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Dhaka, the 27th November, 1983

MNo. S.R.0. 460-L/83.—Tn exercise of the powers conferred by Article 29 of
the Bangladesh Banks (Nationalisation) Order, 1972 (P. O. No. 26 of 1972),
and in supersession of all rules or regulations made or circulars issued in
this behail{) the Board of Directors of the Utiira Bank, with the previous
approval of the Government, is pleased to make the following regulations,
namely :—

CHAPTER T

PRELIMINARY
THE UTTARA BANK (EMPLOYEES) SERVICE REGULATIONS, 1981

1. Short title and application.—(1) These regulations may be called the
Uttara Bank (Employees) Seryvice Regnlations, 1981,

(2) These regulations shall apply to all full time employees of the [ttara
Bank appointed in Bangladesh other than persons on deputation from the
Government, local authority and these 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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Explanation.—Sepuarate Regulations may be made for the employees of the
Uttari. Bank recruited abroad for its branches. An employee to whom the

provisions of these Regulations apply shall continue to be governed by the
provisions of these regulations when posted to a branch abroad.

2, Definitions.—In these regulations, unless there is ‘anything repugnant
in the subject or context,—

(a) “average pay” for the purpose of calculation of leave salary, means
the last pay drawn or the average of the last twelve complete months
pay immediately preceding the month in which the event occurs which-
ever is favourable to the employee ;

(b) "“Bank” means to [Jttarz Bank ;
{c) “Board"” means the Board of Directors of the Bank ;

(d) “branch of the Bank™ includes sub-branches, pay offices, pay booths
and sub-pay offices of the Bank ;

(¢) “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 remunera-
tion which may be classed as pay or is granted in view of personal
consideration

(f) “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 regu-
lations ;

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

(h) “employee™ means an emplovee of the Bank, whether temporary or
permanent, and includes an officer ; -

(1) “family™ includes wife or husband, children, step-children and parents
residing with, and wholly dependent upon, any employee ;

Explenation.—Not more than one wife is included in a family for
the purpose of these regulations ;

(i) “Institute of Bankers Examination” means the examinations in Part I
and Part 11 held and conducted by the Institute of Bankers, Bangladesh
or any examination recognised as equivalent to it by the Board in

consultation with the Government ;
(k) “joining time™ means the time allowed to an employee to join a post ;

() “Managing Director” means the Managing Director of the Bank ;

(m) “officer” means an officer of the Bank, whether temporary or perma-

nent, classified as such in Schedule I and includes an officer on pro-
bation ;
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{n) “officiating”, in relation to an employee, means officiating in & post
when he performs the duties of a post on which another employea
holds a lien and includes an employee appointed to officiate in a
vacant post on which no other employee holds a lien ;

(o) “pay” means the amount drawn monthly hy an emplovee as the pay
which has been sanctioned for the post held by him substantively or
in an officiating capacity or as a probationer and includes personal
pay and any other remuneration classed as pay with the approval of
the Government ;

(p) “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
gubstantive pay otherwise than as disciplinary measure or, in excep-
tional circumstances, on other personal considérations ;

(q) “probationer” means an officer employed on probation against a substan-
tive vacancy in any post}

(r) “service” includes the period during which an employee is on duty on
leave duly authorised by a competent authority but does not include
any period during which an employee 15 absent from duty withont
permission or overstays his leave unless such period of absence or
overstayal is regularised by an order in writing by the competent
authority;

(s) “‘subsistance grant” means a monthly grant made to an employes
during the period he i5 under suspension;

(t) “substantive pay” means the pay to which an employee i3 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.

CHAPTER 1II
APPOINTMENT AND PROMOTION

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

(2) No post shall be created with designation or scale of pay other than
those mentioned in the Services (Banks and Financial Institutions) (Pay and
Allowances) Order, 1978, without the approval of the Government.

(3) An employee of the Bank, other than an officer, appointed to a parti-
cular category of pasts as shown in Schedule I, shall continue in the same
category.:

Pro vided 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 competgnt:
guthority. =
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4. MNationality.—(1) Mo person shall he appointed to any post in the
sorvice of the Bank 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,

(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
behalf, prant permission to marry, or enter into a promise of marriage with,
& foreign national, '

(4) An employee who contravenes the provisions of sub-rcgulation (2) shalls
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
shall not be less than twenty-one years and more than twenty-five years of age
on the first day of July of t1e vear in which the esmpetitive examination is held for
dirsct recruitmentt as an officer and not less than eiphteen years and more
than iwenty-five vears of age on the first day of July of the year in “which
the compefitive examination is held for direct recruitment as an employee
other than an officer in the service of the Bank;

_ Provided that if no such competitive examination is held, the age” shall be
counted with reference to the date on which the invitation for application to
fill up the post is made..

(2) A candidate shall not be less thant eighteen years and more than forty
years of age at the time of appointment by direct recruitment to any post
in the New Scales of pay of Taka 225—6—315, Taka 240—7—282—EB—7—345
and Taka 2508 282 EB— 8362,

6. Physical fitness.—No person shall be appointed in the service of the Bank
unless he is declared physically fit by the Medical Officer of the Bank or
any other Medical Authority specified by the Bank in this behalf,

7. Method of appointment.—(1) Appointment to the posts of officers and
other enployees shall be made by direct recrnitment or by promotion from
such posts and in such proportion 4sis given in Schedule II. The minimum
qualification required for direct recruitment and eligibility for promotion is
also given in Schedule II:

E W

Provided that, where suitable candidates are not available in adequate number,
Posts which are to be filled by promotion may be filled by direct recruitment:

fra by

Provided further that any post may be filled by -deputation of persons from
outside the Bank. = 4

_ (2) Unless otherwise provided by or under the Bangladesh Banks (Nationa-
lisation) Order, 1972 (P.O. No. 26 of 1972) all appointment of afficers ghall be
Enad?i by the Board and of other employess by any authority eryipowergd by the
Board; ; 2
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Provided that, until otherwise dirccted by the Board, an officer who imme-
diately before the coming into force of these Regulations, had the authority
to appoint other employees shall be desmed to be an authority empowered
by the Board under this sub-regulation.

8. Commencement of service.—The service under the Bank shall commence
from the working day on which an employee reports for duoty 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,

9. Agpresments, ete.—(l) The employees entering the service of the Bank
shall, at the time of their appointment, sign an agreement in such form as
may be specified by the Board.

(2) On entering the service of the Bank, each employee shall sign the dec-
laration of fidelity and secrecy in the form specified in Schedule III.

(3) The Cashiers, Godown Keepers. Godown Inspectors 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 Bank 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 propor-
tion decided by the Board and the premium for the fidelity insurance shall
be recovered by the Bank from the pay of the employes.

(4} The security furnished by an employee under sub-regulation (3) may be
released only after the expiry of six months from the date on which 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,

(5) The Bank 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 (3) to furnish security te the Bank.

10. Assignment of duofy.—{1) An cmployee may be assigned such duties
as may be determined in each case or a class of cases fram time to time.

(2) An employee may be required to serve at any time at any branch of
the Bank in or outside Bangladesh.

11. Confirmation.—(1) Unless otherwise specified in the terms of appoint-
ment, an officer appointed by direct recruitment to any post shall be on proba-
tion for a period of two wears :

Provided that the Board may, for reasons to be recorded in writing, extend
the period of probation by such further period or periods on such terms and
conditions as it may decide.

(2) A probationer shall pass the Institute of Bankers Examination, Part I,
during the period of probation or the extended period of probation and shall
not be eligible for onfirmation until he passes that Examiuation ;
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Provided that this condition shall not apply to the officers appointed on
the basis of having any of the following special qualifications, namely :—

(a) Master’s Degree in Business Administration ;
(b) Bachelor’s Degree in Engineering or Agriculture ; and
(c) Chartered or Cost Accountant.

(3) The appointment by direct recruitment of an employee, other than an
officer, shall be on temporary basis and he shall be elipible for confirmation
in the service of the Bank not earlier than twelve months subject to his
gatisfactory conduct and performunce of duties and availability of 4 permanent
posL

(4) The confirmation of an employee in the service of Bank shall take
effect from the date as specified in the order of confirmation.

12. Promation.—(1) Promotion cannot be claimed as a matter of right
and all promotions shall be made on the merit and nu‘umpluyee_shail _ha_ve
a claim to be promoted to any particular post by virtue of his seniority
alone.

(2) An officer who has not passed the Institute of Bankers Examination,
Part I and has not rendered at least five years' service in the Bank as an
officer shell not be eligible for promotion to the post of Senior Officar and
a4 Senior Officer who has not passed the Institute of Bankers Examination,
Part 11 and has not rendered at least 3 years' service in the Bank as an officer
shall not be eligible for promotion as Principal officer :

Provided that, in the cases of employees in service as on the date of issue
of these regulations the Board may, on the recommendation of the Managing
Director promote an officer who does not fulfil the above mentioned eonditions
and an officer so promoted. shall pass the Institute of Bankers Examination,
Part 11, within a period of five years from the date of promotion, failing which
he shall net be eligible for further promotion :

Provided further that the officers appointed on the basis of special qualifi-
cations mentioned in proviso to sub-regulation (2) of regulation 11 shall not
be refquired to pass the [nstitute of Bankers Examination,

(3) All appointments by promotion shall be on officiating basis and an
employee shall be liable to be reverterd to the post from which he was pro-
moted without giving any notice or assinging any reason within twelve months
of such promotion.

CHAPTER TIII
TERMINATION OF SERVICE
13. Termination of sorvice.—(1) The service of a probationer or a temporary

employee shall be ligble to termination by the competent authority without
- @ssigning any reason after giving him one month's notice in writing or op
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payment of one month’s substantive pay in liew of such rotice erd the
probationer or the employee shall not be entitled to any form of compensation
for termination of service.

(2) The competent authority may terminate the services of 2 confirmed
employee or call upon him to resign without assignirg any reasorn, ty pivirg
him three months’ notice in writing or on payment of three months® sub-
stantive pay in liew of such notice and the employee shall not be en ttled to
any form of compensation for termination of service,

(3) The Bank shall have the right to remove, dismiss or retire from ssrvice
any of its emaloyess as a dis:ziplinary 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), competent authority in
relation to an employes other than an officer shall include the Managing
Direstor or any other offizer, who, immediately before the coming into force
of these Regulations had the authority to exercise the powers mentioned in
those sub-regulations, -

14, Resigaation.—(1) A confirmed employee shall not leave or discontinue
his service in the Bank without giving three months® previous notice to the
Managing Dircctor in writing of his intention to do so, and, i case of breach
by him of this sub-regulation he shall be liable to pay to the Bank as com-
pensation an amount equal to his pay for three months,

(2) - No_ probationer nor any temporary employee shall leave or discontinue
his service in the Bank without giving one month's previous notice in writing
of his intention to do so, and, in case of any breach by him of this sub-
regulation, he shall be liable to pay to the Bank as compensation an amount
equal to his pay for one month,

(3) Before resigning from a post, an employee shall return book and other
properties, if any, borrowed from the Bank and shall, not later than the date
from which his resignation is acceptzad or he discontinues his service, hand
over vacant possession of the residential accommodation, if any, provided to
him by tha Bank and also make over charge of office to an appropriate officer of
the Bank.

(4) Notwithstanding anything contained in sub-repulations (1) and (2), no
employes against whom a diseiplinary action has been started shall ARt
the service of the Bank:

Provided that the Board may allow such an employes to resign on such
terms and conditions as it may dee m fit,

(5) “The payment of the amonunt in lieu of notice by an employee  under
sub-regulations (1) and (2) may be waived by the competent authority in special
cases, -

(6) Without prejudice to any other mode of recovery, the Bank may reco-
ver, as far as possible, the amount payable by an employee under sub-repula-
tions (1) and (2) from any amount admifted by the Bank as due to him from
the Bank on the date of resignation.
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15. Retirement,—In the matter of retirement and re-employment after retire-
ment, the employees shall be governed by the provisions of the Public Servant
(Retirement) Act, 1974 (XII of 1974).

16. Provident Fund, ete.—(1) The benefits of the General Provident Fund
Scheme, Pension and Death-sen-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 commen-
cement of these regulations, All such permanent employees shall compulsorily
become members of the General Provident Fund.

{2) The employees in service as on the date of commencement of these
regulations may, within six months from the date of such commencement, opt
either to continue to be governed by the existing provisions of the Bank's
Provident Fund, Gratuity, Pension and Death-cum-Retirement Benefit or to be
governied by the General Provident Fund, Pension and Death-cin-Retirement
Benefit under sub-regulation (1), and suco option, once exercised shall be final
and irrevocable.

Note—An employee who opts for General Provident Fund, ete,, under sub-regulation (1)
shall cease to be & member of the Bank's existine Provident Fund and the amount standing
in' the Bank's Provident Fund to the eredit of an cmployee representing the emplover's
coatribution together with the interest thereon, shall be forfeited to the Bank and the amount
representing his own contribution logether with the interest thercon shall be deemed to have
been subscribed to the Genecral Provident Fund to be opened and he shall, for all purpois

CHAPTER IV
RECORDS OF SERVICE

17. Record of service.—{1) The record of service shall be maintained

separately for each employee and the Service Book shall be in the form speci-
fied in Schedule IV,

(2) An employee may inspsct 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 eourse of his inspection, discovers any inaccuracy
or omission in the Service Book, he may point it out in writing to the authe-
rised officer within fiftéen days of the inspection.

18, Annual report.—(1) A system of annual reporting on the work and
conduct of the employees shall be laid down by the Board and such report
shall be called the Annual Confidential Report and the Bank may also call
for special confidential reports onany employee asand when considered necessary.

f

(2) An employee shall not have access to his confidential reports but he
shall' be informed adverse remarks relating to rémediable defect, if any, in
order to give him an opportunity to explain his position or to correct himself.
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CHAPTER V¥V

SENIORITY

19. Seniority.—(1) Separate seniority lists shall be maintained for each
category of employees.

; (2) Confirmed employess in each category shall rank senior as a class to
probationers and temporary employees and shall take semiority #nfer se accor-
ding to the date of confirmation.

(3) Employees confirmed in posts Gf the same scale on the same date shf'ﬂl
rank according to the date of confirmation in the next lower post from which
they were promoted,

(4) As between a direct recruit and a promotes appointed in the same
category of posts who is confirmed in the same category with effect from the
same date, the promotee shall rank senior to the direct recruit.

(5) In the case of change of category of posts, the employee who has
changed the catepory shall take seniority in the mnew category of posts
carrying the same scale of pay or comparable scdle of pay from the date of
his appointment in the new category of posts.

(6) Temporary employees shall rank inter se according to the date of joining,

(7) Probationers of earlier batch shall rank senior to that of the later batch
and probationers of the same batch shall rank infer se according to the posi-
tion obtained in the recruitment examination, provided they join within 30 days
of the receipt of the letter of appointment.

CHAPTER VI
PAY AND ALLOWANCES

20. Regulation of pay, ete.—(1) The pay and allowances for the employees
shall be governed by the Services (Banks and Financial Institutions) (Pay and
Allowances) Order, 1978.

(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 muinimum of
the scale of pay laid down for the post.

(3) MNotwithstanding anything contained in sub-regulation (2), where a
person with the required minimum qualification is not available for direct
recruitment and the awvailable person asks in wwriting before joining, higher
- pay than the minimum of the appliable scale, the Board 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
glaim in the matter of seniority.
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(4) The initial pay of an employee promoted from a lower post to a
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 higher
than the minimum in the scale of the higher post to which he is promoted,
his pay in the higher post shall be fixed at a stage next above his substan-
tive pay in the lower post.

(5) An employee appointed on promotion shall begin to draw Pay in accor-
dance 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 tima
and one or more of them are required by the competent authority, in the
interest of the Bank, 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 autho-
rity 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 with others,

(6) A probationer shall not be entitled to the second increment till he suc-
cessfully completes his period of probation including passing of the Institute of
Bankers Examination, Part I, and, in the other cases, increments shall fall
due after twelve months of service in the post, .

(7) When an increment in pay falls due to an employee, 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 not satisfactory, the competent authority may put the
employee on special report for a period not exceeding six months.

(8) The conditions. under which service counts for increments in a time
are specified as onder :—

(a) all duty in a post on a time scale and periods of leave other than
extraordinary leave count for increments in that scale -

Provided that the competent authority may, in any case in which
it is satisfied that the leave was taken on daccount of illness or for
any other cause beyond the employee’s control, direct that the extra-
ordinary leave shall be counted for INncrements:

(b) service in another post, whether in a substantive or officiating capacity,
counts for increment in the time scale applicable to the post on which
the employee holds a lien:

(c) if an employee, while officiating in a POSt or holding a temporary
post, is appointed to hold another temporary post which does not
carry less pay t_hELn 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
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original post, count for increments in the time scale applicable to the
original post. The period of officiating service in the other post to
which the employee is appointed in an officiating or temporary capa-
city which counts for increment in the original post, is, however,
restricted to the period during which the employee would have offici-
ated in the original post but for his appointment to the other post.
This provision shall apply also to an employvee who was mot actually
officiating in the original post at the time of his appointment to the
other post but who would have so officiated had he not been appoin-
ted to the other post.

21. Advance increment—One advance increment may be granted to an
officer by the Board and to other employees by the Managing Director, in
recognition of his meritorious service, the particulars of which are to be
recorded.

22, Honorarium.—An employes shall be paid a lump sum honorarium of
laka one thousand on passing the Institute of Bankers Examination, Part I,
and a further honorarium of Taka two thousand on passing the Part II of
that Examtination,

CHAPTER VII

- TRAVELS ON DUTY

23, Travels, ete.— An employee 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 lajd
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 House
run by local authorities than is charged from Government servants, his rate
of daily allowance shall be increased by the amount of the difference.

24, Joining time, etc.—(1) Joining time may be granted to an employee
to join a new post 10 anotherstation on transfer as mentioned below —

(a) for preparation, six days;

(b) actual time taken for the journy to enable him to join the new post
in another station, inclusive of holidays, if any, intervening between
the day the employee made over charge of office at the old station
and the day he reported for duty at the new station: and

(c) If the transfer is in the same station, the joining time shall be entitled
to pay and allowances inclueding travelling allowance he received at
the old station or may reccive at the new station, whichever is [ess.
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CHAPTER VIII
GENERAL CONDUCT AND DISCIPLINE
25, Conduct and discipline.— (1) Every emploves shall—
(2) conform to and abide by these regulations;

(b) observe, comply with an 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 fime to time,
be placed:

{c) serve the Bank honestly and diligently;
(d) use his utmost endeavours to promote the interests of the Bank;
(e) show courtesy and attention in all transactions; and

(f) maintain strict secrecy regarding the affairs of the Bank, including
the affairs of its consttuents, irrespective of whether the information
or documents relating to the Bank came into his possession in the
course of his duties as an employes or otherwise. '

(2) No employee shall—

(a) accept any outside employment, honorary or stipendiary, or undertake
part-time work, except those which may be required to be accepted
or undertaken by the Government or the competent authority:

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

(c) be connected with the formation or management of joint stock com-
pany otherwise thin as an agent of the Bank:; '

(d) act as agent of an insurance company or dccept commission, directly
or indirectly, otherwise than as an agent for or on behalf of '(he
Bank : ;

Provided that the competent authiority may permit dan employee in special
circumstances to accept an outside work of oceasional nature =

Provided further that, before such permission is given the competent autho-
rity may fix the fee payable by the outside employer and may stipulate
that the fee so received by the employee shall be paid wholly or in part to

the Bank.

(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 Bank shall address the representation to the cempetent authority through his

immediate superior.
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(5) 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.
() No employee shall—

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

(b) approach, directly or indirectly, a foreign government, international
organisation or any foreign organisation to secure for himself training
facility, invitation to attend seminars or otherwise to visit a foreign

country;

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

(d) lend money in his private capacity to, or borrow money from, or place
himself under any pecuniary obligation to a broker, money lender, a
subordinate employee, a candidate for employment i the Bank, or
any firm or person haying or likely to have dealings with the Bank;

(e) have personal dealings with a constituent in the purchase or sale of
bills of exchange, Government paper or any other securities:

(f) buy or sell stocks, shares or securities of any description without funds
to meet the full cost in the case of purchase or script for delivery in
the case of a sale;

(g) except with the permission of the competent authority guarantee, in his
private capacity, the pecunmiary obligtions of another person or agree
to indemnify in such capacity another person from loss;

(h) participate in gambling and betting;
(i) speculate in investments;

Explanation.—For the purpose of clause (i), the habitual purchase
and sale of securities of notoriously fluctuating value shall be desmed to
be speculation in investment;

(i) 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;

(k) make any investment the value of which is likely to be affected by
some event of which information is not available to the general public;

Explanation—If any question arises whether a security or an invest-
ment is of the nature referred to in clauses (i), (j) or (K), the decision
of the Bank thereon shall be final. These provisions are not intended
to prohibit bonafide investments in stocks and shares by an employee;
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(I} construct a building whether for residential or commercial purpose,
except with the previous sanction of the Bank obtained upon an appli-
cation made in this behalf disclosing the source from which the cost
of such construction shall be met; |

(m) sublet residential accommodation let or provided to him by the Bank;

(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 frade in the area over which his duties as an em-
ployee of the Bamlk extend:

+(0) open or maintain an account with any bank or banker of any descrip-
tion without the previous permission of the competent authority ; and

(p) accept, without the prior approval of the President of Bangladesh any
title, honour or decoration from a foreign Government,

(7) An employee may undertake honorary work of a religious, social or
charitable nature and occasional work or a literaty or artistic character:

Provided that the public duties of the employee do not suffer by such hono-
rary work:

Provided further that the Bank may, at any time, forbid an employee to
undertake or require him to abandon any work which, in its opinion, is un-
desirable. X

(8) No employee shall live beyond his means or indulge in ostentation
on occasions of marriage or other ceremonies

(9) An employee shall avoid habitual indebtedness

Explanation —1f an employee is adjudged or declared insolvent or if the whole
of that portion of his salary which is liable to attachment is ferquently attached
for debt, has been continously so attached fora period of two Years, or s
attached for a sum which, in ordinary ciicumstances, he cannot repay within
period of two years he shall be presumed to have contravened sub-regulation
(8) unless he proves that the insolvency or indebtedness is the result of cir-
cumstances which with the exercise of ordinary diligence, he could not have
foreseen or over which he had no control and has not proceeded fiom extrg.
vagant or dissipated habils,

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

26, Declaration of assets.— (1) Every employee shall, at the time of entﬁr'ing
the Bank's Service, make a declaration to the Bank, through the usual channel,
of all immovable and movable properties, including shares, certificates, securities,
insurance policies and jewellery having a total value of Tk 10,000 (ten thousand)
or more belonging to or held by him or a member of his family and such
declaration shall—

(8) state the district within which the property is situated:
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(b) show separately individual items of jewellery exceeding Taka 10,000
(ten thousand) in value; and :

(c) give such further information as the Bank may, by general or special
order, require, '

(2) Every employee shall subjmit to the Bank an annual return of assets in
the month of December of each year showing increase or decrease of property
as showm in the declaration under sub-regulation (1) or, as the case may bhe,
with the last annual return,

(3) Every employee shall, as.and when he is so required by the Bank by a
general or special order, furnsish information as to his assets disclosing  liquid
assets and all other properties, movable and immovable, including shares, certi-
ficates, 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, ggle or
disposal by other means of movalbe or immovable property exceeding in  valys
of Taka 15,000 (fifteen thousand) shall declare his intention to the competent
authority, and such declaration shall state fully the circllmstances, the price
offered or demanded and, in the case of method of disposal otherwise than
by sale, the method of disposal and thercafter, the employee shall act in
accordance with such orders as may be passed by the competent authority,

27. Prohibition to take part in politics, elections, ete.— No employee shall—

(1) ask for, accept or take part in the raising of subscriptions or  dopa.
« tions of any kind for any purpose whatsoever excepl with the spegific
order of the Managing Director and subject to the Bank’s instruction
in the matter;

(2) take part in, or subscribe in aid of, o1 4ssist in any way any political
activity in Bangladesh or relating to any political affairs of Bangladesh,

(3) take part in any election to Parliament or any local aithority in Bangla-
desh or elsewhere, nor canvass, use him inflience or in any way inter
fere with such election, or address electors in any manner of publicly
announce himslef or show himself to be announced Publiclyas a candj.
date or propspective candidate for any such election:

Provided that he may exercise his right ‘of voting at such election
but shall not give any indication whatsoever of the manner in which
he has voted or intends to vote,

(4) permit any person dependent on him or under his care or contro] to
take part in or in any way assist any activity or movement which g
or tends directly or indirectly to be, subversive to the Government
established by law in Bangladesh nor shall allow to act in g manner in
which he is not permitted to act; ]

(5) propagate such sectarian creeds, or take part in such sectarian contrg-
¥ersies, or indulge in such sectarian partiality and favouritism, as are
likely to affect his integ-ity in the discharge of his duties or to em-
barrass the administration or create feelings of discontent or. displeasyre
amongss the employees in particular and amongst the people in general;
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(6) indulge in parochialism, favouritism, wvichmisation and wilful abuse

@

()

©)

(10)

of office;

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

Except with the previous sanction of the competent authority empowered
by the Board in this behalf, or in the bonafide discharge of his
duties, participate in a radio or television broadcast or contiibute
any article or write any letter, either anonymously or in his own
name or in the name of any person, to any newspaper or periodical :

Provided that such sanction may generally be granted if such
broadcast or such contirubution or letter is not, or may not be consi-
dered likely to jeopardise the integiity of the emploves, fhe securi-
of Bangladesh or freiendly relations with foreighn States, or to offend
public order, decency or morality, or t0 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 liable and the Bank or the competent
authority shall not be liable for any consequence, leagl or otherwise,
that may follow from the broadcast, contribution or letter -

Provided further that no such sanction shall be required if such
broadcast or such contribution or letter is of a purely literary, artisti
or scientific character or connected Wwith sports;

make any statement of fact or express opifion 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 owg name
or in any public utterance on radio or television broadcast delivered
by him:

Provided that an employee, who intends to publish any document
under his own name or to deliver any public utierance op radio or
television broadeast containing statement in respect of which any
doubt as to the application ol the restrictions imposed by this clause
may arise, shall submit to the Bank a copy or draft of the document
which he intends to publish ar of the utterance or of the raido or
television broadcast which he dntends to deliver and may, with the
previous sanction of the Bank and subject to such alterations, if any
as the Bank may direct, publish the document or deliver the public
utterance on radio or television broadcast ;

unless generally or specially empowered by the Bank in this behalf
disclose directly or indirectly to other employees, t0 the press or to
any other person, the contents of any document or communicate any
information relating to the Bank which has come into his possession
in the course of his duties, er has ‘been prepared or collected by him
in the course of duties, whether fsom official soutces or otherwise :
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(11) give evidence before a public committee—

(a) in Bangladesh, unless he has first obtained the persmision of
th Managing Director; and :

(b) out ide 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

a4 statutory committee with power to compel attendance and the
giving of answers, nor to evidence given in judicial injuiries;

(12) without the previous sanction of the Bank, 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 daties as employee:

Provided that in granting sanction, the Bank shall ordinarily bear
the cost of proceedings or direct the employee to bear his own expen-
ses subject to the condition that if he obtains a decision in his favour,
the Bank may reimburse bim to the extent of the whole o1 any part
of the cost.

Explanation.— Nothing in this clause limits or otherwise affects

the legal rights of any employee to vindicate his private acts or
character.

CHAPTER IX
DISCIPLINARY ACTION

28. Punishment, ete., Grounds for penalty.— (1) Without prejudice to the
other provisions contained in these regulations, an employee who—

(3) commits & breach of the provisions of these regulations ; Or
(b) displays negligence or indolence in the discharge of his duties ;or
(c) does anything detrimental to the interest of the Bank ; or

(d) contravenes instructions issued to him in connection with his official
work : or

() commits a breach of discipline, or is guilty of any other act of mis-
conduct or insubordination : or

(f) is convicted of any offence involving moral turpitude ; or
(g) in the opinion of the compstent authority—

(D) is inefficient or has ceased to be efficient whether by reason of
infirmity of mind or body; or _
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(ii) having on two or more consecutive occasions, failed to pass ina
Departmental Examination specified for the purpose of main-
taining or raising general efficiency ; or

(iii) having, without reasonable cause, failed to appear in any such

Examination as aforesaid, or otherwise, and is not likely to recover
his efficiency ; or

(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

ik) is engaged or is reasonably suspected of being engaged, in subversive
activities or is reasonably suspected of being associated with others
engaged in subversive activities and whose retention in service is,
therefore, considered prejudicial to national security ; or

() 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 promotion or financial advancement;

(iii) stoppage for a specified period, at an efficiency bar in the time
scale, otherwise that for unfitness 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 Bank by the
employee.

{(B) Major Penalties :

(i) reduction to a lower stage in a time scale of pay ;

{ii) reduction to a lower post;

(iii) compulsory retirement ;

{iv) removal from service ;

(v) dismissal from service.

Explanation.—Without prejudice to the generality of the term

“misconduct” includes, for the purpose of these regulations, the follow-
ing acts of omission and commission :—

(i) insubordination alone or in combination with others, to any
lawful or reasonable order of superior ;

(i) theft, fraud or dishonesty in connection with the Bank’s business
or property ;
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(iii) damage to or loss of the Bank's goods or property ;

{iv) habitual late attendance ; habitual leaving early for, or returning
late from, lonch break ;

{v) absence from doty withont permission ;

(vi) drunkenness, gambling, riotous, disorderly or indecent behaviour
while on duty ;

(vii) sleeping while on duty ;

(viii) collection, or canvassing for collection, of money within the
Bank premises for any purpose not approved by the competent
Authority ;

(ix) striking, picketing or agitation in any other form within the Bank
premises and in places where it is lawfully prohibited ;

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

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

(xii) holding of meetings within the Bank 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 Bank as may be directed by the competent authorityin
or outside Bangladesh ;

(xiv) habitual indiscipline and leaving of work without permission,
disappearance from the seat or work without permission, during
the duty hours ;

(xv) unanthorised use of the Bank'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 ;

(xviii) breach of the Bank's regulations, standing orders or instructions ;

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

(xx) writing anonymous letter, or criticising the superiors and mis-
behaving with the superiors;

(xxi) threatening or intimidating any employee within or outside the
Bank premises.

(2) The power of awarding punishment to the employees shall vest in the
gompetent authority: :

Provided that no authority subordinate to that by which the employee was
appointed shall be competent to impose on him any major Denalty.

(3) An employee against whom disciplinary action is proposed to be taken
under sub-regulation (1) may be placed under suspension 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
jn writing, require him to proceed on such leave as may be admissible to him
from such date as may be specified in the order.
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{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 in any business.

(5) During the period of susrension, an employee shall be entitled to subsis-
tence grant at the rate of one-half of his substantive pay, and shall not be
entitled to any other facility or benefit except the medieal and housing facility

in cdse he is occupying a hired or other accommodation provided by the
Bank.

(6) When the suspension of an employee is held to have been unjustifiable
or not wholly justifiable, or when an emnloyee who has been compulsoily
retired, removed, dismissed or suspended is reinstated, the puniching, appellite or
revising authority may giant to him for the period of his absence from duty—

@) if he is honourably acquitted, 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 allowanee
of which he was in receipt prior to his retirement, removal, dismissal; or

(b) if otherwise, such proportion of such pay and allowances as the
punishing, appellate or revising authority may determine.

Explanations—

(1) In a case falling under clause (), the period of 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 he so treated unless the punishing, appellate or
revising authority so directs.

(2) When, on reinstatement of a suspended employee, the period of
suspension is treated as leave, the peiod shall be dehited to his
leave account. In case of leave other than extraordinary leave,
subsistence pgrant already allowed shall be adjusted against leave
salary. When the period of suspension is treated as extraordinary
leave, subsistence grant allowed shall not be recovered.

(3) The period of absence of an employee on reinstatement in service
after wrongful retirement shall be treated as a period spent on duty

and he shall be entitled to pay and allowances as admissible under
clause (a),

(T) Where it is decided to proceed against an employee on the ground
of inefficiency by reason of infirmity of mind or body, the competent authority
may, at any time require the employes to unde'go medical examination by a
Civil Surgeon or a Medical Board, as may he specified, and the report of the

Civil Su-geon or the Medical Board shall form part of the proceedings against
the employes.

(8) If an employee refuses to undergn medical examination under sub-regila-
tion (7), his evasion or refusal may, subject to the conside-ation of any g-ounds
he may give in support of it, be taken into consideration ggainst him as

showing that he had renson to believe that the result of fhe examination would
prove unfavourable to him,
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(9) No order awarding a major penalty shall be passed without the charge
or charges agiinst the employee being framed in writing and given to the
said embdloyee so that he shall have reasonable opportunity within a period of
seven days to answer in writing or in person, as he p.efess, and in the latter
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 s a
difficulty in observing the requi ements, and these may be waived without injustice
to the employee, and in all cases whee the requi ements of this sub-regulation
are wajved, the reason for doing so shall be reco.ded in writing:

Provided further that in a case wherean offence of misconduct is detected
in the course of its commission or is so fresh and its ci cumstances are so
clear that to serve the employee concerned with cha-ge is pue pretentiousness,
it will be just compliance with this sub-regulation if the competent authority
demands immediate explanation and issues order describing the offence as mis-
conduct and awards punishment. E

(10) When an employee is to be proceeded” agiinst under sub-regulation
(1) and the competent autho ity or such officer as may be empowered by
it is of opinion that the allegitions, if established, could eall for a minar
penalty, the competent authority or the officer, as the case may be, shall—

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

(b) consider the explanation of the accused, if any, submitted within the
specified tme and, afier giving him an opportunity of being heard in
r.n‘::su:nn(rilEI may award any of the minor penalties, specified in sub-regula-
tion (1):

Provided that the competent authority or the officer, as the case may be
may, in suitable cases, appoint an officer senior in rank to the accused to
inquire into the allegat'ons and submit his findings within a specified tims
for the con ideration of the competent authority or, as the case may ‘hr-.
the officer before passing the final order in the case.

1) When an omployee is to be proceeded against under sub-ragulation
(1) and the competent authnr!ry is of opinjon that the allegations, if estab-
lish»d, would call for a major penaltys the following procedure shall be
pbserved, numelyi—

(a) The competent authority shall—

(i) freme a charge and specify therein th- penalty propnsed to be
imposed, communicate it to the employee (herein. ter cylled tha
accused) together with a statemsnt of ths allegzations on which it is
b sed and of zny other circimst nces W ich the competent autho-
rity proposes (o take jnto consideration when pussing orders gp
the case ; and 3
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(ii) require the accused to submit within seven days from the day the
charge has been communicated 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 person.

(b) If the accused so desires, or if the competent authority so directs, an
; Inquiry Officer or a Board of Inquiry to be appointed under sub-regu-
Iation (13) shall hold an inquiry at which oral evidence shall be heard
as to such of the allegations as are not admitted and documentary
evidence relevant or material in regard to the charge shall be consider-
ed. The accused shall be entitled to cross-examine the witnesses against
him, to give evidence in person and to have such witness called for
the defence as he may wish. The person presenting the case in sup-
port of the charge shall be entitled fo cross-examine the accused and
the witnesses examined in his defence:

Provided that the Inquiry Officer or the Board of Inquiry may, for
reasons to be recorded in writing, refuse to call a particular wilness
or' to summon or admit a particular evidence.

(c) The competent authority may nominate any person to present the case
in support of the charge before the Inquiry Officer-or the Board of

Inquiry.

(d) The proceedings of an inquiry under this regulation shall contain a
sufficient record of the evidence and where an Inguiry Officer or a
Board of Inquiry is appointed, also the report of the findings of such
officer or Board and the grounds therefor.

(c) After the competent authority or, in cases where the Board is the
competent authority, the Managing Director, having considered the
report and arrived at a provisional conclusion in regard to the penalty
to be proposed the accused shall, if the penalty proposed is any of
the major penalties, be supplied with a copy of the report and asked
to show cause within a specified time, which shall not ordinarily exceed
one month, against the particular penalty proposed to be inflicted; and
any representation submitted by the accused in this behalf shall be
taken into consideration by the competent authority before passing
final orders.

(12) Nothing in sub-regulation (10) or (11) shall apply to a case—

(a) Where the accused is dismissed or removed from service or reduce in
rank on the ground of conduct which has led to his c¢onviction ofa
criminal charge; or

(b) Where the competent authority dismisses or removes the accused from
service or reduces him in rank is satisfied that for reasons to be recorded
in writing, it is not reasonably practicable to give the accused.an
epportunity of showing cause,

. (13) (#) 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 t9 the person
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procceded against to be Inquiry Officer and conduct the proceedings and may also
specify a time limit within which the inquiry should be completed by the In-
quiry Officer unless prevented by very special circumstances to be recorded by
him in writing.

(b) The Inquiry Officer shall bear the case from day-to-day and no adjourn-
ment shall be given except for reasons to be recorded in writing. Every adjourn-
ment, with reasons therefor, shall be reported forthwith to the competent
authority. No adjournment shall be given for more than a week.

(c) If the Inquiry Officer is satisfied that the employes proceeded against
is hampering or attempting to hamper the progress of the inquiry, he shall
administer 8 warning, and, if thereafter he is satisfied that the accused is acting
in disregard of the warning, he shall record a finding to that effect, and proceed
to complete the inquiry in such manner as he thinks best fitted to do subs-
tantial justice.

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

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

(14) (a) An employee compulsorily retired shall, except as hereinafter pro-
vided, be cntitled, subject to the order of the Board, to such retirement benefits
as would have been admissible to him on the date of retirement under provi-
sions of the regulations as applicable to him if he had been discharged from
service on account of the abolition of his post withount alternative suitable
employment being provided:

Provided that where the compulsory retirement follows a period of suspen-
sion ordered under sub-regulation (3), such retirement benefits shall be admis-
sible only for the period of service rendered excluding the period of suspen-
sion:

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

(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 retire-
ment benefits including benefits accruing from the Bank’s contribution to the
. Provident Fund of the Bank,

(15) (a) Where the services of an employee to whom these regulations
apply are lent to another Bank or to any other local authority, in this sub-
regulation referred to as the borrowing authority, the borrowing authority shall
have the power of the competent authority for the purpose of placing him
under suspension and of initiating proceedings against him under these regula-
tions: :

Provided that the borrowing authority shall forthwith inform the authority
which had lent his services, hereinafter in this sub-regulation referred to as the
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lending authority, of the circumstances, leading to the order of his suspension
or the commencement of the procesdings, as the case may be.

(b) In the light of the findings in the proceedings taken against the
employee in terms of clause (a), if the borrowing authority is of opinion that
any of the penalties specified in sub-regulation (1) should be imposed on him,
it shall transmit to the lending authority the record of the proceedings and
thereupon the lending authority, may, if it is the competent authority, pass such
orders thereon as it deems necessary or, if it is not the competent authority,
submit the case to the competent authority which shall pass such orders on
the case as it deems necessary.

(c) The competent authority may make an order under this sub-regulation
on the record of the inquiry transmitted by the borrowing authority or after
holding such further inquiry as may deem necessary and in passing such order,
fiq;_{il, {ifi }it becomes necessary, comply with provisions of clause (e) of sub-regu-

tion(11).

CHAPTER X
APPEATS AND REVIEW

29. Appeals, ete.—(1) An officer on whom any of the penalties mentionedin
regulation 28 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: and, in both
the cases, the Board shall refer the appeal or, as the case may be, application
toa committes consisting of at least two Directors one of whom shall be the
Managing Director and the Committee shall consider the appeal or, as the case
may be, the application for review and submit its recommendation to the Board
for final orders.

(2) An employee other than an officer on whom any of the penalties
mentioned in regulation 28 has been imposed may prefer an appeal 1o the
competent authority and such competent authority shall be the next higher
authoriry to that which imposed the penalty. The order of the appellate
guthority shall be final.

(3) Where the officer making an appeal or, as the case may be, application
for review, or the employee muking the appeal, so desired, he shall be heard
in person by the Committee or the authority compelent 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 relied 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 was received
(c) specify the relief desired;
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(d) be submitted through the employee’s immediate superior or, if he is not
in service, through the officer under whom he served last:

(¢) addressed to the Board or the appeallate authority by designation,

(5) An appeal or an application for review may be withheld by the autho-
rity passing the original order if—

(2) 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 circumstances which afford grounds for reconsi-
deration;

(d) it is not preferred by him within one month of receipt of the order
against which the appeal or application for review is made and no
reasonable cause is shown for the delay; or

(e) it is addressed to an authority to which appeal or an application for
review lies under those regulations,

(6) In every case in which an appeal or application for review is withheld
the authority concerned shall inform the applicant or, asthe case may be the
applicant of the fact of withholding of his appealor application for Teview
and the reasons for withholding it.

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

(8) No appeal shall lie 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 arpeals, the comments of the
authority against whose order the appeal has been filed,

(10) An appeal or application for review shall not be addressed to Directors
personally and any such action may be deemed to be a breach of discipline
punishable under regulation 28,

CHAPTER X(A)
SUSPENSION WHEN IN CUSTODY, ETC.

29(A). Suspension when in custody, efe.—An employee who has been taken
into custody under any law for the time being in force shall be plaicea under
suspension on and from the date on which he has been so taken, and an
employee released on bail shall be deemed to have taken into custody for the
purpose of this regulation.
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CHAPTER XI
LEAVE

30. Leave.—(l) Leave is carned by duty only. For the oses of these
regulations, the period spent on deputation shall count as dutjl::.urp

(2) All applications for leave shall be addressed to the competent authorit
and shall be submitted through the proper channel. & y

(3) Leave cannot be claimed as a matter of right, and leave addmissible
under these regulations, may be granted by the competent authority who may
refuse leave, grant leave for a shorter period than applied for, revoke leave of
any description and recall an employee before the expiry of his leave. '

(4) All employees shall resume duties on the expiry of leave as initially
granted or as subsequently curtailed or extended. Overstayal of leave may
entail punishment jncluding dismissal from service. An employee on leave shall not
accept any employment or office of profit.

(5) Before procesding 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 other-
wise, report in writing his return to duty to his immediate superior as the
place where from he proceeded on leave.

(T) An employee who was granted leave on medical ground shall not return
to duty without first producing a certificate of fitness from the Medical Autho-
rity specified by the Bank 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 Bank before the expiry of the leave already sanctioned, the Managing Direc-
tor 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 Bangla-
desh to the place of duty in Bangladesh and to count the time spent on the

journey as on duty. .

(9) Unless permitted by the competent authority to do so, an employes on
leave may not return fo 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.

41, Ordinary leave.—(1) (2) Every employee shall earn ordinary leave on
full pay at the rate of one eleventh of the period spent on duty, that is, ons
day for every eleven days of duty, and theleave shall be credited to his leave
account and the maximum that can be accumulated shall bo four months.
Any period in excess of four months shall be credited to a separate item in the
leave account and may be allowed on full' pay on medical certificate or for
the purpose of pilgrimage of any religious purpose, education or rest and
recreation outside Bangladesh or in the case of leave preparatory to retirément,



THE BANGLADESH GAZETTE, EXTRA., NOVEMBER 27, 1983 8481

(b) The amount of leave on full pay that may be taken at any one time
ghall not exceed four months, This limit may be raised to six months when
the 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 recreation
putside Bangladesh or in the case of leave preparatory to retirement,

(2) Leave on half pay.—Leave on half pay shall be earned at the rate of
one-twelfth 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 certificate up to a maximum of 12 months
into full pay during the whole period of service. The conversion shall be
allowed at the zate 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 pranted to a permanent employee on half pay upto a
maximum of twleve months during his whole service if it is on medical certifi-
cate or three months during this whole service if it is not on medical certi-
ficate. 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 expira-
tion of a fresh period spent on duty sufficient to earn a credit of leave equal
to the period of leave which he took before it was due. The accumulation of
Ieave on full pay together with leave that may be carned subscquent to his
return from advance leave, shall remain unaffected but cannot be utilised except
to the extent it exceeds half the period of unadjosted advance leave.

Note—Advance leave {5 not admissible to an employee who is not a permanent employee.
In exceptional cases, the competent authority, if it is satisfied that the employee has reason-
able Dmﬂﬁﬂ of retuming to duty and of eaming the lsave on subsequent date, may sanc-
tion such [leave to an employee who has completed at least five vears' continuous  service
against a regular post on the same condition asis applicable to & permansnt employes.

(4) Leave salary.—(a) Leave salary during leave on full pay shall be -equal
to the pay which the employee was drawing before proceeding on leave or the
average of pay drawn during last twelve complete months preceding the month
in whiclh 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 (z).

. (©) Leave salary shall be drawn in Bangladesh currency in Bangladesh
irrespectiva of the country in which the leave is spent.

Nam.—_'l'l:m Government may, on the recommendation of the Managing Director, permit an
employes in an exceptional case to draw leave salary or a portion thereofin  foreign exchanps
:Iu m;ﬂ;ict of leave spent outside Bangladesh on such comditions as the Government may

eem

(5) Maximum leave.— The maximum amount of leave that may betaken at
any one time other than in combination with leave without pay shall be one
year. If supported by medical certificate, the limit of the one vear may be
extended up to two years.

Note.—In case of conversion of leave on half pay into lIeave on full pay on medical
certificate, the maximum amount of leave shall be calculated on the cxtent of leave on half
pay so converted and debited to leave account and not on the actual peried of leave enjoyed
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{6) Leave without pay.—(a) Leave without pay may be granted to an
amployee in special cicumstances 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 including otlier leave taken in combination does not
exceed the maximum of five years at any ong time,

W

(b) In case of a temporary employee who has not completed five years
gontinuous service, the duration of leave without pay at any one time shall not
gxceed three months:

Provided that this restriction of three months shall not apply to a temporary
employee who is permitted to unde go training in or outiide Bangladesh after

ex~cuting a bond to serve the Bank for a period of five years on return from
such leave,

(c) The authority empowered to grant leave may commute retrospectively
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, :

32. Special disability leave.— (1) {a) Subject to the conditions hereinafier

specified, the competent authority may g ant special disability leave to an employee
who is disabled by injury intentionally inflicted or caused in, or in con-

sequence of, the due rerformance of his official duties or in consequence of
his official paosition, .

(b) Such leave shall not be g-anted unless the disability manifested itself
within three montlis of the occurrence to which it js attributed, and the perscn
disabled acted with due promtitude in bringing it to notice, provided
tat if the competent authority is satisfied as to the cause of disahility, such
leave may be g-anted in cases where the disability manifested itself more than
three months after the occurrence of its cause.

(c) The period of leave granted shall be such as is cerfified by a Medical
Board to be necessary; it shall not be extended eXcept on the certificate of a
Medical Board, and shall in no case exceed twenty-four months,

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

(¢ Sush leave may be granted more than once if the disability is Aggrava-
ted 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 ona
disability.

(f) Such leave shall be counted as duty in caleulating  service for retire-
wment, gratuity or pension (if applicable in case of any employee of the Bank),

(2) Special disability leave is not debited to leave account but when an
employee entitled to special disablility leave prefers to take such leave in
excharge of ordinary leave, that 15, leave on full pay or leave on half pay

or both earned by bim, half the period of such leaye shall be debited to
his leave account, i
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() Leave salary duing such leave shall be equal to—

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

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

(D The leave salary shall be equal to full pay.

(iY Tm the case of a person to whom the Workmen’s Compensation Act,
1923, applies, the amount of leave salary payable under these regulaticns 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 average pay under this regulation, “regular leave'’, if combined
with special disability leave, may extend to eight months and to ten months if taken on
medical certificate,

(2) The application of the foregoing provision of sub-regulation (1) may be
extended to an employee who is disabled by injury accidentally in, or in
consequence of, the due performance of his official duties or in concsquence
of his official position or by illness incurred in the performance of any parti-
cular duty which has the effect to 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 character
or in the circumstances of its occurrence as io justlfy such unuspal
treatment as the prant 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 the amount
of spﬂ;&:ml disubility: leave grautﬁd on full pay may be less than four
mon

33. Stuody 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 Director to an employee
who is in continuous service for a peirod of five years or more to enable
him to study scientific, technical or similar problems or to undergo a special
course of instruction, in or out of Bangladesh, on such terms and conditions
as the Board may specify.

(2) Such study leave may be granted by the Board in exceptional cascs
only when the particular course of study or training is considered absolutely
niecessary for due discharge of his official duty and the particular feld of study
or training is not covered by any training scheme offered by any institulion,
University or any Inlerpational aid-giving agency, or foreign Geove:nment in
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(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 20 abroad for study or trafning on his own accord, he
cannot claim study leave, IF, however, the Board thinks that the particular field of study
has relation to his official duties and he can be spared, he may be allowed ordinary leave,
including l=ave without pay, admissible under this regulation.

34. Quarantine leave.—Quarantine leave is leave of absence from duty
necessitated by orders not to attend office in consequence of the presence of
infectious disease in the family or household of an employee and such leave
may be granted by the competent authority on the certificate of the authorised
Medical Officer or Public Health Officer for a period not exceeding 21 days,
or in exceptional circumstances, 30 days, Any leave necessary for the purpose
exceeding this period shall be treated as ordinary leave as may be due. Qua-
rantine leave may also be granted, where necessary, in continuation of other
leave subject to the maximum amount of leave admuissible under this regulation,
No substitute shall be appointed in place of an employee absent on quarantine
leave. An employee on quarantine leave is not treated as absent from duty.

Note—(1) Chalera, Small-pox, Plague, Diptheria, Typhus fever, Measles, Mumps and
Cercbro-spinal, Meningitis may be: considered as infections disease far the purpose of this
regulation, In the ease of chicken-pox, quarantine leave shall not be granted unless the certify-
ing authority considers that because of doubt as to the nature of the disease whether chicken=
pox or small-pox there is reason for grant of such leave.

() Where there is no provision for leave reserve, the authorities havin the power to
make appointment to the Posts under them may, however, sanction a su ftute for an
absentee on quarantine leave in unavoidable circumstances provided that absence does not
?f’iﬂd I.Ell} days and the absentee does not hold a post on the time scale higher than Taka

—610.

33. Matemnity leave.—(1) The competent authority may grant to a fomals
employee maternity leave which is not debited apgainst 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 confine-
ment, whichever is earlier, The grant of maternity leave is, however, subject to
the condition that the fomale employee has been in service of the Bank for
at least nine months immediately preceding 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 con-
tinuation of medical certificate, may be granted in continuation of maternity
leave if the request for its grant be supported by a medical certificate,

36. Casual leave,.—(1) Casual leave means g leave of absence for a very
short period granted to an employes 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) Casual leave may, subject to the exigencies of service, be granted to

an employee by the competent authority up to a maximum of fifteen days in a
galendar year (but not for a period or periods exceeding 10 days at -a _tims),
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(4) No formal order of 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).

(3) Casual leave shall not be cumulative and may only be availed of during
the calendar year to which 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 fo cause evasion of rules
regarding—
(a) date of reckoning pay and allowances,

(b) change of office, .
(c) commencement and end of leave,
{d) return to duty, or

(e) extend to term of leave beyond the time admissible’ under this regula-
tion.

(7) Casual leave may be taken in continuation of, and in combination
with, holidays including Sundays and if holidays and Sundays intervene two
spells of casual leave the entire period (including holidays) shall be reckoned
as casual leave, provided that the total period for which casual leave is admis-
sible 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 casze casual
leave is extended and the total period (including the period for which casnal
leave was originally granted) exceeds the period of which casual leave is due
and admissible in one spell, the entire period shall be commuted into ordinary
leave as may be due and into leave without pay; if no other leave is dus,

(9) Casual leave cannot be taken in combination with joining time,

(10) Casual leave granted in one spell may cover two calendar years, pro-
vided that, the mgximum limit for such leave in ongs spell does not excead
the limit and the period 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,

Note.—Wilful extension of casual leave without sufficlent reason 10 justify the same ma
considered as miscond ict fur the purpose of these regulations, o ]

37. Leave procedure.—(1) The leave account of an 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 auothority may determine,

Note.—When an employee other than an cfficer is appeinted to  cfficiate in a Post
of ufficer, his leave account may be called f.r by the | ficer ag competent in respect
of the latter post and if he is reveried t. his original pust, the Teave accoimt should be
seni back to the head of the (ffice goncerned. v ben an  emplorce officisting in a
post of an officer proceeds un leave and if he is likely to return 10 a Post of
officer on the expiry of said leave, he will continue fo be treated as an officer

during leave,
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(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
officer himsell certifies, along with the application for leave, that the leave
applied for is due to him, the sanctioning authority on verification from the
records available with him, if satisfied as to the admissibility, may sanction
leave on full pay up to a maximum of 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) Every application for leave or for an extension of leave shall be sent
to the acthority competent to sanction the leave through the immediate superior,
if any, of the employee applying for leave. In case of an officer applying
for leave not exceeding four months on full pay, application 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 account.

(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 Bank or
any other Medical Authority specified by the Bank 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 ﬂ.l.IT.I'l‘l:JriL}f in the usual course, If ths
application for leave does not cover a period of more than four months in
all, the competent authority may sanction leave without further reference to
any other Medical Authority. If, however, the total duration of leave,in pne
spell exceeds four months, the competent authority may refer the case fora
second medical opinion.

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

Note—The competent authority in doubtful cases may, however, refer the cases of leave
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 seivice should be recorded in the medical certificafe,

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

(10) An application for extension of leave on medical grounds bydn em-
ployee on leave out of Bangladesh shall be accompanied by a certificate from
two medical practitioners, duly countersigned bya Gazetted Officer of the B ngl -
desh Mission, who will corroborate the signatures of the medical praciitioners,
The ce:tificatt must desc.ibe in full details the nature of the disease and the
condition of the employee.
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38. Consideration for granting leave.—In case where all applications for
leave cannot, in the interest of the service of the-Bank, be granted, the com-
petent 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 [leaves;

(d) the fact that any such applicant was compulsorilyTecalled from his
last leave;

(e) the fact that any such applicant has been refused leave in the intsrest
of the Bank.

39. When leave shall not be refused.—When a Medical Officer of the
Bank or any other Medieal Authority so specified has reported that there is no
reasonable prospect that a particular employee will ever be fit to return to
duty, leave should not nacessarily be refused to such an employee, It may be
granted, if due, bya competent authority on the following conditions :— '

(a) If the Medical Officer of the Bank 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 a
second I':1]11:u:li4:,.ul opinion or to a Medical Committee if so specified by
the Bank.

(by If the Medical Committee declures the employee to be completely and,
permanently imcapacitated for further service, the employee should
except as provided in clause (¢), be invalided 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 date of the
Committee’s report.

(c) An employee declared by a Medical Committee to he completely and
permanently incapacitated may, in special case, bs granted leave, or
an extension of leave, not exceeding six months as debited against the
leave account, if such leave be due lo him. Special circumstances
justifying such treatment may be held to exist when the employes's
break down in health has been caused in and by the service in the
Bank, or when the employee has taken a comparatively small amount
of leave during his service or will complete at an early date an addi-
tional year’s service for retirement, gratuity or pension (if applicable
to any emploves of the Bank),

Nores—{1) A report from & Medical Officer shall be accepted for the purpose of leave
under this regulation in cases where such a certificate i3 deemed sufficient for granting invalid
pension (if applicable to any employes of the Bank).

{?) Leave should not Be granted to an employes who ought at omce to be dismissed
from the service of the Bank for misconduct or general incapacity.

40. Posting orders.— On return from leayve exeeeding two months, an Oficer
must obtain orders as to his posting. On return from leave not exceeding two
months, 2n officer may normally resume the duties of the post which he held
before going on leave unless he receives orders to the contrary.
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SCHEDULE 1
(See regulation 3)
CLASSIFICATION OF POSTS
Category. Designation,

A, Officers :

ing Officers Deputy General Manager.
e Assistant General Manager.
Senior Principal Officer.
Principal Officer,
Senior Officer,

Officer.

Chief Cashier,
Inspector of Stocks,
Assistant Public Relation
Officer.

B L L i

3. Non-Banking Officers

P

B, Other Employeces:
1. Banking Staff 1. Sulf:»ﬁccmmtant.
= (with Power of Attorney)
Senior Assistant,
Junior Assistant.

L3 ko

2, Non-Banking Staff:

(a) Cash Stafl Head Cashier,"Grade-1.
Head Cashier, Grade-II,

Assistant Cashier,

L

(b) Godown Sfaff Godown Inspector.
Senior Godown Keeper.

Godown Keeper.

L0 hd
e

{c) Security and Messengerial Staff Asgistant Caretaker,
Jamader.,

Armed Guard.
Godown Rakkhi.
Messenger (Peon).
Farash.

Ooh B

[
-

Personal Assistant
(not Stenographer)
Steno grapher,
Stenotypist.

Typist.

Telephone Operator,
Receptionist.
Driver,

Daftary.

Sweeper,

Mali,

(e) Engineering and Technical Staff .. Electrician,

(d) Other Staff

SLEanL s LN

j—
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SCHEDULE It
[See regulation 9(2)]
DECLARATION OF FIDELITY AND SECRECY

o e i e e e s a0 S hErehy. - solemniy Cdeclanes
that I will faithfully, truly and to the best of my judgement, skill and ability,
execute and perform the duties required of me 85. .. ... e vvois v o sirsne v nOF
BRE v Bank and. which properly selate to my offies
or position in the said Bank,

I further declare that I will not communicate or allow to be communicated
to any person not legally entitled thereto any information relating to the affairs
of the Bank nor will I allow any such person to inspect or have access.to

any books or documents belonging to or in the possession of the Bank and
relating to the business of the Bank,

STEmaiire . L e e e

DESIONOTION . o s vinsin sow man nin3om 2

Signed before me:



THE BANGLADESH GAZETTE,, EXTRA, NOVEMBER 27, 1983  §502(¢)

SCHEDULE 1V
[See regulation 17(1)]
(i) MName: o 1
(1i) Height Weight Chest
(iii) Tdentification mark:

(iv) Permanent address and
present address:

Telegraph Office:

{v) Father's/Husband's name,
address and occupation:

(vi) Date of birth:

{(vi) Place of birth:

fviii) Nationality:
{ix) Marital Status:
Single

Married
Widow/Widower

(x) Academic qualification with
division (class and year of
passing and the institution
attended):

(xi) Training received:

(xii) Language known:

(xiii) Particulars of previous
employment:

(xiv) Date of joining in the
Bank and post:

(xv) Particulars of appointment
in the Bank:

(a) Name of the post:

(b) Date of appointment:
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{c) Whether temporary,
substantive, officiating or
permanecnt:

(d) Scale of the post:

(e) Substantive pay:

(f) Pay drawn:

(z) Fringe benefit:

(xvi) Rewards and punishments:
(xvii) Record of leave:
(xviii) Provident Fund Account No.
(xix) Advance given:

{xx) Reasons for leaving the

Bank (Resignation, Retire-

ment, Termination, Dis-

missal, ete.).

MNotes : (1) After the entries (i) to (xiii), the emiplovee shall put his signature in con-
firmation thereof.

[

(2) Entries in respect of particulars of appointment in the Bank, reward
angd Dunishment, record of leave and reasons fof leaying shall be
attested by the authorisea offcer.

By order of the Board of Directors

S. M. AFANOOR

Managing Director,
Uttara Bank.

Xrinted by l{h;mdk:.-r Obaidul Mugtader, Deputy Controller, Bangladesh Government Press,
Dihaka.
published by the Assistant Contraller, Bangladesh Forma and Publications Office, Dhaks
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