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GOVERNMENT OF THE PEOPLE'S REPUBLIC OF BANGLADESH
MINISTRY OF FINANCE

Finance Division

NOTIFICATION

Dhaka, the 19th May, 1986

No. 5.R.0. 158-L/86.—In exercise of the powers conferred by Article 37 of
the Bangladesh House Building Finance Corporation Order, 1973 (P.O. No. 7
of 1973), and in supersession of rules or regulations made or circulars issued
in this behalf, the Board, with the previous sanction of the Government, is pleased
to make the following regulations, namely :—

BANGLADESH HOUSE BUILDING FINANCE CORPORATION
SERVICE REGULATIONS, 1985
CHAFPTER 1

PRELIMINARY

1. Short title and application.—(1) These regulations may be called the
Bangladesh House Building Finance Corporation Employees Service Regulations,
1985.

(2) These regulations shall apply to all full-time employees of the Bangladesh
House Building Finance Corporation other than persons on deputation from the
Government, local authority and those engaged on contract, or on part-time basis,
except to the extent these are expressly made applicable to any of them by the
terms of their employment.
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2. Definitions,—In these regulations, unless there is anything repugnant in
the subject or context,—

(a)

(b)

(c)
(d)
(¢)
(f)

(g)
(h)

(k)

(1)

{m) “service” includes the Rurind during wh.i{:h-:m empl

“Average pay”, for the purpose of calculation of leave salary, means
the last pay drawn or the average of last twelve complete months’ pay
immediately preceding the month in which the event occurs, whichever
is favourable to the employees;

“basic pay" means the pay on the scale or fixed rate of pay which has
been sanctioned for a post held by an employee substantively or in an
officiating capacity but does not include any other remuncration which
may be classed as pay or is granted in view of personal consideration ;

“competent authority”, in relation to exercise of any power under these
regulations, means the Board and includes an authority specified in
these regulations or by the Board for the purposes of these regulations;

“duty” includes service as & probationer and also the period during
which an employee is on joining time;

“employee” means an employee of the Corporation, whether temporary
or permanent, and includes an officer; .

“family” includes wife or husband, children, step-children and parents
residing with, and wholly dependent upon, an employee;

“joining time”" means the time allowed to an employee to join a post
on transfer;

“pfficer” means an officer of the Corporation, whether lemporary or

permanent, classified as such in Schedule 1includes an officer on
probation; :
“officiating”, in relation to an employse, means officiating in a post

when he performs the duties of a post on which another employee holds
a lien and includes an employee t(lippoinitd to officiate in a vacant post
on which no other employce hol

s a lico;

“pay” means the amount drawn monthly by an employee as the pay
which has been sanctioned for the post held by him substantively or in
an officiating capacity or as a probationer an includes personal pay and

any other remuneration classed as pay with the approval of the
Government;

“personal pay" means an addition in the nature of pay, granted to an
employee to save him from loss of substantive pay in respect of a
permanent” post due to revision of pay or to any reduction of such
substantive pay otherwise than as disciplinary measure or, in exceptional
circumstances, on other personal considerations:

“probationer” means an employee employed on probation against a
substantive vacancy in any post;

1 oyee is on duty or
on leave duly nuthorised by a competent authority but does not inc{udc

any period during which an employee is absent from duty without
permission or overstays his leave unless such period of absence or

overstayal is regularised by an order in writing by the com L
R g by peten
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(n) “subsistance allowance” means a monthly grant made to an employee
during the period he is under suspension;

(o) “substantive pay” means the pay to which an employee is entitled on
account of the post to which he is appointed substantively but does
not include personal pay and any other emoluments classed as pay;

(p) “suspension” means temporary cessation of duties.

CHAPTER II
APPOINTMENT AND PROMOTION

3. Classification.—(1) The employees shall be classified and designated as
shown in Schedule L

{2) Mo post shall be created with designation or scale of pay other than
those mentioned in the Modified New Scales of Pay of 1985 without the approval
of the Goyernment.

(3) An employee of the Corporation, other than an officer, appointed to a
particular category of posts as shown in Schedule I, shall continue in the same
catepory :

Provided that if he fulfils such conditions as may be laid down in this behalf,
he may be appointed to another category of posts by the competent authority,

4, MNationality,.—(1) No person shall be appointed to any post in the service
of the Corporation unless he is a citizen of Bangladesh :

Provided that the Board may, in special cases, waive the condition subject
to fulfilment of other conditions regarding employment of foreign nationals in
Bangladesh. :

Note—FEvery employee shall, on his appointment, declare his domicile in
writing in the form spegified in Schedule IT.

(2) No employee shall marry, nor shall enter into a promise of marriage
with, a foreign national except with the permission granted under sub-
regulation (3).

(3) The President of Bangladesh may, on an application made to him in
this behall, grant permission to marry, or enter into a promise of marriage
with, a foreisn national.

(4) An employee who contravenes the provisions of sub-regulation (2)
shall, notwithstanding anything contained in any other law or in the terms
and conditions of his service, be liable to be removed from service,

(5) Age—{1) Subject to the provisions of sub-regulation (2), a candidate
for any post in the scale of Taka 1650—3020 and below shall not he less
than 21 years and more than 27 wyears of age, in case of an officer, and not
less than 18 years and more than 27 years of age, in case of other employees on
the 1st of July of the financial year during which the recruitment test (written
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or viva voce test, whichever is held f:'arlicr) is held for direct recruitment of an
officer or any employee of the Corporation :

Provided that the Board may, in special cases, relax the upper age limit
for reasons to be recorded in writing :

Provided further that no employee shall be accorded permission for appearing

on more than three times at any test for direct recruitment to any of the post
in the Corporation.

(2) A candidate shull not be less than eighteen years and more than
forty years of age at the time of appointment by direct recruitment to any
post in the New Scale of Taka 500—20—860, Taka 550—25—725—EB—
30—965 and Taka 600—30—900—EB—35—1100.

6. Physical fitness—No person shall be appointed in the service of the
Corporation unless he is declared physically fit by the Medical Officer of the

Corporation or any other Medical authority specified by the Corporation in this
behalf.

7. Method of appointment.—Appointment to the posts of officers and
other employees shall be made by direct recruitment or by promotion from
such posts and in such proportion as is given in Schedule TII. The minimum
qualifications required for direct recruitment and eligibility for promotion are
also given in Schedule 1T : : :

Provided that, where suitable candidates are not available in adequate
number, posts which are to be filled by promotion may be filled by direct recruit-
ment, and in case of such direct recruitment in all posts in the scale of
Taka 3700—125—4825 and above, a candidate shall not be less than 27 years
and more than 45 vears of age if such candidate has not worked in any bank
or financial institutions for at least 5 years.

Explanation.—In this regulation, “bank” means a bank to which the Banking
Companies Ordinance, 1962 (LVII of 1962) applies, and “financial institutions”
means Bangladesh Shilpa Bank, the Bangladesh Shilpa Rin Sangstha, Investment

Corporation of Bangladesh and the Bangladesh House Building Finance
Corporation.

8. Commencement of service.—The service under the Corporation shall
commence from the workinge dav on which an employee reports for duty at
the place and time intimated to him by the competent authority if he reports
before noon and from the next working day if he reports in the afternoon.

0, Agreements, etc.—(1) An employee entering the service of the Corpora-

tion shall, at the time of his appointment, sign an agreement in the form
specified in Schedule IV,

(2) The Cashiers, Store-keepers and such other employees as may be
specified by the Board from time to time shall, at the time of their appointment,
furnish security to the Corporation on the scales as may be laid down by the
Board from- time to time and such security may be furnished in cash or in
the form of fidelity insurance according to the proportion decided by the Board
and the premium for the fidelity insurance shall be borne by the employee.



THE BANGLADESH GAZETTE, EXTRA., MAY 19, 1986 = 7097

(3) The security furnished by an employee under sub-regulation (2) may
be released only after the expiry of six months from the date on wrich he
resigns or retires or on which his services are otherwise terminated, subject to
the condition that this provision may be relaxed or waived, in special cases,
by the Managing Director. =

(4) The Corporation may take fidelity insurance of floating cover for an
amount as may be determined by the Board in respect of an employee who is
required by sub-regulation (2) to furnish security to the Corporation.

10. Assignment of duty.—(1} An employee may be assigned such duties
as may be determined in cach case or class of cases from time to time.

(2) An employee may be required to serve at any time and in any place
in Bangladesh.

11. Confirmation.—{ 1} Unless otherwise specified in the terms of appoint-
ment, i the case of diveet vecruitmoat ta any past, the period of probation
shall be two years in case of an officer and one year in case of other employees :

Provided that the Board, in case of an emplovee in the new scale of
Taka 2800—125—4050 or above. and the Managing Director, in case of an
emplovee in the scale of Taka 1650—3020 or below, for reasons to be recorded
in writing, extend the period of probation by such further period and on such
terms and conditions as it or he may decide.

(2) (a) Confirmation of a direct recruit to any post shall be made by
the Board in case of an employae in the new scale of Taka 2800—125—4050
or ahove: and bv the Managine Director in case of an employee in the new
scale of Taka 1650—3020 or below.

{b) The confirmation of a direct recruit shall be based on the result of
such departmental examinations as the Board may decide, Annual Confidential
Reports and other service records.

(c) A direct recruit shall be confirmed in his post from the date of
appointment if he has successfullycompleted the period of probation within
two years or one year, as. the case~may be, and from such other date as the
Board or the Managine Director, as the case may deem proper, if the period of
probation is extended beyond two years and one year, as the case may be.

(d) The confirmation of a direct recruit shall take effect from the date as
specified in the order of confirmation.

12. Promofion.—(1) Promotion cannot be claimed as a matter of rights
and all promotions shall be made en merit and no employee shall have a
claim to be promoted to any particular post by virtue of his seniority alone.

(2) Subiect to the provisions of Schedule TIT, an emplovée shall not be
eligible for promotion before he has completed a minimum of 3 years of con-
firmed service in his present post, and has completed a course of training, if
any, specified by the Board.

(3) Promotion to all posts shall he made by the Board in the new scale of
Takn 1650—3020 and above, and by the Managing Director in the new scale
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of Taka 1350—2750 or below, on the recommendation of such Selection
Committee as the Board or the Managing Director may decide from time to
time, : :

(4) All promotions shall be based on  Annual Confidential Reports and
other service records and the results of the interview, if any, by the Board or
the Managing Director, as the case may be,

(3) On promotion, an employee may be appointed on officiating basis for
for a period of one year from the date of promotion afler expiry of which he
may be confirmed in the post by the Board or the Manaping Director, as the
case may be:

Provided that the officiating period may be extended by the Board or the
Mandaging Director, a5 the case may be, by another one vear to watch the per-
formance of the employee further for eligibility for confirmation, and if an
empployee is not found fit for confirmation even after the expiry of two years
of officiating period he shall be reverted to his original post :

- Provided further that the promotion may be made on confirmed basis or
the officiating period may be reduced or waived in deserving cases by the
competent authority,

CHAFTER III
TERMINATION OF SERVICE

13. Termination of service.—(1) The service of an employee on proba-
tion shall be liable to termination without assigning any reason after giving him
one month’s notice in writing or oo payment of one month’s substantive pay
in lien of such notice and such employvee on probation shall not be entitled to
any form of compensation for termination of service,

(2) The competent authority may terminate the service of a confirmed
employee or call upon him to resign without assigning any reason, by giving
him three months’ nolice in writing or on payment of three months' substantive
pay in lien of such notice and the employee shall not be entitled to any form
of compensation for termination of service.

(3) The Corporation shall have the right to remove, dismiss or retire
from service any of ifs employees as a disciplinary measure or on medical
ground and, in such cases, the provision of sub-regulations (1) and (2) shall
not apply. _

(4) For purposes of sub-regulations (1) and (2), the competent authority
in relation to an officer shall be the Board and in relation to other employecs,
the Manaping Director,

14. Resignation.—(1) An officer shall not resign from the service of the
Corporation without giving three months’ previous notice to the Managing Direc-
tor in writing of his intention to do so, failing _whfch he shall be liable to
pay to the Corporation a sum equal to his substantive pay for three months:.

Provided that in case of an officer ‘'on probation, one month’s notice or one
month's substative pay in lien thereof shall be sufficient for the purpose of this

regulation.
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(2) An employee (other than an officer) shall not resign from the service
ot the Corporation without giving one month’s previous notice in writing of
his intention to do so, failing which he shall be liable to pay to the Corporation
a sum cqual to his substanuye pay for oneé month:

_ Provided that in the case of an employee (other than an officer) on proba-
tion, fitteen days’ notice or fifteen days’ substantive pay in licu thereof shall be
suiiicient for the purpose of this regulation:

Provided further that the payment of substantive pay in lieu of notice may
be waived in both the cases of officer and other employees by the competent
authority under special circumstances or for special considerations to be recor-
ded in writing.

_ (3) (a) Before resigning from & post, an employee shall make over all

papers and documents including books of accounts which may have been in
his possession or custody and shall return all books and other properties, if any,
borrowed from the Corporation, not later than the date from which his resig-
nation is accepted or he discontinues his service, hand over vacant possession
of the residential accommodation, if any, provided to him by the Corporalion
and also make over charge of office to an appropriate officer of the Corporation.

(b) If an empployee intending to resign cannot comply with the proyisions
of sub-regulation 3(a) to the satisfaction of the Corporation, the Corporalion
may withhold acceptance of the resignation of the employee and may take such
other action as the Corporation may think fit.

(4) Notwithstanding anything contained in sub-regulations (1) and (2},
no employee against whom a disciplinary action has been started shall resign
from the service of the Corporation:

Provided that the Board may allow such an employee to resign on such
terms and conditions as it may deem fit. ;

(5) Without prejudice to any other provisions of these regulations the
Corporation may recover, as far as possible, the amount payable by an
employee under this regulation from any amount admitted by the Corporation
a5 due to him from the Corporation on the date of resignation.

15. Refirement.—In the matter of retirement and re-employment after
retirement, the empoyees shall be governed by the provisions of the Public
Servants (Retirement) Act, 1974 (XII of 1974), and Chapter XII of these
regulations.

i6. Provident fund, ete.—(1) The benefits of the General Provident Fund
Scheme, Pension and Death-cum-Retirement Benefit Scheme and such other
schemes as are admissible-to the Government servants from time to time shall
be admissible to the employees who become permanent after the commencement
of these regulations. All such permanent employees shall compulsorily become
members of the General Provident Fund.

(2) The employees ir the service of the Corporation as on the 12th
September, 1981, may, within six months from the date of commencement of
these regulations, opt either to continue to be governed by the existing . provi-
sions of the Corporation’s Provident Fund or to be governed by the rules and
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regulations relating to the General Provident Fund, Pension and Death-cum-
Retirement benefit as-mentioned in sub-regulation (1), and such option, once
exercised, shall be final and irrevocable,

Neie.—An employee who opts for General Provident Fund and Pension and Desth-cu -
Retirement Benefit Scheme under sub-regulation (1) shall cease tobe a member of the
Corporation’s existing Proyident Fund Regulations and shall forfeit any other retirement
bencit that might be applicable to him under the Corporalion’s existing reguiations. The
amount standing in the Corporation’s Providsnt Fund (o the credit of an employes repre-
senling the employer’s contribution together with the interest thereon, sh:l.ll‘be J'urn;il.ci to
the Corportion and the amount representing his own contribubtion together with the interest
thereon shall be deemed to  hiave Deen subscribed to the General Piovident Fund to be
opened and he shall, for ali purposes, he governsd by tha rules of the later Fund,

CHAPTER IV
RECORDS OF SERVICE

17. Record of service.—(1) The record of service -shall be maintained
separately for each cmployee and the Service Book shall be in the form specified
in Schedule VI, %

(2) An employee may inspect his Service Book once in a year in the presence
of the authorised officer and, after such inspection, he shall put his signature with
date indicating that the entries are correct and complete.

(3) If an employee, in course of his inspection, discovers any inaccuracy ot
omission in the Service Book, he may point it oot in writing to the authorised
officer swithin fifteen days of the inspection.

18. Annpal Confidentinl Report—(1) A system of annval reporting on the
work and conduoct of the emplovees shall be Iaid down by the Board and such
report shall be called the Annual Confidential Report and the Corporation may
also call for special confidential report on any employee as and when considered
necessary, i

{2) An employee shall not have access to his confidential reports but he
ghall be informed of adverse remarks relating to remediable defect, if any, in
order to give him an opportunity to explain his position or to correct himself.

CHAPTER V
SENIORITY

19, - Seniority.—(1)In the case of direct recruitment fo a post, an employee
shall take his seniority from the date of joining such post.

(2) The inter se seniority between the direct recruits of the same batch will
be determined on the basis of the results of the competitive examinations through
which such recruitment was made irrespective of the joining date of the direct
recriit ; :

Provided that a direct recruit shall Ioss his seniorily counted on the result of
the competitive examination, if he joins three mcnths after the issue of the
appointment letter and his seniority will be counted from the date of joining,
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(3) On promotion to a higher post, an employee shall take his seniority in
the post from the date of the issue of the order of promotion by the Corporation,
4f he has been confirmed within due date and from such other date as the
Managing Director or any other authority empowered by him may determine if
he has been confirmed after due date.

(4) As between ampluyegﬁ on promotion confirmed on the same date, the
inter se seniority will be fixed according to their infer se seniority in the lower
post from w]ligh they haye been promoted.

(5) As between a promotee and a direct recruit, if they count seniority from
the same date, the promotee shall take seniority over the direct recruit.

10A. Seniority of freedom fighters—This- regulation shall have effect
notwithstanding anything contained in any other regulations, order or instructions
relating to sepiority or other conditions of service of the employees of Bangladesh
House Building Finance Corporation for the time being in force.

(2) In this regulation, “freedom fighter” means any of the following persons
who, being an employee on the 25th March, 1971 of the erstwhile House Building
Finance Corporation, participated in the war of liberation, namely :—

(a) those who officially reported to the Government of Bangladesh at
Mujibnagar and were accepted by the Government of Bangladesh;

(b) those who abstained from their duty in, and did not receive salary from,
the erstwhile House Building Finance Corporation with a view to
participating in the liberation strugple, whether staying inside or outside
Bangladesh for a continuous period of not less than three months
immediately preceding the 3rd December, 1971, and did not serve
under any Government or any organisation not under the control of
the Government of Bangladesh but could not formally report to the
Government of Banglddesh at Mujibnagar;

(¢} those who worked for the liberation struggle and carried out instructions
of the Government of Bangladesh at Mujibnagar during the period from
the 17th April to the 16th December, 1971, but had mnot openly
declared their allegiance to the Government of Bangladesh from abroad
for tactical reasons and under clear and recorded instructions from the
Government of Bangladesh at Mujibnagar; and

(d) those who suffered imprisonment or detention in the hands of occupation
army and on release were not reinstated or were dismissed or removed
from service or did not join service before the 16th December, 1971,

(3) A freedom fighter shall be given two years’ antedated seniority in the
post held by him on the 25th March, 1971, with all attendant benefits in terms
of promotion and fixation of pay.

Example—A freedom fighter belonging to 1960 batch shall be deemed to
have been appointed in 1958 and shall be placed at the bottom of 1958 recruits

and if there be two or more freedom fighters of the same batch, they shall retain
their relative seniority in their own batch,

(4) Upen the grant of two years’ antedated seniority, the pay of the freedom
fighter shall be refixed having regard to such seniority but no arrears of pay
shall be admissible to him on account of such refixation.
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(5) Where any freedom fighter has been given, only on account of his
having participated in the war of liberation, any promotion for which he would
not have, on account. of his relative seniority, been considered, the benefit of
two years' ante-dated seniority under this regulation shall not be available to him
in his promoted position.

CHAPTER. VI

PAY AND ALLOWANCES

20. Regulation of pay, ete.—(1) The pay and allowances of the employees
shall be governed by the Modified Mew Scales of Pay of 19835,

(2) Subject to the provisions of sub-regulation (1), the initial pay of an
employee appointed by direct recruitment to a post shall be the minimum of the
scale’of pay laid down for the post.

(3) Notwithstunding anything contained in sub-regulation (2) where a
person with the required minimum qualification is not available for direct recruit-
ment and the available person requests in writing before joining, hicher pay
than the minimum of the applicable scale, the Board in case of Class I posts,
and the Managing Director in case of other posts, may after considering the
qualifications and experience and for reasons to be recorded in writing, grant
higher initial pay in the time scale of the post. This will not give any claim in
the. matter of seniority.

(4) The initial pay of an employee promoted from a lower post to higher
post'shall be fixed at the minimum of the scale of the higher post and the pay
so fixed shall be his substantive or officiating pay according to his appointment
whether it is substantive or officiating:

Provided. that if his Substantive pay in the lower post is equal to or hicher
than the minimum in the scale of higher post to which he is promoted, his pay

in the-higher post shall be fixed at a stage next above his substantive pay in the
lower post, '

(3) An employee appointed on promotion shall begin to  draw pay in
aceordance with the provisions of sub-regulation (4) from the date he joins the
higher post:

Provided that when two or more employees are promoted at the same time
and one or more of them are required by the competent authority, in the interest
of ‘the Corporation, to join the higher post at a later date than others, any such
employee joining the new post on the date fixed by the competent authority shall
be allowed the pay of the higher post from an earlier date but not earlier than

the date of promotion to ensure that he is not financially at a disadvantage as
compared to others,

. (6) An employee on probation shall not be entitled to the second increment
till he successfully completes his period of probation and is confirmed.

(7) When an increment in pay falls due to an emplayee, his records shall
be submitted to the competent authority and, where the service records are
satisfactory, the competent authority shall sanction the increment: and, where
the service records are mot satisfactory, the competent -aunthority may put the
employee on special report for a period not exceeding six months.
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(8) The conditions under which service counts for ingrements in a time
scale are specificd as under:—

(a) all duty in a post on a time scale and periods of leave other than
extraordinary leave count for increment in that scale : Provided that
the competent authority may, in any case in which it is satised that
the leave was taken on account of illgess or for any other cause beyond
the employee's control, direct that the extraordinary leave shall be
counted for increment.

(b) service in another post, whether in a substantive or officiating capa-
city, counts for increments in the time scale applicable to the post on
which the employee holds a lien; and

(e) if an employee, while offigiating in 2 post or holding a temporary
post is appointed to hold another temporary post which does not
carry less pay than the pay of his original post or time scale of pay,
his service in the other post shall, if he is re-appointed to his original
post, count for increments in the time scale applicable to the original
post. The period of officinting service in the other post to which the
employee is appointed in an officiating or temporary capacity which
counts for increment in the orginal post, is. however, restricted to
the period during which the employee would have officiated in the
original post but for his appointment to the other post. This provi-
sion shall apply also to an employee who was not actually officiating
in the original post at the time of his appointment to the other post
but who would have so officiasted had he not been appointed to the

other post.

21. Advance increment.—(1) One advance incrcrncﬂ? may be gm_nm:l to
the cmployees by the Board in recognition of their meritorious  service, the
particulars of which shall be recorded in writing.

(2) Other incentives as specified in Schedule VII may given to the deser
ving employees in recognition of the meritorious and outstanding services.

CHAPTER VII
TRAVELS ON DUTY

22. Travels, etc.—An employvee travelling on duty or on transfer within
Bangladesh shall be entitled to travelling allowance, mileage allowance and
daily allowance at the same rates and on the same conditions as are laid down
by the Government from time to time for the Government Servants :

Provided that if an employee is charged rent at higher rates for his stay on
duty at Dak Bungalow, Inspection Bungalow and such other Rest Houses run
by local authorities than is charged from Government  servants, his rate of

daily allowance shall be increased by the amount of the difference.

23, JYoining time, etc.—(1) Joining time may be granted to an cmployee
to join a new post in another station on transfer as mentioned: below :—

(a) for preparation, gix days;
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(b) actual time taken for the journey to ecnable him to join the new post

(c)

in another station, inclusive of holidays, if any, intervening between
the day the employee made over charse of office at the old station
and the day he reported for duty at the new station; and

if the transfer is in the same station, the joining time shall be one
day,

(2) An employee on joining time shall be entitled to pay and allowance
including travelling allowance he received at the old station or may receive at
the new station, whichever is less,

CHAPTER VIII
GENERAL CONDUCT AND DISCIPLINE

24, Conduoct and discipline.—(1) Every employee shall—

(a)
(b}

(c)
(d)
fe)

conform to and abide by these regulations ;

observe, comply with and obey all orders and directions which may,
from time to time, be given by any person or persons under whose

jurisdiction, superintendence or control he may, from time to time,
be placed ;

serve the Corporation honestly and deligently ;
use his utmost endeavours to promote the interest of the Corporation ;

show courtesy and attention in all transactions; and

(f) maintain strict secrecy regarding the affairs of the Corporation,

(2)

including the affairs of its constituents, irrespective of whether the
information or documents relating to the Corporation came into his
possession in the course of his duties as an emplovee or otherwise.

No employee shall —

{a) accept any outside employment, honorary or stripendiary, or undertake

(b}
(c)
(d)

part-time work, except those which may be required to be accepted or
undertaken by the Government or the competent authority ;

engage in any commercial business, industry or pursuit either on his
own account or as agent of others;

be connected with the formation or management of joint stock company
otherwise than as an agent of the Corporation ;

act as agent of an insutance company or accept commission, directly or

indirectly, otherwise than as an agent for or on behalf of the Corpora-
tion :

: Provided that the competent authority may permit an employee
in special circumstances to aceept an outside work of occasional nature :

Provided further that, before such permission is given the compe-
tent authority may fix the fee payable by the ountside employer and
may stipulate that the fee sp received by the emplovee shall be paid

‘wholly or in part to the Corporation,
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. (3) No employee shall absent himself from duty, nor leave the station,
without first obtaining the permission of the competent authority,

(4)

An employee who desires to make a representation relating to service

in the Corporation shall address the representation to the competent anthority
through his immediate superior.

(3)

No employee shall make any personal representation to any Director

of the Board or any outside authority nor directly or indirectly approach any
member of Parliament or any other person to intervene on his behalf in any

matter,

(6)
(a)

(b)

(e
(d)

el

(£)

()

(h)
(i)

No employee shall—

accept himself or permit any member of his family to accept any gift
from a constituent of the Corporation, any person likely to have
dealings with the Corporation, a subordinate employee or a candidate
for employment in the Corporation ;

approach, directly or indirectly, a foreign government, international
organisation or any foreign organisation to secore for himself training
facility, invitation to attend seminars or otherwise to visit a foreign
country ;

accept, without the previous permission in writing of the Managing
Director, any gift from a foreign Government ;

lend money in his private capacity to, or borrow money from, or
place himself under any pecuniary oblipation to, a broker, a money
lender, a subordinate employee, a candidate for emplovment in the
Corporation or any firm or person having or likely to have dealings
with the Corporation ; '

have personal dealings with a constitutent in the purchase or sale of
bills of exchange, Government paper or any other securmties ;

buy or sell stocks, shares or securities of any description without
funds to mest the full cost in the case of purchase or script for delivery
in the case of a sale:

except with the permission of the competent authority guarantee, in his
private capacity, the pecuniary obligations of another person or agree
to indemnity in such capacity to another person from loss;

participate in gambling and betting ;
speculate in:investments ;

Explanation—Far the purpose of clanse (i), the habitual purchase and

sale of securities of notoriously fluctuating value shall be deemed to be
speculation in investment;

(i)

(k)

make, or permit any member of his family to make, any investment
likely to embarrass or influence him in the discharge of his official
duties ; ;

make any investment the valve of which is likely to be affected by
some event of which information is not available to the general public;
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Explanation—If any question arises whether a security or an invest-
ment is of the naturg referred to in clauses (i), (j) or (k), the decision,
of the Corporation thereon shall be final, These provisions are not intended
to prohibit benafide investments in stocks and shares by an employed;

(1) construct a building, whether for residential or commercial purposes,
except with the previous sanction of the Corporation obtained upon an
application made in this behalf disclosing the source from which the
cost of such construction shall be met: *

(m) sublet residentinl  accommodation let or provided to him by the
Corporation ; :

(n) except with previous approval in writing of the Managing Director,
permit any member of his family or any relative residing with him
to engage in any trade in the arca over which his dutics as an
employee of the Corporation extend ;

(o) accept, without the prior spproval of the President of Bangladesh,
any title, honour or decoration from a foréign Government.

(7) An employce may undertake honorary work of religion social or chari-
table nature and occasionnl work of a literal or artistics character :

Provided that the public duties of the employee do not suffer by such
honorary work.,

Provided further that the Corporation may, at any time, forbid an employce
to undertake . or require him to abandon any work which, in its opinion, is
undersirable.

18) No employee shall Tive beyond his means or indulge in ostentation on
occasions of marriage or other ceremonies.

(9) An employee shall avoid habitual indebtedness.

Explanation.—If an employee is adjudged or declared insolvent or if the
whole of that portion of his salary which is liable to attachment is frequently
attached for debt, has been continuously so attached for a period of two years,
or is attached for & sum which, in ordinary circumstances, he cannot repay within
a period of two years, he shall be presumed to have contravened sub-regula-
tion (9) unless he proves that the insolvency or indebtedness is the result of
circumstance. which, with the exercise of ordinary deligence, he could not have

foreseen or over which he had no control and has not proceeded from extravagant
or dissipated habits, :

(10) An employee who appears to be or is adjudged or declared insolvent
shall forthwith report his inselvency to the Head of the Office or Department,
as the case may be, in which ke is employed.

25. Declaration 0f pssets.—(1) Every employee shall, at the time of
entering the Corporation's- service, make a declaration to the Corporation through
the usual channel, of all immovable and movable properties, including shares,
certificates, escurities, insurance policies and jewellery having a total value of



THE BANGLADESH GAZETTH, EXTRA., MAY 19, 1986 7107

Taka 10,000 (Taka Ten thousand) or more belonging to or heid by him or a
member of his family and such declaration shall:—

(a) state the district within-which the property is situated;

(b) show separately individval items of jewellery exceeding Taka 10,000
" (Taka Ten thousand) in value, and

(¢) give such further information as the Corporation may, by general or
special order, reguire. . z

(2) Every employee shall submit to the Corporation an annual return of
assets in the month of December of each year showing increase or decrease of
property as shown in the declaration under sub-regulation (1) or, as the case
may be, with the last annual return.

(3) Every employee shall, as and when he is so required by the Corporation
by a general or special order, furnish information s to his assets disclosing Ligoid

assets and all other properties, movable and immovable, including shares,
certificates, insurance policies and jewellery.

(4) Save in the case of transaction conducted in good faith with a regular
dealer or broker, an employee who intends to transact any purchase, sale or
disposal by other means of movable or immovable property exceeding in value of
Taka 15,000 (Taka fifteen thousand) shall declare his intention to the competent
authority, and such declaration shall state fully the circumstances, the price offered
or demanded and, in the case of method of disposal otherwise than by sale, the
method of disposal and thereafter, the employee shall act in accordance with such
orders as may be passed by the competent authority.

26. Prohibition to take part in politics, elections, ete.—No cmployee shall—

(&) as for, accept or take part in the raising of subscriptions or donations
of any kind for any purpose whatsoever except with the specific order

of the Managing Director and subject to the Corporation’s instructions
in the matter;

(b) take part in, or subscribe in aid of, or assist in any way, any political
aclivity in Bangladesh or relating to any political affairs of Bangladesh ;

(c) take part in any election to Parliament or any
Banpladesh or elsewhere, nor canvass, use his infln
interfere with such clection or address clectors in any manner or publicly
announce himself or show himself to*be announced publicly as a
candidate or prospective candidate for any such election

local authority in
BOCE Or in any way

Provided that he may exercise his right of voting at such election

but Shﬂu not gi\il..-" dny indfl:ﬂ.t.[{m \’r'hﬂ.[ﬁﬂﬂ"l.’l:r of the manmner Jl_ﬂ Wh'_rch
. i
hﬂ' has voled or m‘mdﬁ o "u'lﬂ-;

(d) permit any person dependent on him or under his care or control to
take part in or 1N any way assist any activity or movement which is, or
tends directly or indirectly to be, subversive of the Government estab-,
lished by law in Bangladesh nor shall allow to act in a manner in which
he is not permitted to act; S e



7108

THE BANGLADESH GAZETTH, BXTRA., MAY 19, 1986

(e)

(£)

(g)

(h)

(1)

()

propagate such sectarian creeds, or take part in such sectarian controver-
sies, or indulge in such sectarian partiality and favouritism, as are
likely to affect his integrity in the discharge of his duties or to embuarrass
the administration or create feelings of discontent or displeasure
amongst the employees in particular and amongst the people in general;
indulge in parochialism, favouritism, victimisation and wilful abuse of .
office;

except with the previous permission in writing of the Managing Director,
own wholly or in part or conduct or participate in the editing or
management of any newspaper or other periodical publications;

except with the preyious sanction of the competent authority empowered
by the Board in this behalf, or in the bonatide discharge of his duties,
participate in a radio or television broadcast or contribute any article
or write any letter, either anonymously or in his own name or in pame
of any person, to any newspaper or periodical ;

Provided that such sanction may genecrally be granted if such
broadcast, or such contribution or letter is not, or may not be considered
likely to jeopardise the itegrity of the employee, the security of

‘Bangladesh or friendly relations with foreign states, or to offend public

order, decency or moralily, or to amount to contempt of Court,
defamation or incitement to an offence and is not prohibited by any
specific provision of these regulations and where such sanction is
given, the employee shall be personally Luble and the Corporation or
the competent authority shall not be lable for any consequence, legal
or otherwise, that may follow from the broadeast, contribution. or letter:

Provided further that no such sanction shall be required if' such
broadcast or such contribution or letter is of purely literary, artistic
or scientific character or connecied with sports;

make any statement of fact or express opinion which is capable of
embarrassing the relations between the Government and the people or
any section thereof, or the relation between the Government and any
foreign country, in any document published under his own name or
ilEuim}- public ufterance on radio or television broadcast delivered by

Provided that an employee, who itends to publish any document
under his own name or to deliver any public utterance on radio or
television broadcast containing statement in respect of which any
doubt as to the application of the restrictions imposed by this clause
may arise, shall submit to the Corporation a copy or draft of the
document which he intends to publish or of the uiterance or of the
radio or television broadcast which he intends to deliver and may,
with the previous sanction of the Corporation and submit to such
alternations, if any, as the Corporation may direct, publish the
document or deliver the public utterance on radio or television
broadcast 3

unless generally or specially empowered by the Corporation in this
behalf, disclose directly or indirectly to other employee, to the press
or to any other person, the contents of any document or communicate
any information relating to the Corporation which has come into his
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(k)

(1)

27.

possession in the course of his duties, or has been prepared or collected
by him in the course of duties, whether from official sources or
otherwise ;

give evidence before a public committee—

(i) in Bangladesh, unless he has first obtained the permission of the
Managing Director ; and

(ii) outside Bangladesh unless he has first obtained the permission of
the Government through the Managing Director.

Explanation.—This clause shall not apply to evidence given before
a statutory committee with power to compel atiendance and the giving
of answers, nor to evidence. given in judicial enquiries

without the previous sanction of the Corporation have recourse to any
court of law or to the press for the vindication of any act done by
him in the course of his duties as employees ;

Provided that in granting sanction, the Corporation shall: ordinarily
bear” the cost of proceedings or diréct the employee to bear his own
expenses subject to the condition that if he obtains a decision in his
favour, the Corporation may reimburse him to the extent of the whole
or any part of the cost.

Explanation.—Nothing in this clause limits or otherwise affecis
the legal rights of any emplovee to vindicate his private acts or
character.

CHAPTER IX
DISCIPLINARY ACTION
Punishment, ete,—Grounds for penalty.—(1) Without prejudice to the

other provisions contained in these resulations an employee who—

(a)
(b)
(c)
(d)

(e)

()
(g)

commits a breach of the provisions of these regulations; or
displays negligence or indolence in the discharge of his doties ; or
does anything detrimental to the interest of the Corporation; or
contravences instructions issued to him in connection with his official
work ; or ~

commils a breach of discipline, or is guilty of any other act' of
misconduct or insubordination ; or

is conyicted of any offence involving moral torpitude; or

in the opinion of the competent authority—,

(i} is inefficient or has ceased 1o be efficient whether by reason of
infirmity of mind or body; or

(i) having on two or more consecutive occasions, failed to pass in a
departmental examination specified for the purpose of maintaining
or raising peneral efficiency s or

(iii) having without reasonable cause, failed to apper in any such
examination as aforesaid, or otherwise, and is not likely L tecover
his efficiency ; or
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(h} is corrupt or may reasonably’ be considered to be corrupt ; or
(i) assumes style of living beyond his ostensible means ; or
(i) has a persistent reputation of being corrupt; or

(k) is cnga"u;l or 15 reasonably suspected of being engaged, in subversive
activities or is reasonably suspcctcd of being associated with others
engaged in subversive activities and whose retention in service is,
therefore, considered prejudicial to national. security ; or

(l) is in possession of pecuniary resources or property disproportionate
to his known sources of income, shall be liable to one or more of
the following penalties ; namely —

(A) Minor Penalties :
(i) censure;

(ii) withholding, for a specified period, of promotion or of
increment otherwise than for unfitness for promofion or
financial advancement ;

(iii) stoppage for a specified period, at an efficiency bar in the
time scale, otherwise than for un.ﬁ!nesq to cross such bar;
and

(iv) recoyery from pay or ‘any other amount due to the employee
of the whole or part of pecuniary loss caused to the (“nrpurd-
tion by the employee.

{B) Major Penalties :
(i) reduction to @ lower stage in a time scale of pay;

(i) reduoction to a lower post;

(iii) compulsory retirement ;

(iv) removal from SEWiCEI‘.

(v) dismissal from service,

tixplanation.— Without prejudice to the generality of the term, “mis-

conduct” includes, for the purpose of these regulations, the following acts
of omission and commission 1—

(11 insubordination alone or in cnmbirgation with others, to any
lawiul or reasonable order of superior;

(ii) theft, fraud or dishonesty in conncction with the Corporation’s
business or property ;
1ii) damage to or loss of the Corporation’s goods or property ;
{iv) habitual late attendance, habitual leaving early for, or returning
late from lunch break:
(v) absence from duty without permission;
(vi) drunkenness, gambling, riotous, disorderly or indecent behaviour
while on duty;
(vil) sleeping while on duoty;
(viii) collection, or canvassing for collection, of money within the

Corporation IELMES for any purpose not approved by the
competent authority;
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(ix) striking, picketing or agitation in any other form within the
Corporation premises and in places where it is lawfully prohibited;

(x) illegal striking of work, singly or with others in confravention
of any law or rule for the time being in force, or inciting others
to strike; .

(xi) distribution or exhibition within the Corporation premises of any
papers, hand bills, pamphlets or posters without the previous
approval of the competent authority;

(xii) Holding of meetings within the Corporation premises without the
_previous permission of the competent authority;

(xiii) refusal to work in another job or at any other offices or places
of the Corporation as may be directed by the competent authority :

(xiv) habitual indiscipline and lecaving of work without permission,
. disappearance from the seat or place of work without permission;
during the duty hours;
{xv) unauthorised nse of the Corporation’s property:

(xvi) malingering, slow down of work, undue delay in the discharge of
duty, refusal or negligence to carry out a reasonable order of the
SUperior;

(xvii) habitual negligence of duty;

{xyiii) breach of the Corporation’s regulations, standing orders or
instructions;

(xix) improper or non-use of uniforms, if supplied, while on duty;

(xx) threatening or intimidating any employee within or outside ths
Corporation’s premises;

{xxi) 'n'r‘l:itil'lg Anonymous letters, or criticising the superiors and
mishehaving with the superiors.

(2) The power of awarding punishment to the employees shall vest in. the
competent authority as mentioned in Schedule VIIT :

Provided that no authority subordinate to Lhul-bj.' which the employee was
appointed shall be competent to impose on him any major penalty.

{3) An employee against whom disciplinary action is proposed to be taken
under sub-regulation (1) may be placed under suspersion if, in the opinion of
the competent authority suspension is necessary or expedient or the competent
authority may, instead of placing such an employee under suspension by order in
writing, require him to proceed on such leave as may be admissible to him
from such date as may be specified in the order. i

(4) While under suspension, an employee shall not leave the Headquarters
(the place of duty) without prior permission of the authority suspending him nor
accept any employment, nor engage himself in any Business.

(5) During the period of suspension, an employee shall be entitled to
subsistancé grant at the rate of one-half of his substantive pay, and shall not be
entitled to any other facility or benefit except the medical and housing facility in
case he is occupying a hired or other accommodation provided by the Corporation.
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(6) When the suspension of an employee is held to have been unjustifiable
or not wholly justifiable, or when an employee who has been compulsorily retired,
removed, dismissed or suspended is reinstated, the punishing, appellate or
reviewing authority may grant to him for the period of his absence from duty—

(a) if he is honourably acquited, the full pay to which he would have been
entitled if he had not been compulsorily retired, removed, .dismissed or
suspended, and by an order to be separately recorded, any allowance
of which he was in receipt prior to his retirement, removal, dismissal ; or

(b) if otherwise, such proportion of such pay and allowance as the
punishing, appeallate or reviewing authority may determine.

Explanation.—(i) In a case falling under clause (&), the period
or absence from duty shall be treated as a period spent on duty. In a
case falling under clause (b), the period may be treated as duty or leave
but it shall not be so treated unless the punishing, appeallate . or
reviewing authority so directs.

(i1) When, on rcinstatement of a suspended employee, the period
of suspension is treated as leave, the period shall be debited to his leave
account, In case of leave other than extraordinary leave, subsistence
grant already allowed shall be adjusted against leave salary. When
the period of suspension is treated as extrzordinary leave, subsistance
grant allowed shall not be recovered. ,

(iii) the period of absence of an employee on reinstatement in
service after wrongful retirement shall be ftreated as a period spent on

duty and he shall be entitled to pay and allowance as admissible under
clause (a). :

(7) Where it is decided to proceed against an employee on the ground of
inefliciency by reason of infirmity of mind or body, the competent authority may,
at any time, require the employee to undergo medical examination by a Civil
Surgeon or a Medical Board, as may be specified, and the report of the Civil

Surgeon or the Medical Board shall form part of the proceedings apainst the
cemployee.

(8) If an employee refuses to undergo medical examination under sub-regula-
tion (7), his evasion or refusal may, subject to the consideration of any grounds
he may give in support of it, be taken into consideration against him as showing

that he had reasons to believe that the result of the examination would prove
unfavourable to him.

(9) MNo order awarding a major penalty shall be passed without the charge
or charges against the eimployee being framed in writing and given to the said
employee so that he shall have reasonable opportunity within a pariod of seven
days to answer in writing or in person, as he prefers. and in the later case his
defence shall be taken down in writing and read to him : :

Provided that the requirements of this sub-regulation shall not apply if the
facts on the basis of which action is to be taken have been established in a
Court of law or where the employee is absenting or absconding or where it is

for other reasons impracticable to communicate with him or where there is a
difficalty in observing the requirements, and these may be waived without
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injustice to the employes, and in all cases where the requirements of this
sub-regulation are waived, the reason for doing so shall be recorded in writing ;

Provided further that in a case where ao offence of misconduct is detected
in the course of its commission or is so fresh and its circumstances are 50
clear that to serve the employee concerned with charges is pure pretenfiousness,
it will be just compliance with this sub-regulation if the competent authority
demands immediate explanation and issues order describing the offence as
misconduct and awards punishment.

(10) When an employee is to be proceeded against under sub-regulation
(1) and the competent authority or such officer as may be empowered by it, is
of opinion that the allegations, is established, could call for & minor penulty,
the competent authority or the officer, as the case may be, shall—

(a) make the allegations against him known to the accused in writing and
call upon him to explain his conduct within a specified time which
shall not be less than seven days nor more than fourteen days; and

(b) considered the explanation of the accused, if any; submitted within
the specified time and, after giving him an opportunity of being

heard in person, may award any of the minor penalties, specified in
sub-repulation (1) :

Provided that the competent authority or the officer, as the case
may be, may, in suitable case, appoint an officer senior in rank to the
accused to enquire into the allegations and submit his findings within
a specified time for the consideration of the competent authority or,

as the case may be, the officer. hefore passing the final order in the
case.

{11) When an emplovee is-to be proceeded against under sub-regulation
(1) and the compeient authority is of opinion that. the allepations, if established,

would call for a major penalty, the following procedure shall be observed,
namely :(—

fa) the competent authority shall—

(1) frame a charpe and specify therein the penalty proposed (o be
imposed and communicate it to the employee (hereinafter called
the accused), topether with a  statement of the  allegations on
which it is based and. of any other circumstances: which the
competent authority proposes to take into :.mmdr.mnnu, when
passing orders on the case: and

(1i) require the accused to submit within seven days from the day
the charpe has heen ecemmunicated to him a written statement
of his defence and to show cause at the same time why the
penalty proposed to be imposed on him should not be imposed
and also state whether he desires to be heard in persons;

{h) if the accosed so desites, or if the competent authority so directs, an
Enguoiry Officer or a Board of enguiry to be appointed under sub-
reonlat on (123 shall hold an enguiry at which oral evidence shall
he heard as to such of the allesations as are not admitted and docu-
mentary evidence. relevant-or material in reeard to the charee, shall
be considered, The accused shall be entitled to cross-examine the
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witnesses against him, togive evidence in person and to have such
wim_csses called for the defence as he may wish. The persons pre-
senting the case in support of the charge shall be entitled to cross-
cxamine the accused and the witnesses examined in his defence :

Provided that the Enquiry Officer or the Board of Enquiry may,
for reasons to be recorded in writing, refuse to call a particular
witness or to summon or admit a particular evidence;

(¢} the competent authority may nominate any person 1o present the
casc in support of the charge before the Enquiry Officer or the
Board of Enquiry,

(d) the proceedings of an enguiry under this regulation shall contain 4
sufficient record of the evidence and, where an enquiry officer or
Board of enquiry is appointed, also the report of the findings of such
officer or Board and the grounds therefor; and

(e) the competent uuthurity_. after receipt of the enquiry teport, may
impose such penalty as it may deem fit or may acquit the accused.

(12) (a) Where an employee is proceeded against under sub-regulation
(1) and. the competent authority has decided that the case calls for a major
penalty, the authority shall appoint an officer, being senior in rank to the person
proceeded against, to be Enquiry Officer and, to conduct the proceedings and
may also specify a time limit within which the enquiry should be completed by
the Bnquiry Officer unless prevented by special circumstances fo be recorded
by him in writing. i

(b) The Enquiry Officer shall hear the case from day-to-day and no
adjcurnment shall be given except for reasons to be recorded in writing. Every
adjournment, with reasons therefor, shall be reported forthwith to the com-
petent authority. No adjournment shall be given for more than a week.

(¢) If the Enquiry Officer is satisfied that the emplyee proceeded uoainst
is hampering or altempting to hamper the progress of the enquiry, he shall
administer a warning, and if thereafter he is satisfied that the accused is acting
in disregard of the waming, shall record a finding to that effect, and proceed
to complete the enquiry in such manner as he thinks best fitted to do substan-
tin] justice, .

(d) The Enquiry Officer shall, within ten days of the conclusion of the
proceedings submit his findings and grounds therefor to the competent
authority.

{e) The competent authority may, in any case it deems fit, instead of .
appointing an Enquiry Officer under clause {a), appoint a Board of Enquiry
consisting of two or more persons and, where a Board of Enquiry is so appoin-
ted. references in this sub-regulation to an Enquiry Officer shall be constituted
as references to the Board of Enguiry.

(13) (a) An employee compulsorily retired shall, except as hereinafter
provided, be entitled, subject to the order of the Board, to such retirement
henefits as would have been admissible to him on- the date of retirement under
the provisions of the mﬂg:iuns as applicable to him if he had been discharged
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from service on account of the abolition of his post without alternative suitable
employment being provided :

Provided that where the compulsory retirement follows a period of suspension
ordered under sub-regulation (3), such retirement benefits shall be admissible
only for the period of service rendered excluding the period of suspension ;

Provided further that if a temporary employee is retired for inefliciency due to
mental or physical infirmity, he shall be allowed retirement benefits under
regulation 16 and Chapter XII.

(b) Subject to any order of the Board made on compassionate grounds, an
employee who is dismissed from service shall not be entitled to any retirement
benefits including benefits accruing from the Corporation contribution to the
Provident Fund of the Corporation.

CHAPTER X
APPEALS AND REVIEW

28.  Appeals, etc.—(1) An officer on whom-any of the penalties mentioned
in regulation 27 is imposed may prefer an appeal to the Board if the penalty was
imposed by an officer subordinate to the Board or may make an application for
review to the Board if the penalty was imposed by the Board. On receipt of
such application for appeal or review, the Board shall pass appropriate orders
either confirming or modifying or rejecting the orders passed by the authority
against which the appeal or the review had been preferred and the Board's orders
in this regard shall be final.

(2) An employee other than an officer on whom any of the penalties
mentioned in regulation 27 has been imposed may prefer an appeal to the
competent authority and such competent authority shall be the next higher
authority to that which imposed the pepalty. On receipt of such application for
appeal, the competent auhority will pass appropriate orders either confirming or
modifying or rejecting the orders passed by the authorit against which the appeal
had been preferred and the orders of the appellate uuti;mity shall be final.

(3) Where the officer making an appeal or, as the case may be, application
for review, or the employee making the appeal, so desires, he shall be heard in

pcrsug by the aauthority competent to hear the appeal or the review, as the case
may be. ' :

(4) An appeal or application for review may be made within one month of

receipt of the order imposing the penalty and such appeal or application for
review shall—

(a) contain all material statements and grounds relicd upon and shall be

complete in itself but shall not contain any disrespectful or improper
language;

(b) state the date on which the order imposing the penalty w
(c) specify the relief desired;

(d) be submitted through the employee’s immediate superior or, if he is
not in service, through the officer under whom he served last; and

(¢) be addressed to the Boaard or the appellate authority by designation.

a5 received:
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. [5) An appeal or an é-pplicalinn for review may be withheld by the authority
passing the original order 1f—

(a) it does not comply with the requirements of sub-regulation (4);
(b) it deals with a matter which does not concern the employee personally ;

(¢) it repeats an appeal or application for review already rejected by the
authority to whom the appeal or application for review is addressed
and does not, in the opinion of the authority passing the original order,
disclose any points or circumstaances which afford grounds for
reconsideraation: :

(d) it is not Frcfm:ed by him within one month of receipt of the order
against which the appeal or application for review is made” #nd no
reasonable cause is shown for the delay; or

(¢} it is not addressed to an authority to which appeal or an application for
review lies under these regulations, L

(6) In every case in which an appeal or application for review 15 withheld,
the authority concerned shall inform the appellant or, as the case may be, the
applicant of the fact of withholding of his appeal or application for review an
the reasons for withholding it.

(7y A list of appeals withheld under sub-regulation (6). together with the
reasons for withholding them, shall be forwarded every month by the withholding
authority to the appeallate authority and if the appeallate auhority is not satisfied
with the reasons for withholding an appeal, it may direct the withholding authority
to send the appeal for its consideration and final orders.

(8) No appeal shall lic against the withholding of an appeal or application
for review by an authority competent to do so.

(9) An appeal or application for review which is not withheld under sub-
regulation (5) shall be forwarded as soon as possible to the authority concerned
with all relevant records and, in case of appeals, the commeénts of the authorily
against whose order the appeal has been filed.

(10) An appeal or application for review shall apt be addressed to Directors
personally and any such action may be deemed to be a breach of discipline
punishable undér regulation 27.

CHAPTER XI
LEAVE

29. Leave—(1) I.e_av& is earned by duty only. For the purposes of
these regulations, the period spent on deputation shall count as duty.

(2) All applications for leave shall be addressed to the competent authority
and shall be submitted through proper chananel.

(3) Leave cannot be claimed as a matter of right, and leave admissible under
these regulations, may be granted by the competent authority who may refuse
leave, grant leave or a shorter period than applied for, revoke leave of any
description and recall an employee before the expiry of his leave.
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(4) All employees shall resume duties on the expiry of leave as iﬁiﬁa]l;f
granted or as subsequently curtailed or extended. Overstayal of leave may entail
punishment including dismissal from service:

Provided that award of such punishment shall have to be approved by the
Board. An-employce on leave shall not accept any employment or office of
profit.

(5) Before proceeding on leave, an employee shall make over charge to
another employee as directed by the competent authority.

(6) An employee on leave of any description shall, unless instructed otherwise,
report in writing his return to duty to his immediate superior at the place where-
from he procecded on leave.

(7) An employee who was granted leave on medical ground shall not return
to duty without first producing a certificate of fitness from the medical authority
specified by the Corporation in this behalf;

Provided that no such certificate shall “be necessary if the leave was for
seven days or less.

(8) In the event of an employee on leave for not less than one month
being required by the competent authority to resume duty in the interest of the
Corporation befare the expiry of the leave already sanctioned, the Managing
Director in the case of officers, and the General Manager in the case of others,
may allow him the actual cost of passage from the place of recall in Bangladesh
to place of duty in Bangladesh and to count the time spent on the journey as
on duty. atlal il

(9) Unless permitted by the competent authority to do so, an employee
on leave may not return to duty more than fourteen days before the expiry of
the period of leave granted to him.

(10) The following kinds of leave may be granted to an employee,
namely :(—

(a) Ordinary leave,
{(b) Special kinds of leave.

30, Ordinary leave.—(1) (a) Every employee shall earn ordinary leave
on full pay at the rate of one-eleventh of the period spent on duty, that is, ong
day for every eleven days of duty, and the leave shall be credited to his leave
account and the maximum that can be accumulated shall be four months. Any
period in excess of four months shall be credited {o a separate item in the leave
account and may be allowed on full pay on medical certificate or for the puor-
pose or pilgrimage or any religious purpose, education or rest and recreation
outside Bangladesh or in the case of leave preparatory to retirement.

(b) The amount of leave on full pay that may be taken at any one fime
shall not exceed four months. This limit may be raised to six months when
e leave in excess of four months is taken on medical certificate or for the
purpose of pilgrimage or any religious purpose, education or rest and recrea-
tion outside Bangladesh or in the case of leave preparatory to retirement.
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(2) Leave on half pay.—Lecave on half pay shall be earned at the rate of
one-twelvih of the period spent on duty and accumulation of such leave shall
be without limit. It shall be permissible to convert leave so allowed into leave
on full pay on production of medical certiticate upto a maximum of 12
(twelve) months into full pay during the whole period of service. The conver-
sion shall be allowed at the rate of one day on full pay for two days on half
pay.

(3) Advance leave.—Save in the case of leave preparatory to retirement,
advance leave may be granted to a permanent employee on half pay upto a
maximum of twelve months during his whole service if it is on medical certifi-
caie or three months during his whele service if it is on medical certificate.
When an employee returns from advance leave which was debited to his leave
account, no leave on half pay shall become due to him until the expiration of
a fresh period spent on duty suiucient to earn a credit of leave equal to the
period of leave which he took before it was due. The accumulation of leave
on full pay, together with leave that may be carned subsequent to his return
from advance leave, shall remain unaffected but cannot be utilised except to the
extent it exceeds half the period of unadjusted advance leave.

Note —Advance leave is not admissible to an employee who is not 4 permanent
cmployes. In cxceptiona]l cases, the competeat anuthority, ilit 15 satistied that the employee
hus reasonabls prospect of reiurning to duty aod of carning the leave on  subsegeent
date, miy sanction such lsave to an enployee who has completed at least five years
coniinsous scryice agsinst a regular post on  the same condilicn as §8 applicable to a
permanent employee.

{4) Leave salary.—(a) Leave salary during leave on full pay shall be equal
to the pay which the employee was drawing before procceding on leave or the
average of pay drawn during last iwelve complete months proceeding the
month in which leave is taken, whichever is more favourable.

{b) Leave salary during leave on half pay shall be equal to half of the
leave salary calculated in accordance with the provision of clause (a).

(c) Leave salary shall be drawn in Bangladesh currency in Bangladesh
irrespective of the country in which the leave 15 spent.

Note—The Government may, on the recommendation of the Managing Director, permit
an emplojes in an excepiional cass to draw leave salary or a portion thereof in  foreign
exchange in respest of leave spent outside Bangladesh on such conditions s the Govern-
ment may deem  fit.

(5) Maximum leave.—The maximum amount of leave that may be taken
at any one time other than in combination with leave without pay shall be one
year. If supported by medical cedificate, the Lmit of one year may be
extended upto two years,

_ Nete—In case of coaversion of leave on half pay into lsave onfill on medical cer
tificate, the muxinim amda.t of leave shall be calculated oo the extent of leave on half
pay so converied anl debited to leave account and not onthe actual period of leave
enjoyed.

(6) Leave without pay.—(a) Leave without pay may be granted to an
employee in special circumstances when no other leave is admissible under these
regulations. The duration of leave without pay shall be so regulated that the
amount of total leave incluoding other leave taken in combination does not
exceed the maximum of five yeers at any onc time.
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(b) In case of a temporary employee who has not completed five years'
continuous service, the duration of leave without pay at any one time shall not
exceed three months :

Provided that this restriction of three months shall not apply to a temporary
employee who is permitted to undergo fraining in or outside Bangladesh after
executing a bond to serve the Corporation for a period of five years on return
from such leave,

(c) The authority empowered to grant leave may commute refrospectively
the period of absence without leave into leave without pay.

(d) A period of suspension or break in service may be covered by grant
of leave without pay by the competent authority even if other kinds of leave
might have been due before suspension or break in service.

31. Special disability leave.—{(1) (a) Subject to the conditions hereinafter
specified, the compefent authority may grant special disability leave to an
employee who is disabled by injury internationally inflicted or caused in, or in
consequence of the due performance of his official duties, or in consequen
of his official position. '

(b) Such leave shull not be granted unless the disability manifested itself
within three months of the occurrence 1o which it is atiributed, and the person
disabled acted with due promptitude in bringing it to notice, provided that if
the competent authority is satisfied as to the cause of disability, such leave may
be granted in cases where the disability manifested itself more than three
months after the occurrence of ils cause.

(c) The period of leave granted shall be such as is certified by a Medical
Board to be necessary: it shall not be extended except on the cerlificate of a
Medical Board, and shall in no case exceed twenty-four months.

(d) Such leave may be combined with any other kind of leave provided
that the total limit of twenty-eight months is not exceeded in any spell.

fe) Such leave may be granted more than once if the disability is agera-
vated or reproduced in similar circumstances at a later date but not more than
twentv-four months of such leave shall be granted in consequence of any one
disability.

(f) Such leave shall be counted as duty in calenlating service for retirement,
gratuity or pension (if applicable in case of any employee of the Corporation).

(¢) Special disability leave is not debited to leave acconnted but when an
emplovee entitled 1o special disability leave prefers o tnke such  leave in
exchanee of ordinarv lesve, that is. leave on full pav or leave on half pav or
both earned by him, half the period of such leave shall be debited to his leave
account.

(h) Leave salary during such leave shall be cqual to—

(1) full pay for first four months of such leave including the period of such
leave pranted under clause (e);

(2) half pay for the remaining period but if the emplovee takes leave in
exchange of leave on full pay at his credit under this clause.

(i) The lzave salary shall be eqoal 1o full pay.
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(i) In the case of a person to whom the Workmen's Compensation Act,
1923 (VII of 1923), applies, the amount of leave salary payable under these
regulations shall be reduced by the amount of compensation payable under
clause (d) of sub-section (1) of section 4 of that Act.

Note -=The limit of leave on avernge pay under this regulation, “reg’ lar lJeave", if com™
bined with Special disability leave, may ¢xtend to eight months and {o teo months
ifiaken on medical certificate.

(2) The application of the foregoing provision of sub-regulation (1) may
be extended to an employee who is disabled by ir:;jurg incurred accidentally in,
or in consequence of, the due performance of his official duties or in consequence
of his official position or by ilﬁwss incurred in the performance of any particular
duty which -has the effect of increasing his liability to illness or injury beyond
his ordinary risk attaching to the post which he holds, The grant of this
concession is subject to further conditions, namely :—

(a) that the disability, if due to disease, must be certified by a Medical
Board to be directly due to the performance of the particular duty;

(b) that if the employee contacted such disability during service, it must be,
in the opinion of the competent authority, so exceptional in characte:
or in the circumstance of its occurrence as to justify such unusual treat-
ment as the grant of this form of leave; and

(c) that the period of absence recommended by Medical Officer or any
other Medical Authority so specified may be covered in part by leave
under this regulation and in part by other leave and that lﬁe amount of

special disability Jeave granted on full pay may be less than four
months, -

32. Study leave.—(1) Study leave on half pay not debitable to leave
account for a maximum period of two years during the whole service, may be
granted by the Board on the recommendation of the Managing Dircctor to an
employee who is in continuous service for a period of five years or more to enable
him to study scientific, technical or similar problems or to undergo a special

course or instruction, in or out of Bangladesh, on such terms and conditions as
the Board specify.

(2) Such study leave may be granted by the Board in exceptional cases only
when the particular course of study or training is ccnsidered absolutely necessary
for due discharge of his official duty and the particular field of study or training
is not covered by any training scheme offered by an institution, University or
any International aid giving agency, or foreign Government in Bangladesh.

(3) Study leave combined with other kinds of leave except leave without pay,
shall not exceed thirty-six months. Any period in excess of the above shall be
treated as leave without pay provided that the total period of leave including
leave without pay shall not exceed five years. :

Note :—If an employee wants to go abroad for study or training on his awn accord, he
cannot claim study leave, if, however, thé Boiwrd thinks that € e particulir
fisld of stody has relation-to’ his officil d ties and he cin be spared, be may be
allowed ordinary leave, including leave without pay, admissible under this regulation.

33. Quarantine leave.—Quarantine leave is leave of absence from duty
necessitated by orders not to attend office in consequence of the presence of
infectious discase in the family or house-hold of an employee and such leave may
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be granted by the competent authority on the certificate of the authorised
Medical Officer or Public Health Officer for a period not exceeding twenty-one
days, or, in exceptional circumstances, thirty days, Any leave necessary for the
purpose exceeding this period shall be treated as ordinary leave as may be due.
Quarantine leave may also be granted, where necessary, in continuation of other
leave subject to the maximum smount of leave admissible under this regulation.
Mo substitute shall be appointed in place of an employee absent on quaranting
leave. An employee on quarantine leave is not treated as absent from duty.
Note :—(1) Cholera, small-po¥, plague, typhus fever and cercbros-pinzl meningities niay
be considered g5 infections =~ diseasze for the purpose of this repulefion. In
the case pf cricken-rox, guerentine leave shell not be granted uniess the
certifying ot thority considers that bechisc of doubt as the nature of the disease
whether chicken-pox, or small-pox, there is resson for grant of such leave.

(2) Where there is no provision for leave reserve, the authorities having the
power to make appoiniment toithe post vnder 1hem may, Fowever, sanction
a substititeé for an shsentce on querantine leave in unavoidshle circt msiances,
rovided that nhsé-ce does not exceed thirty daysand the absentee does not
pld "z post on the time scele higher than Taka 750—15350.

34, Maternity leave—(1) The competent authority may grant to a female
employee maternity leave which is not debited against the leave account on full
pay for a period which may extend up to the end of three months from the date
of commencement or to the end of six weeks from the date of confinement,
whichever is earlier. The grant of maternity leave is, however, subject to the
condition that the female employee has been in service of the Corporation for
at least nine months immediately proceeding the date of delivery.

(2) Leave of any other kind, including. the amount of leave on full pay
admissible without production of medical certificate, may be granted in
continuation of maternity leave if the request for its grant be supported by a
medical certificate.

35. Casoal leave.—(1) Casual leave means leave of absence for a very
short period granted to an employee who may be unable to attend duty during
such period due to sudden illness or urgent private affairs.

(2) Such leave is treated as duty for all purposes.

(3) Casuval leave may, subject to the exigencies of service, be granted to
an employee by the competent authority up to a maximum of twenty days in a
calendar year (but not for a period or periods exceeding ten days at a time).

(4) No formal order or notification need be issued for grant of casual leave
nor the same is required to be shown in permanent service records (that is,
service Book, Audit Register).

(5) Causal leave shall not be comulative and may only be availed of during
T.he_::BIendﬂr year 1o which it relates, The unspent period of casual leave not
availed of during a calendar year shall lapse on the 31st December of the year.

(6) Casual leave shall not be granted so as to cause evasion of rules
regarding—
(a) date of reckoning pay and allowance,
* (d) change of Office,
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(¢) commencement and end of leave,

{d) return to duty; or

(e) extend to term of leave beyond the time admissible under this
repulation. .

(7) Casual leave may be taken in continuation of and in combination with,
holidays including Fridays and if holidays and Fridays intervene two spells of
casual leave the entire period (including holidays) shall be reckoned as casual
leave, provided that the total period does not exceed the period for which casual
leave is atdmissible and if it exceeds, the period shall be commuted into ordinary
leave as may be due and if no leave is due, into leave without pay,

(8) Casual leave cannot be combined with any other leave. In case casual
leave is extended and the total period (incloding the period for which casual
leave was originally sranted) exceeds the period for which casual leave is due
and admissible in one spell, the entire period shall be commuted into ordinary
leave ns may be doe and into leave without pay, if no other leave is due.

(9) Casunal leave cannot be taken in combinativn with joining fime.

" (10) Casual leave granted in one spell may cover two calendar years,
rovided that the maximum limit for such leave in one spell does not exceed the
imit and the perod falling in the month of December is covered by the balance
at the credit during that year and the rest is debited against the account of
casual leave for the following year.

;"v.’uh'—WiII'ﬁI extenzsion of casual leave without sufficient reasons- to  jostify the same
be considered as mistonduct for the purpose of these regulations.

36. Leave procedure.—(1) The leave account of any employee shall be
maintained in such form as the competent authority may specify.

(2) The leave account of an employee shall be maintained by such officer
as the competent authority may determine, _
Nofe—When an emploves other than an officer is  appointed to officiate in a4 post
of officer, his Ieave account may be called for hv the fiicer so competent in respect
of the latter post and if he is reverted to his original post, the leave account should he
gent back to the heal of the offiee concerned. When an employce officiating in a post
of an officer proceeds on leave and i he is likély toretarn to a nost of officer on the

expiry of said leave, he will continue to be treated as an officer during leave.

(3) Leave of any kind to an officer cannot be granted unless admissibility
of the same is certified by the competent officer concerned. If, however, the
ofticer himself certifies, along with the application for leave, that the leave
applied for is due to him, the sanctioning authority on verification from fhe
records available with him, if satisfed as to the admissibility, may sanction
leave on full pay up to a maximum four months pending verification of its
admissibility by the competent authority. All other kinds of leave shall be
sanctioned only after the admissibility being certified by the competent authority.

(4) Ewvery application for leave or for an extension of leave shall be sent
to the authority competent to sanction the leave throngh the immediate superior,
if any, of the employee applying for leave. In case of an officer applying
for leave not ecxceeding four months on full pay, applhication may be sent to
the competent authority with a certificate from the applicant that the leave
applied for is due at his credit and, in other cases, the application shall be sent
to the competent authority with a certificate from the officer maintaining the
leave nccount,
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(5) Before an employee is granted leave or extension of leave on medical
ground, he must obtain a certificate from the Medical Officer of the Corporation
or any other Medical Authority specified by the Corporation accompanied by
a statement of his case in the form to be specified in this behalf.

(6) On securing the certificate in the specified form, the employee shall
apply for the leave to the competent authority in the usual ecourse. If the
application for leave does not cover a period of more than four months in all,
the competent authority may sanction leave without further refercnce to any
other Medical Authority. If, however, the total duration of leave in one spell
exceeds four months, the competent authority may refer the case for a second
medical opinion.

(7) When the case of an officer is referred to the Medical Officer of the
Corporation or any other Medeal Authority so specified, the leave or extension
of leave may be granted only on the production of a certificate in the specified
form.

Note—The competent authority in douhtful case may, however, refer the case of leaye
even for a period of less than four months for a second medical opinion,

(8) The Medical Officer shall not recommend the grant of leave in any
case in which there appears to be no reasonable prospect that the employee
will ‘ever be fit to resume duty, In such cases, the opinion that the employee is
permanently unfit for service should be recorded in the medical certificate.

(9) The production of a medical certificate from the Medical Officer of
the Corparation or any other Medical Authority so specified, does not in itself
confer upon the employee any right to leave, The certificate should be forwar-
ded to the competent authority to sanction the leave and the orders of the
competent authority should be awaited.

(10). An application for extension of leave on medical ground by an
employee on leave out of Bangladesh shall be accompanied by a certificae from
two medical practitioners, duly countersigned by a Gazetted Officer of the
Bangladesh Mission, who will corroborate the signatures of the Medical practi=
tioners. The certificate must describe in full details the nature of the discase
and the condition of the employee.

37. Consideration for granting leave—In case where all applications for
leave cannot, in the interest of the service of the Corporation, be granted, the
competent authority shall, in deciding which application should be granted, take
into account the following considerations :—

(a) the employees who can, for the time being, best be spared ;
(b) the amount of leave due to the various applicants;

(c) 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 ; and :

(e) the fact that any such applicant has been refused leave in the interest
of the Corporation,
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38. When leave shall not be refused—When a Medical Officer of the
Corporation or any other Medical Authority so specified has reported that there
is no reasonable prospect that a particular employee will ever be fit 1o return
to duty, leave should not necessanly be refused to such an employee. It may
be granted, if due, by a competent authority on the following conditions :—

(a) if the Medical Officer of the Corporation or any other Medical
Authority so specified is unable to say with certainty that the employee
will never be fit for service leave not exceeding twelve months in all
may be granted. Such leave should not be extended without reference
to second medical opinion or to a Medical Committee if so specified
by thé Corporation ; ;

{b) if the Medical Committes declares the employee to be completely and
permanently incapacitated for further service, the employee should,
except as provided in clause (c), be invalidated from the service,
either 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 Committeg's report; and

{c) an employee declared by a Medical Commitiee to be completely and
permanently incapacitated may, in special case, be granted leave, or
an extension of leave, not exceedineg 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 employee's
break down in health has been caused in and by the service in the
Corporation, or when the employee has taken a comparatively small

. amount of leave during his service or will be completely at an early date
and additional year's of service for retirement, gratuity or pension (if
additional year's of service for retirement, gratuity or pension (if
applicable to any employee of the Corporation).

Note.—{1) A report from a Medical Oficer shall be accepted for the purpose of leave

uadsr tnis reZdation in cases where sucaa certiicate is deemed sufficient for
graating invalid pension (if applicable to any employee of the Corporition).

{2) Leaye sho ild ot b granted to an employ:e whom cught at once to be dismissed from
the service of tae Corporation for misconduct or general i.capacity.

39. Posting orders.—On return from leave exceeding two months, an
officer must obtain orders as to his posting. On return from leave not erceeding
two months, an officer may normally resume the duties of the post which he
held before going on leave unless he receives orders to the contrary,

CHAPTER XII
: RETIREMENT AND PENSION

40, Bangladesh Service Rules to apply to an employee.—Subject to the
provisions of the regulations under this Chapter, all rules of the Bangladesh
Service Rules (hereinafter referred to as the Service Rules) relating to
pension and other retirement benefits shall apply mutaris mutandis in case of an
employee.

41. Qualifying service for pension.—(1) All rules of the Bangladesh
Service Rules relating to qualifying service for pension, gratuity and retirement,
as amended from time to time shall apply muratis mutandis in case of an
employee of the Corporgtion.
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~ (2) (a) When any employee is appointed as Managing Director or General
Manager in any other Bank or Financial Institution, he shall continue to hold
lien in the Corporation and shall draw pension from the Corporation.

(b) In cases where the Managing Director or General Manager of the
Corporation not in contract service, is appointed from any other Corporation,
Bank or Financial Institutions, the Corporation shall make contribution to the
pension fund of the incumbent for the peridd he serves the Corporation at the
rate to be determined by the parent organisation according to these regulations.

(c) Services as a Managing Director or General Manager shall qualify for
pension.

Note.—*Continuous service'’ means that an employee hes joined the Corporation from
any other bon¥k or finanpcial institution within three months of leaying the post he held
previonsly. However, the limit of three months shall not apply incaseof employees who
were repatriated from Pakistan after 1971 in whose case three months Hmit will start from
the date of his absorption order made by the Government.

42. Superior service—Any service rendered by an employee shall be
deemed to be superior service so far as it relates to the application of the
Service Rules relating to pension and gratuity.

43; Application of Chapter XIX, Section IIL—Section IIT of Chapter XX
of the Service Rules shall apply mutaris mutandis in the case of an employee.

44, Certain rules of the Service Rules shall not apply.— Rules 308, 309,
310 and 311 of the Service Rules shall not apply to an employee.

45, Section III of Chapter XXIIT of the Service Rules not to apply.—Sec-
tion 11 of Chapter XXIII of the Service Rules shall not be applicable to an
employee.

46. Chapter XXV of the Service Rules to apply.—(1) Chapter XXV of
the Service Rules, except rules 438—441, shall apply to the employees.

(2) The term “Audit Officer” appearing in the rules of Chapter XXV of
the Service Rules shall be replaced by the term “the Managing Director or
any officer authorised by him in this regard”. p

47. Sections IIT and IV of Chapter XXVI of the Service Rules not to
apply.—Sections T and IV of Chapter XXVI of the Service Rules shall not be
applicable to an employee.

48. Chapter XXVII of the Service Rules not o apply. —Chapter XXVII of
the Service Rules shall not be applicablé to an employee.
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SCHEDULE 1
(see regulation 3)
BANGLADESH HOUSE BUILDING FINANCE CORPORATION
Classification of Posts

Catagory Designation

Deputy General Manager
Assistant General Manager
Zonal Manager

Senior Loan Officer
Senior Recovery Officer
Senior Regional Manager
Chicf Audit Officer
Executive Engineer
Regional Manager
Administrative Officer
Audit Officer

Public Relation Officer
Accounts Officer

Loan Officer

Law Officer

Recovery Officer
Assistant Engineer

I T e S N
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Flass 11 Assistant Regional Mangger
Assistant Administrative Officer
Assistant Audit Officer
Assistant Accounts Officer
Agsistant Loan Officer
Assistant Recovery Officer
Sub-Assistant Engineer

Estate Officer

Security Officer

Supervisor

Librarian

gppcr Division Clerk
tenographer

Auditor

Steno-Typist

Driver (Heavy)

Lower Division Clerk-cum-Typist

Driver (Light)

Electrician
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Clags 111
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Elass IV Work Sarker

Gestetner Operator
Plumber

Lo b
Wl
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Category.

Designation.

H_#HH
EBR-Soman s~

Carpenter
Daftary/Jamader
Lift Operator
Peon
Chowkider
Darwan

Mali

Cleaner
Swecper
Helper

Farash
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SCHEDULE 11
[see regulation 4(1)]

DECLARATION OF DOMICILE

------------------------

TR o o e o e

1. I, the undersigned, having been appointed in the service of the Bangladesh
House Building Finance Corporation hereby declare Village
Pastabiies: ool el L s in the District of
as my place of domicile:

....................

(Copy of Domicile Certificate from the Chairman, Union Parishad
Chairman, Pourashava/Gazetted Officer attached).

2. The above is my place of birth.
or

The above is not my place of birth, but has been declared as my place of
domicile for the reasons given below —

..............................
..............................
..............................

..............................

(Signature)
Name. =ol s A T
Demmintih e e e e

Note.—Strike out whichever is not applicable.
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SCHEDULE IV
[see regulation 9(1)]

Form of agreement to be signed by a persons entering in the service of tha
Bangladesh House Boilding Finance Corporation

AN AGREEMENT made the day of: established
under the Bangladesh House Building Finance Corporation Order, 1972 (P.O.
Mo. 7 of 1973), (hereinafter called *‘the Corporation”) of the one part AND
Mr. {hereinafter called “‘the employee ) of the other part.

WHEREAS the employee has recsived from the Corporation and read a
copy of the Regulations governing the service of the employees in the Corpora-
tion in force as at the date hereof or by his execution hereof (which Regula-
tions subject to any changes hereafter duly made herein referred to as “the
said Regulations of Szrvice™) ; and

WHEREAS the Corporation has agreed to employ the employee and the

employee has agreed to serve the Corporation as a upon
the terms and conditions embodied in the said Regulations of Service as from
day of .

NOW THESE presents witness and it is hereby mutuaHy' agreed between
the Corporation and the employee as follows :

1. The employee agrees asfrom the said day of —————
to serve the Corporation upon the terms and conditions embodied in the said
Regulations of Service and agrees to be bound by the Regulations of the
Provident Fund, etc. of which he shall become a member.

2. The Corporation agrees as from the said day of
to employ the employee and to pay him or on his account the salary,
allowances, emoluments and other payments under the said Regulations of Service,

IN' WITNESS WHEREOF the said— - . . and thee —— -
of the Corporation have hereunto set their hands the day and year first above
written.

SIGNED BY THE SAID

Mr.
in prescnce of —
Witness
Address
Occupation; Corporation Service.

Signed by the of the
Corporation in the presence of
Witness
Address
Occupation ; Corporation Service.

for BANGLADESH' HOUSE BUILDING FINANCE
CORPORATION
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SCHEDULE V

[see regulation 9(2)]
DECLARATION OF FIDELITY AND SECRECY

L A ....do hgreby solemnly declare that I will faithfully
truly and to the best of my judgement, skill and ability., cxecute and perform
the dities reqnired of e 88, . oo ovvvuiierisivenanas of the Bangladesh House

Building Finance Corporation and which properly relate to my office of posi-
tion' in the said Corporation.

I further declare that T will not communicate of allow to be communicated
to any person not legally entitled thercto and information relating to the affairs
of the Corporation not will T allow any such person to inspgct or have access
to any books or documents belonging to or in the possession of the Corporation
and relating to the business of the Corporation.

Signed before me Signatire. .c.oasvvsns A
SIGROTUEE, oy slearsiateai e ien aiaias Designation. ........ B ot
DIASTemation: . iervnisss s PR e

Dateds et AT T T
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' SCHEDULE VI
Service Book
[seefregulation 17(1)]

PHOTO

(i) Name
(ii) Height Weight Chest
(iii) Identification Mark :

(iv) Permanent address and
present address :

Telephone :

(v) Father’s/Husband’s name
address and occupation :

(vi) Date of birth :
(vii) Place of birth :
vili) Mationality :

(ix) Marital status :
Single
Married
Widow/Widower :

(x) Academio Qualification :
with division (class and
m of passing and the

tutlon attended).

(x) Training recelved ¢

(xii) Banguage known §

(xiif) Particulars of previous §
employment

xiv) Date of joi in the ¢
¢ Corporatljunmigd post -
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(xv) Particulars of appoint- !
ment in the Corporation

(a) Mame of the post :

(b) Date of appointment :
(c) Whether temporary :
substantive, officiat-
ing or permanent
(d) Scale of the post
(e) Substantive pay
(f) Pay drawn
(g) Fringe benefit
(xvi) Rewards and punishment :
(xvii) Record of leave

(xviii) Provident Fund Account :
Number

(xix) Advance given

{xx) Reasons for leaving the :
Corporation (resignation,
retirement, termination,
dismissal, etc.)

Note : (1) After the entries (i) to (xiii), the employee shall put his signature in
eemfiriaAtio tiereot. : Y

(2) Entries in respect of partioulars of appointment in the Corporation,
reward and punishment, record of leave and reasons for leaving shall
ba attested by the authorised offieer.
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SCHEDULE VII
[ see regulation 21(2) ]

INCENTIVE FOR RECOGNISING MERITORIOUS AND OUTSTANDING
SERVICES OF THE BANGLADESH HOUSE BUILDING FINANCE

CORPORATION'S EMPLOYEES

1. Types of Incentives :—

(a)

(b)

(©)

Hall of Fame: This is the highest reward which an employee can aspire
for. A place will be carmarked in the Bangladesh House Building
Finance Corporation building which will be named as the “Hall of
Fame!. The Hall of “Fame” reward will, among other things, carry
with it a cash award of Taka 25.000.

Hononr Roll : Twenty employees will be sglected each year for inclusion
in the Bangladesh House Building Finance Corporation Honour Roll.
An employee who enters Honours Roll in three successive years shall be
eligible to enter the Hall of Fame. Inclusion of name in the Honour
Roll will be treated as a great honour. The selected employees may be
considered for grant of suitable cash reward/honorarinm or advance
increment and may also be considered for promotion.

Managing Dircctor’'s Commendation Letter: In addition to Honour
Roll, the Managing Director at any time during the year, may issue
Commendation Letters to the employees for any of the special achieve-
ments listed for the Honour Roll. There will be no direct financial bene-
fit attached to the Commendation Letters but:these will be placed in the
Annual Confidential Reports files and may help in promotion.

2. The sclection for Hall of Fame, Honour Roll or for issue of Commendation
Letters shall never be made a subject of representation, review or appeal by
an employee. The mere fact of representing for such rewards for himself or
representing against somebody selected for any reward shall antomatically dis-
qualify the employee for consideration of such reward. The Board shall be the
sole judgement for selecting the cmployee for giving - the appropriate rewards
mentioned in sub-paras. (a) and (b) of para.1 above. There willbe no bar in
eombining the rewards in a particuldr case.
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