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OFFICE MEMORANDUM

In continuation to this Office’s OM No. 1(37)/2010-DOEACC Soc. /2044
dated 02/11/2017 and OM of even number dated 05/06/2018, it is observed
that the regular employees in NIELIT Headquarters continue to proceed on leave
in the eleventh hour, for reasons other than medical. To make matters worse,
the employees do not apply for suitable kind of leave promptly upon joining back
on duty. Such instances are not only inappropriate of an employee, but also
cause avoidable delay in related official jobs. A solemn view has been taken in
the matter, and all concerned are, therefore, once again requested to adhere to
the following instructions/ guidelines, without fail: -

2. Notice period prescribed for applying for various kinds of leaves should be
adhered to and employee should proceed on leave only after obtaining Leave
Sanction Order.

3. Employee constrained to absent from duty or overstay on leave, ie.
without obtaining prior Leave Sanction Order, owing to unexpected personal
exigency or other under emergent circumstances, must do so under intimation
to one’s Reporting Officer/ Controlling Officer over suitable accessible media
including phone call/ SMS/ WhatsApp/ e-mail etc. and obtain provisional
permission thercof, failing which the case is liable to be treated as absence from
duty without authorization/ overstayal on leave as per applicable CCS Rules, if
reported, and result into initiation of disciplinary action against the employee, as
per Rule. Employee must apply for suitable kind of leave promptly upon joining
back on duty.

4.  Requests for manually updating AEBAS records must be submitted to

one’s Reporting/ Controlling Officer by the immediate next working day, failing
which such requests must carry proper justification/ clarification for late
submission. Late submissions for manually updating AEBAS, without due
justificiation/ clarification from the employee, will henceforth be summarily
rejected and returned back to the employee’s Reporting/ Controlling Officer.

s Employees found absenting from duty or overstayal on leave or late
submission of leave application(s)/request(s) for manually updating one’s AEBAS
records, without proper justification, will be dealt strictly as per applicable CCS

Rules. g‘

(Janak Raj)
Registrar

To All the regular ecmployees in NIELIT Headquarters.
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Copy to: - :

(1) All Head of Wings, NIELIT Headquarters — with a request to ensure that
none in their staff absents from duty (or deserts one’s seat) without their
permission secured in advance over suitable media. Any incidence of
absence from duty without information/ authorisation be immediately
reported to the Registrar, NIELIT/ Establishment Section, P&A Wing, so as
to curb such incidences in NIELIT Headquarters.

\9/ Webmaster, NIELIT Headquarters - for uploading on NIELIT website

Copy for kind information to: - The Director General, NIELIT
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