CapKuilah with turban,

one each year

Reg. 70/ insarted vida Cat. of Pak iid Notification daled 25.11.1981.
Regulstion 71 substituted as per 3rd Wage Award 2nd : Mn"a!y Commiftee decision.
insened dus fo Agreement with CBA dafed 10.3.1861.
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72,

Dress Aflowance: Following empiovees will not be provided uniforms and wii be
naid dress allowansce at the rate of R3.404 per month in lieu of uniform.

Daflaries, Record Sorters, Gardeners, Tleaners, Sanitary Workers, Helpers,
Empicyees in Grade MiN-1.

Washing Allowance:

Drivers, Quasids, Head Sesurity Guard @ Re.45/- per manth,

Naib Quasids. Messengers. Farash. (Gesieiner, Operafors, Lift Operaiors,
Assistant Mechanics, Assistant Carpenters, Assistant Painters @ Re.35-

p.m.]

- Olher perquisites: For exigencies not provided for in these Reguialions, ihe Boara may,

when i is concidered nscessary for the prometion and development of buginess sanction any other
perquisite whether in cash or kind.

73.

ii 4

Payment lo nominee in the event of death of an employee:

{1

e

An employee may, at the time of commencement of cervice or at any time
thereafter, nominate the person or persons to whom the amount of gratuity, group
inaurancs, balance of pay and dllowances and any other amount dus o him as an
empioyee shall be paid in the event of his death. The manner of nomination shall
be prescribed by the Board.

Payment of nominee or any person designaied io receive payment on dehalf of
nomines shall constitule full and complete discharge of the Corporation.

Grant of Financial Assisiance on Geath of an empioyee ai the duty station:

7

In the case, f the dead body of the daceaced smployes ic buried locally then the
actual cost of the losal burial may be reimbursed by the Corporation 10 the extent
specificaily appiied for the by the pereaved famiy subject io & maamum of
{52000/} in each cace.

in the case, if the dead body of the deceased employee i francporfed. to home

town: :

@ by tall, the actusl cost of franspodation of the dead body of the deceased
from the fast sfation of hig duly fo home fown chall be bome by the
Corporation :

o)) by road. the actual cost of such transportation would be bome by ths
Corporation subject 1o 2 mavimum of Rs 4/~ per kilometer. The distance
will be caiculated from the residence of the deceased in his iast stafion of
duty o is home fown. ‘

& Wk -

Circuiar No P&GS/PO/21/91 daled 14.4.1991
Agreement wity CBA signed on 10.3.1981.

Agree

ment with CBA signad on 12.4.1880.

Agreement with CBA dateg 10.3.1981 Rs 5004 subs. as Re 2000+ w.ef 1181
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(¢ by air, {here where ttansmttatton of dead bodv ov rail or road whotid
invoive a trip exceeding 24 haus, actual cost of tmneportatton oy air wouid
oe met by e Corporation. e S0

 EXPLANATION

‘(a)"  trespective of the mode of travel by wmch the dead Dody is
transported actual cost of transporation of dead Dody not
=i gxeeeding Rs.800/~ and
()  Where dead body is transported by air one single ecoromy class
air fare shall be allowed to attendant, ¥ any accompanying the dead
body and this concession is admissible to a member of the family
only. Forthe pumoses of this reguiation family means spouse,
legtimate children and step children of an empiovee of the
Corporation residing with an whoib/ dependent upon him.

(i} Inthe event of death abroad of an empiovee who has been deouted out

side Pakistan on temporary officiai duly, the expenditure connected with

the buriai of the dead body to the extent supported by the relevant voucher

~ the extent supported by the reievant voucher in original &nd certificates

“issued by the Head of Pakistan Embassy or Pakistan Mission in the

. coutnry concemed, shall be bome by the Corporation in a manner as
descrided below:

{(a) I the dead body is buried or cremated lecally in the country where
the employee was depided, the total cost of butial or cremation; or

(b}  If the dead body is transported to Pakistan, the fotal cost of such
transportation  including  incidental  expenses incumed  for
reparation of the dead body for transpiration such as, embaiming,
local transportation charges, efc.
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«{75. Repatriation of family of an employee who dies while service in a Zone
other than the Zone of his domncue

U

(il

Actual maiway fare(s}, or air fare, sea fare, as the case may be of the ciass
of last entitlement of the deceased employee from his last station of

- posting to his home town in the other Zone or to such other place in the

Zone of domicile of the deceased to which the family may actually fike to

~ proceed, shall be paid to the membors of the family of the deceased

~ Provided that the amount to be paid by the Corporation shall not exceed

the amount admissible from the last station of posﬁzon of the deceased to
the home town of the deceased:

Provided further that the joumey shail be performed by the cheapesi route.

Actuai charges of transportation of the personal effects of the members of
the family of the deceased empioyee by the approved maans of transpoit
{rom the fast station of posting of the deceased employee to his home
town in the other Zone or fo such other place in the Zone of domicile of the
deceased {6 which the family may actually fike to proceed, shail be paid o
the members of the family of the deceased employee. ..

Provided that the amourt to bs paid by the Co:porataon shail not exceed
the amount admissible from the last station of posting of the deceased,
and

Provided further that the lim# and restrictions as to weight and means of

transportation that were appiicable to the deceased employee for camiage
of personal effects on transfer immediately before his death.

EXPLANATION:

The above concessions should be availed of by the family of the
deceased empioyee within 6 months from the date of death of the

empioy] -

1. Addiiqn due to Agreement with the CBA signed on 12.4.1989.
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+{76. Transfer Grank - The family of the deceased empioyee shall be entitled fo
transfer grant to the extent admissibie to the deceased empioyee as on transfer from one

station to another.

EXPLANATION:

The amount payable under this reguiation shall be paid to the eldest
member of the deceased employee's family upon application to the Depuly
Genera! Manager{P&GS), Principal Office/Zonal Head, as the case may
be. The said application should contain the following particulars:

@
{b)

©
(d

(e}

0
@

Name of the deceased employee.

His designation and the name of the office or department in which
he was working at the time of his death.

Name and address of the applicant.

His/Her rejationship with the deceased

Home town of the deceased empioyee and the place where the
family intends to proceed.

Names of family members with age of each of them.

Approximate weight of personal effects fo be transported,

The application shiouid be countersigned by a Class i Civilian Gazetted Officer or
a Commissioned Amed Forces Officers or an Officer of State Life Insurance
Corporation not below the rank of Manager who will record a caitificate thereon in
the words “Certified that | personally know the above particulars to be correct”]

1. Agreement with the CBA signed on 12.4.1989.
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