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Srrhjccl: (iuirltlittes lo lu!tiulrlil rrclrrlrlrir. \l!ur(ltnl\ in (iolt. ( rrllcgcs of l,rrnirrb.

Litttllt tlli'r l(r tlrr' suhi('rl rir(l ill\r\ ('

lltc lirllrrrrirtlr rtllitlclill(\;tti i.tttt,l l('r \lrirl r'"lrrl!liitrrec lirrlllrrillt:
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l\cl.ir\l e:ln hc srlrt,rhrletl r.itlr l,ri,,r. irplrrolill liotll lllc l)ircctoratc. llighcr

I 
rrltrelrlion Ittttiitlr.

2, lrct'r I'r'ittcipnl sltitll cttstrre lo llritll lhc illlcll(l:lllcc rll crnployccs.( lcaching,and

tll,'u,iflcltitU,) lhtough lrirrrnctrir ullcrrtllrrcc s1'stctn ltntl ths print()ut !l daily

illlcrl(littl('c ul'crrrploicc. rtill hc stgrretl itlrtl tlririrtl:rincd hy lhc l'rincipal lirr futurc

lcli'r'cttcc. ll \\ill hc thc t'cspotrsihiiitr rrl lllc cuttcct'ttctl l'rincipal''l he dircctorate

tiul xsli $ttcslctl et)11)rcr)pic; ol hio-ltir:tlic irttclldilllcc ol any rvorking day/tlays'

3, l,tcr1 collcgc tctlchct.(ltcgrrl r. It r'l-lintc ot (ittcst lraculty or Contractual) having

tirll lorkloltl) slurll lulirrtirin stily li)r a( lcast llvc irnd halt- hours daily in the

e(rllcBclccordillgtohisrtllollcdtinrctohlc\rhichshouldbcallottedinaccttrdance
\\ith th!' tlGC lnd l)ttnittb Govt. guidelillos spallning not less than fivc and half

It.,trrs. l'clcltcrs. rrtros,"i tinrctlblc itarts lroln sccond pcriod or latcr' shall not be

illloN cd to lclvc collcgc canlptls bclirrc thc cornplction of {ive and half hours sta1"

i,i itl.'.utt.g. cvcrt il'hc/sh; nrects his allottcd classes beforc this period' El'ery

iiri,i.'iprr slirrll appoint , notl,t utLittt to cnsure timetable and sta) hours of a

tc' cher strictl.r- according to governnlcnt instrttctions'

4, I)uring thc stay hours, no'employcc sltoll. be pennitted to leave the college

prcntises unlcss is penrlittcd by'the t"incipal and an entrY Io this effect must be

madc in rhe Movenrent rt.gir"', ,t,.'i,]t.j^.i and .ounr.rriined b1- the Principal for

this PurPose.
5. A Teacher can be asked to stay in collegc beyond five and half hours it Principal
-' 

,o i"fuir.t in special circumstanccs accortling to the rvork requirement'

6. f".r1: crnploy;e (Regular and Parl-tirne rcgistered on IHRMS must appll leave

on illRMS' Casual Leave apptications recJived on iHRtvlS betbre 9 AM on the

dav of leave shall only ut"Jo"til.*O by the Principal' Every emplol'ee shall

il;-.JJU'", [.*'*i,t,'ir,. prin, pcnnission o[ lhe. competent a*thorit]. Principal

shall sanction thc lcavc oi un trt'ptoytt as per the Puniab Civil Sen'ice Lelve

I{ules and shall cnstrrc tt,l *tlti'i'-i'itpcr record of thc same ln csceptional

circumslanccs, rht p'intipur"'i'oii 
'nnttion 

the leavc givin-g 
' 
reason in rvitin5

I-cavc applicationt ''oy 
Ut otttficcl through oflicial crrltil ol thc ollicc iu casc ln

crnploycc could not ablc ;;;;Iil;; iiiri[4S but,not thrnrtsh anv othcr tt)nr\ Thc

r:molo'ccs not rcgrsrcrctl .ii-'iif ff f"f s rtral appll' ..lca*c 
iir rt Liting tlulr sic.cd

;,I*'il;J;t'py"ft" u* scirnrrcd (l()ctr*rcttt ott cntail' 
.

7, 1ta11od-rvise. 
'l'.oattt'-'ul*t n"tt 

-"n"tl-tti" 
'linrc. 'l'atrlc tlull signt'tl b1' tllr"

I'iincipal s,ull bc se,l t(;lh;"i;i;cr.rirre he lirru' thc cotttttrcnccutctrt trt'clitsscs

Anv clritngc irr tlrc 
.lrure i,,rr,.',i",",, ii., .111111 11u i.trr*(liutr:lr irttinrittctl to tltc

l)ircctoralc. A c.p1' rtl 
'l'..' 

il;;';'l';i;; 't"'tt 
t',c pustctt orr c'r"t' ttoticr" boirrd attd

,, Xlllilttll:-srudc,rs srrall 
'r: 

,'ukctr tr*ilr u*d r,,o co**rn slurtl bc lefl blank

without rnarking cithur ''i: ;;; :l;: P;t"tipi'r -*rttrr cotrntcrsigtr the Attendance

R-gJt,;;ilt'iar intcrv,ls at [:itst orrcr: it nt.ttth'

9. List ol'oollcgc te chcrs t'n' ft"ut' 
'itt'ff 

bc tlisptrryr:tl on noticc hoartl claily by 9:30

-' 
AftA fot inlorrnatiolr lo lltc sttttle nls'

10. lJabitual 
'ntt 

tun'""''Uttit t'' inri'ntttd to thc l)irectorate tligher llduculton

-- 
ro, opffiote actioll ageinst stlch cmplo)'ecs'
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Lca*e appricar i.rrs rn.y lrc acc!'prcd rrrrough .,rTiciirr cnrair (.]r' thc officc in casc ancmproyce co'r(r 
'ot .'rr: rr ap,r.v ,"r rr rri riis't,,,i,ilit ,rrr.rugt, any orher f<rrm. -fhe

;ilT.l!';'iTJ'::,,I-)l::::*1 "'' 
'rr'rr*"rs-''.,,v',,n,i'r'i'"'. 

in rvriting r.rury signcrr
z. rt.,L".r_,"i..'.'I:1.:i"iil,:lll...::fili.ili:ll'-:ir["ii,,Jl ,,n," u,,, o*."u nr-,n"I'rincipll slrnll bc Ncnt t(!..lltc.l)irc"rrr.,,r. ir-"f il."'itrc c()ntmsnccmcnt ol. classes.Arrl' crrorrgc irr rhc'r'i.rrrc r-rrrrrc rrrsruir^ct -;,J;lr" irrrncdiatery intimatcd ro the

.?.j,t::":l*"l"cor)v 
(!l tnc I irrrc r'"i'r" -ii,ri'rr" o,L,"o on ;;;rJ ;;ii;;ilr; ;;

8' Att!'.dflncc or'stu(rsl)rs sh'I br: ,rrrrkcd dairy and no column shal be rcfl brankr'ithour rnarkirru cirrrcr 'A' .r .p'. r;ri*ipi,r th-a countcrsign the Arrcndancc
^ 

Rcglistcr. lt rcgrriir irrlcr.r,als irt lcrrst un"" n nion,fr.'-:'' Lrsr o''collcgc rcircrrcrs..rr rcavc srral bc trisplaycd on noricc board daily by 9:30Alvl lilr inltrnrration to Lhc studcnts.
1o'. Habitual rate corners shal be inforrned to the Directorate Frigher Education
_ - lbr appropriate action against such ernployees.
11. Functions/rnvited lectures/Extia.curriculum activities shall be organizedafler.the teaching hours and no teaching work shourd be afrected .ru. io .u"t

activities.
72, Principals shall ensure to check the rvebsite and email of the directorate at

least two tilnes daily.

(Karnal Kishore Yadav)
Administrative Secretary

Higher Education.

Covermnent ol Punjab

)ll ,tl-lz">>Endsr No 92, Dated:

Copl,ollhc above is fonvarded fbr lirrthcr rtcccssary action

1. P.S to Adnrinistratit,c Secralcr.r,, GoYernnrent of Punjab. Higher Education

Dcparttncnt
2. Principals of All Governnlent Colleges of Punjab

3. I{egistrar I'uniabi Universitl' Patiala

4, RegistrarGtrrtt Nanak Dev Unircrsitl Amritsar

5. Registrirr I'aniab Urlivcrsitt (iharlcligallt

CC tor (Higher Education)Deptttl"

C^^h^^.l r.,i+1" /a^'nc^^^^^.


