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APPENDIX No. 8.
Rules prescribing leave procedure.

(Rule 234, Note 2.)
Note—The rules of this Appendix are aumbered throughout in parentheses, c.3., * ’y
to rules withoat the 2 in this Appendix are, uni t:- trary is .&'-'y aw:d.(g}a&“l:nm

L—General.

(/) No leave may be granted to a gazetted Government servant until a re; i
its admissibility has been obtained from the audit officer. sl

() (@) The leave account of each non-gazetted officer and a member of the Lrwer

Subordinate Service who did notelect to remain under the old rules when the Fund:‘ﬁn!ﬂ
Rules were introduced shall be kept in the form appended which should be atta to

his service book or service roll
ve rules two pro forma

(b) In the case of Government servants under the ordinary lea
accounts of leave on full average pay will have 1u be kept, one—which includes leave on
medical certificate or spent outside Pakistan, India or Ceylou, and the other which excludes

such leave.
It is not necessary, however, that two pro forma accounts of leave on average pay
should be opened on separate pages of the leave account, The column *‘leave taken on
average pay” in the prescribed form can be used for leave on medical certificate or spent
outside Pakistan, India, Burma, Aden, Ceylon or Nepal, and the leave on average pay other
than such leave being worked out in any spare space available cither in the last column

or clsewhere.

(c) In the case of Government servants to whom the revised leave rules apply it is not
pecessary to maintain a leave account in the form prescribed for Government servants under
the ordinary leave rules. When leave is granted under these rules, the nature of the leave
and the number of rule or rules under which it is granted shall be entered in the service
book, History of Service or other records of service:

Provided that, in the casc of special disability leave granted under rule 192, only half
the amount of leave on average pay under clause (b) of sub-rule (7) of that rule. shall be
counted as “‘carned leave” taken and entered in the service records.

The leave actount of a gazetted Government servant shall be maintained by, or
f, the principal auditor responsible for the audit of his pay.

(3 () The le
under the direction o

(b) The leave account of a non-gazetted Government servant shall be maintained by the

)
head of the office in which he is employed.

(4) Every application for leave or for an extension of leave should be sent to an autho-
rity competent to fill the post substantively through the intermediate superior, if any, of the
Government servant applying for leave. In the case of gazetted Government servants, the
application should be sent through the principal auditor. The application of a Government
scrvant in forcign cmploy should also be sent through the Audit Officer who accounts for

the contribution recovered from the forcign cmployer.
\
SS) Fracgons of a day should not appear in the leave account; fractions' below § should
be ignored, and those of 4 or morc should be reckoned as one day.

(6) A separate account should be kept of the leave earned by a Government servant
i Government and then transferred to another Government and all leave
transfer should be debited to this account so long as the balance

serving under a
taken after the date of
under jt is not exhausted, and the allowances drawn during all lkave, which is so debited,
-gshould be charged to that Government. -
II.—Medical Certificates.
ical officers must not recommend the grant of leave in any case in which there
i be-

appears to be no reasonable prospect that the Government servant concerned will ever
is d In such cases, the opinion that the Government servant is per-

fit to resume his duties. :
manently unfit for Government service should be recorded in the medical certificate.
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1
(8) Every certificate of a medical committee or a medical officer recommending the
grant of leave to a Covernment servant must contain a proviso that no recommendation
contained in it shall be evidence of a claim to any leave not admissible to the Government
servant under the terms- of his contract or of the rules to which he is subject.

(9) Before a gazetted Government servant can be granted Jeave or an extension of leave
on medical certificate, he must obtain ‘4 certificate accompanied by a statement of his case
in the following form:—

Statement of the case of—
Name (to be filled in by the applicant in the presence of the Civil Surgeon or official
medical attendant)— ‘

Appointment—

Age—

Total service—

Service in Pakistan—

Previous periods of leave of absence on medical certificate—

Habits—

Disease—

) PR N 0 s e R RS , Surgeon/Medical Officer at..........
o R eats or after careful personal examination of the case hereby certify that
T I T s o, B I o ol % is in a bad state of health, and I solemnly and

sincerely declare that according to the best of my judgment a period of absence from duty

is essentially necessary for the recovery of his health and recommend thaf he may be
granted. .. ... ool i Noles moifthst “leaye with effect fTOmL e stniiscn cicisiv s s sioioia ois 0 vaniois =

TREN N 2 Loriim, oo o P ace ’
Civil Surgeon or Official Medical Attendant.

Note I—This form should be adhered to as closely as possible and should be filled in after the signature
of the applicant has been taken. The certifying officer is not at liberty to cectify that the applicant requires a
change from or to a particalar locality, or that he is not fit to® proceed to a particularlocality. Such certifi-
cates should only be given at the explicit desire of the administrative authority concerned, to whom it open
to decide, when an apolication on such grounds has been made to him, whether the applicant should go before

& Medical Board to decide the question of his titness for service.

Note 2—If the medical certificate is given by foreigners it should be attested by a consular or other similar
authority as bearing the signatures of qualified medical practitioners.

(10) Having secured such a certificate, the Government servant must, except in cases
covered by rule (/3) or where the leave on Medical Certificate is intended to cover a period
of less than 3 months, obtain the permission of .the head of his office or, if he himself
is the head of an office, of the head of his department to appear before a medical com-
mittee. He should then p-esent himself with two copies of the statement of his case before
such a committee. The committee will be assembled under the orders of the administrative
medical officer of the province who will, where practicable, preside over it. The cémmittee
will be assembled either at the headquarters of the province or at such other place as
Government may appoint. . A

(11) Before the required leave or extension of leave beyond three monthy can be granted,
the Government servant must obtain from the committee a certificate to following effect:

We do hereby certify that, according to the best of our professional judgment, after
careful personal examination of the tase, we consider the health of C.D. to be
such as to render leave of absence for a period of.......coviiiicirceacisinane
months absolutely necessary for his recovery. .

12) Before deciding whether to grant or refusc the certificate, the committee may, in s

dou(btf)ul case, detain applicant under professional observation for a period not exo’eedmg
fourteen days. In that case it should grant to him a certificate to the following effect:—

 D. having applied to us for a medical certificate recommending the grant to him of
Cc.D g app o

leave, we consider it expedient, before granting or fefusing such a
det:.ie'n C.D. under professional observation for..........days.
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(13) If the state of the applicant’s health is certified by a commissioned medical officer
of Government or by a medical officer in charge of a civil station to be such as to make
it inconvenient for him to present himself at any place. in which a committee can be assem-
bled the authority competent to grant the leave may accept, in lieu of the certificate pres-

cribed in rule (/1) either—

(@) a certificate signed by any two medical officers, being commissioned medical officers
or medical officers in charge of civil stations, in whatsoever province they may

be serving; or
to require the production of two medical

fficer in medical charge of a civil station

(b) if the authority considers it unnecessary
e district or the Commissioner of the

opinions, a certificate signed by an o
and countersigned by the Collector of th
division.
(I14) The grant of a certificate under rules (11), (13) or (17) does not in itself confer
upon the Governmeant servant concerned any right lo leave. The certificate should be for-
warded to the authority competent to grant the leave and the orders of that authority
should be awaited.

(15) Every application for leave on medical certificate made 'by a non-gazetted Govern-
ment servant in suparior service shall be accompanied by a medical certificate given by a
registercd mzdical practitioner defining as clearly as possible the naturc and probable dura-
tion of the illness, or by a request for the issue of a requisition for examnation by a

medical officer of Government.

(16) The authority competent to sanction, leave may, at his discretion, secure a second

medical opinion by requesting the Presidency or Civil Surgeon to have the applicant medi-
cally examined. Should he decide to do so, he must arrange for the second examina-
ion to be made on the earliest possible date after the datc on which the first met cal
opinion was given. E

(17) It will bc the duty of the Presidency or Civil Surgeon to express an opinion both
as regards the facts of the illness and as-regards the necessity for the amount of leave
her require the applicant for leave to appear

recommended; and for this purpose he may eit
before himself or require the applicant for leave to appear before a medical officer nom -

nated by himself,

(18) The following form of m
servants in superior service recommended fo

adical certificate is prescribed for non-gazetted- Government
r leave or extension or commutation of leave:—

(Signature of applicant.)

Levoteeeeesannncasnnsss..y after careful personal examination of the case, hereby certify*
L T T o whose signature is given above, is suffering from............
dorbonk Codta and I consider that a period of absence from duty of.................. .
with effect from..... s aeeas vewer......is absolutely necessary for. the restoration of
his health.

-+ DATED; : .
! . Government Medical Officer or
THE iwotv oo T e Far S vy Registered Medical Practitioner.

Note I1—The nature snd probable duration of the illness, should be specified, vide rule (15).

Note 2—This form should be adhered to as closely as possible, and should be filed in after thesignatureof
the applicant has been”taken. The certi officer is not at liberty to certify that the applicant requires a
change to (or from) a particular locality, or that he is not fit to proceed to 8 particular locality. Sech certi-
.ﬁuu should h:nl: e :i‘yuh at :’he exl;hcil des‘}’n h:: :,he ldmglinru}‘n lnthhoaig ‘c:‘necmt:. to 'hm!z& itiso
o decide, when sn application on such groun: sen made to him et applicant ore
a Medical Board to cxmdc the question of his fitness for service. i PENSEEERES ,”

Nate 3.—If the medical certificate is given by foreigners it should be attested by a ther simi-
lar asthority as bearing the signatures ol qunliﬂ’ed medical practitioners. PR COIESE

of Government medical offizer or a registered medical

*(To be filled in by tbe appli in the p
practitioner.) i
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“(184) An application for an extension of lsave on medical grounds by -a Government
servant oa leavein Iadia- shall be accompanied by a certificate from two medical practi-
tionars in the following form:*"—

W hereby certify that we have caiéfully examined C.D. of the..... . ath B o
........................................................... ....who s suffering
FPOM. & i 5nrv s ronivie s o s oles SlsTels v el eus o dRee s oxe and we declare upon our honour
that, according to the best of our judgment and belief, he is at present unfit for duty " in
Pakistan, and that it is absolutely necessary for the recovery of his health that his presem
leave, which will expire in India on........... ...t iiriiniiaiieninnn R e

months
shall beextended by. ... ...... ... ...
weeks
DA s vcivviv s S i v, 8
7o 7 i e S SN

The certificate must describe in full detail the nature of the diseasc and the present
condition of the Government servant. If it be signed by foreigners it must be attested by
Consular and other authority as bearing the signatures of qualified medical practitioners.

X In the case of non-G;\z_ened Government scrvants a certificate from one medical practi-
tioner only, duly countersigned as stated above, may be accepted, when the extension is
for a period of not more than 30 days.

(79) The medical certificates of fitness required by rule 157 shall be as prescribed below:—

(a) if theleave is taken in Europe, North Africa, America_ or the West Indies, in accordance
with the rules contained in Division XII of the Fundamental Rules' and the Sup-
plementary Rules compiled by the Government of Pakistan, Vol. l_. or

(b) if the leave is taken out of Asia elsewhere than in Europe, North Africa,  America
or the West Indies :—

“We certify that we have carefully examined A.B. of ANEL Ve v oreisisfoiaia il s etk
Service and find that he is in good health and.................. fit to return to-
his duty in Pakistan.

We also certify that before arriving at this decision, we have examined the original
medical certificate (s) and statement(s) of the case (or certified copies thereof
on which the leave was granted or extended, and that we have taken these into
consideration in arriving at our decision’.

Such certificate shall be signed by two qualifed medical practitioners, and if they be
foreigners, attested by a Tonsular or other similar authority as bearing the
signatures of qualified medical practitioners; or

(¢) if the leave is taken in Asia :—

“We the members of a MLedical Committee I, Civil Surgeon of .ecevveeetieacannse o
1, registered Medical Practitioner of .. .....c.covvninnrciiiicnenann. do hereby
certify that we,]1 have. farefully examined A.B. of the...........ccoocuviinn

..................... ....Service and find that he has recovered
from his illness and is now fit to resume duties in Government service.
We/I also certify that before arriving at this decision we/l have examined the original

ical certificate(s) and statement(s) of the case (or certified copies thereof
on which leave was granted or extended and have taken these into condsidera-

tion in arriving at our;my decision.”

In the case of a gazetted Government servant on leave in Asia suci certificate shall be
obtained from a Medical Committee except—

(@) in cases in which the leave is for not more than three months, or

14
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icases in which the leave is for more than thrce months or leave for three months
or less is extended beyond three months, but the Medical Committee graniing
the original certificate or the certificate for extension state, at the time of gr:ntirg
such certificate, that the Government servant need not appear before anuiher
Medical Committec for obtaining the certificate of fitness.

(i) in

NOTE—A certificate signed by one or two Medical Officers obtained under rule (13)shall be deemed
equivalent or the purpese of this rulc 1o a certificate obtained from a Medical Committee.

(20) The original medical certificate(s) and stateraent(s) of the case (or certified copies
thereof) on which the leave was originally granted or extznded shall be produced before
the authorities asked to issue the certificates prescribed in rule (19).

(21) In support of an application for leave, or for an extension of leave, on medical
certificate from a non-gazetted Government servant in Lower Subordinate Service, the author-
ity compztent to grant the leave may accept such certificate as e may deem sufficient.

III—Graat of Leave.

(22) In cases where all applications, for leave cannot, in the interests of the public ser-
vice, be granted, an authority competent to grant leave should, in deciding which application
should bs granted, take into account the following ronsideration—

(a) The Government servants who can, for the time being, best be spared.

(b) The amount of lzave due to the various applicants.

(¢) The amount and character of the service rendered by each applicant since he last
returned from leave.

(d) The fact that any such applicant was compulsorily recalled from his last leave.
(e) The fact that any such applicant has been refused leave in the public interests,

NOTE—Grant of leave on private affairs to the men of the Military Police is subject to the condition that the
alary’ iﬁmorno(,cbg;olamd’w cent,

bsemt leave on average whether on medical cert
‘;-m‘:“h:ulb- n?:m IS:; October to 15th A.pn‘lfymd 10 per :un from 16th April to 14th October,

(23) When a medical committee in Pakistan reported that there is no reasonable prospect
that a particular Government scrvant will ever be fit to return to duty, leave may only be.
granted by Government and on the following conditions—

(a) If the medical committee is unable to say with certainty that the Government servant
will never be fit for service in Pakistan again, leave not exceeding twelve months
in all may be granted. Such leave may not be extended without a further refer-

ence to a medical committee.

(b) If the medical committee declares the Government servant to be f'completely and
permanenly incapacitated for further service in Pakistan, the Government servant
should, cxcept as provided in clause (c) below, be invalided from the service
cither on the expiration of the leave already granted to him, if he is on leave
when examined by the committee, or, if he is not on leave, from the date of the

commiittee’s report.

(©) A Government servant declared by a committee to be completely and permanently
incapacitated may, in special cases, be leave, or an extension of leave,
not exceeding six months as debited against the leave account, if such leave be
due to him. Special circumstances justifying such treatment may be held to
exist when the t scrvant's down in bealth has been caused in and
by Government service, or wheri the Government servant has taken a comparatively
small amount of leave during his service or will complete at an carly date an
additional year’s service for peusion.

L B from a Medical Oficer shall be for of leave under
e A S o LR T B e o ce

(24) Leave should not be granted to a Government scrvant who¥ought at once to be
i or removed from Government service for misconduct or general incapacity.
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(25) 1f, in a case not covered by rule {24), an authority competent to remove a Govern-
ment servant from service decides, before such Government servant departs from Pakistan on
leave, that he will not be permitted to return to~duty in Pakistan the authority shall inform
him to that effect before he leaves Pakistan. .

(26) If, when a Government servant is about to depart from Pakistan on leave, it is
to consider the propriety of removing him for incapacity, whether mental or physical,

which is of such a nature that it is impossible to decide, before he leaves Pakistan, whether
it willbe permanent or temporary; or if for any reason it is considered inexpedient that a
Government servant on leave should return to Pakistan, a full report of the circumstances
shall be made by Government to the High Commissioner in time to enable him to take
any oDeccssary measures before the Government servant would in the osdinary course be
permitted to return to duty. The report should, in any case, reach the High Commissioner

at latest three months before the end of the Government servant’s leave.

(27) The abolition of the substantive post of a Government servant absent on leave out
of Asia should be immediately communicated to the High Commissioner.

(28) When leave on medical certificate has been granted to a Government servant, if
such Government servant proposes to spend his leave in Europe, North ~Africa, America or
the West Indies, Government shall without delay forward a copy of the medical statement

of the case to the High Commissioner for Pakistan.

(29) When a Government servant who has been granted leave for reasons of health
proceeds to any of the localities named in rule (28) the auth ority which ted the leave
Mminfg“rz th&_}ﬂlﬂx’ Commissioner for Pakistan whether a certificate of fitness is required

(30) Every Government servaot procecding on leave out of Asia should procure from
the Audit Officer and take with him a copy of the memorandum of information issued for

the guidance of Government servants ini on leave out of Asia. If the leave has
been granted on a medical certificate, he must take a copy of the medical statement of his

case also.

37) A Government servant taking leave out of Pakistan must, if so required by the
Audit Officer, report his embarkation, through that officer, to the authority which granted
his leave, in such form as the Auditor-General may prescribe.

(32) A gazetted Government servant, on return from leave, must report his return to

Government.
(3°) On return from leave exceeding two months, a gazetted Government servant must

obtain orders as to his posting. On return from leave not exceeding two months, a gazetted
Government servant may resume the post which he held before going on leave unless he

receives orders to the contrary.
h Department, and the Director

NOTE—The Director of Public Instruction, the Chief. Engineer Public Healt
of Public Health may, when they can sanction leave, permit Government secvants to return from leave
exceeding two months to resums the post which they held before going op leave.

(36) Unless specially otherwise ordered, leave must begin within 35 days of the date on,
which it is mtod;‘

35) 10misted].

o 1V.—Records of Service.

(36) A record of the services of a gazetted Government servant will be kept by the
Accountant-General, and in such form as the AuditorGeneral may prescribe.

(37) A_service book in such form as the Auditor-General may presoribe must be main-
tained ia duplicate for every noa-gazstted Governmznt servant holding a substantive post on
a permanent establishment with the following exceptions:—
(@) Sub-Registrars whose service registers are maintained by the Inspector-General of
Registration.

{b) Police servants of rank not higher than Assistant Sub-Inspectors.
(c) Mcmbers of the Lower Subordimnate Service.
Governmentservant  holding

NOTB—A service baek licate shal aleo be maintained(or Noo-Gazetted
{emporary of e e yost. wisee o shall ale ererabis and who is likely to be madé penmascat.

i



