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LEAVE POLICY

OBJECTIVE

The objective of the policy is to provide guidelines on availing leave
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CASUAL LEAVE: Every emplogkecwilbbe entitled 34days casual leave for

0 .
staff in everyCalendar year of service.

s possible with prior approval of the
HOD.However, in case it is not pd‘s\f to do so, the employee should inform
the HODand submit the casual I k application immediately on resuming
duty.Casual leave cannot be accumdfa;te!d un-availed leaves will lapse at the end
of the Calendar Year.Casual leéve can be prefixed or suffixed with
holiday/weekly off. However suchHolidays occurring during the period of

casual leave will be counted as part ofCasual leave. All employees will be
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SICK LEAVE:

Every employee will be entitled 12 days sick leave in a year, on grounds of
sickness of accident in case. An employee availing sick leave due to prolonged
illness should give the probable date of resuming duties to consider his/her
request for leave by the HOD Sick leave can be accumulated up to 30 days.
Sick leave can be pret/'xxéi@@%é% @ S A‘\i‘days/weekly offs, However,
such holidays occurgiﬂ@{in’g/ ‘
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erio lea@will be counted as part of

sick leave.The empIo has/tg” submit Medical C l tficate from a Registered
; / = |
MedicalPractitioner if availing sick Jea e than 03 days.
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MATERNITY LEE\ %

Maturity leave for a period of 90 days can be avz@ed of bywomen employees.
. F 97 MO
The same will not be sanctioned/8%-&ee\than2 occasions. Before proceeding
on maternity leave the iﬂdi:V&dﬁTWﬁ@éfﬁéd \yilgléve toproduce certificate from
the doctor indicatirg the \Erog)éﬁ@%%?emg?) W@Qlﬁi\ifve { ’b;sedon which she will b
g the probable. fate @%ﬁ Ty, ich she will be

sanctioned maternity leave as indicated dbove. Any further leave required after

the expiry of the maternity leave f e adjustedagainst sick leave, in which

case the request for extension may|be “ considered. Subject to furnishing of
medical certificate from a registered medical practitioner.Probationers have to

complete six months of service so as fb be entitled formaternity leave.
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COMPENSATORY OFF:

Compensatory off is granted to those employees who work ontheir weekly off /
holidays as well as contmuous double sh;ﬁ In order to meet employees working
on their weeklyoff/fixed ho&idays “will be penmn;ed to avail compensatory off.

The compensatory off h@o be@ OT momhs of having worked on
theweekly of/ Fixed hoﬁday/c/mnnuous double shxﬂ./f ~Compensatory off can be

availed only with pI'lOIsECl'D’]lSSlOﬂ of I;I\OD/f 23
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12 days in a calendar S/ear out of which Repubhc Day May Day, Independence
Day and Gandhi Jayanth1 w1lI“ 'bevm‘andatory holldays The balanceeight
holidays will be detennmed. ’ay the m_anagemembased on recommendations. The
state  Govt. notification - in ‘é@::l;tmgjhohdays should be considered
whilefinalizing the same.The hst of Eghdays will be published by HRD in the

month of July for thesucceeding year]:xxed holidays will be prefixed or suffixed

\ ///
with sick/casual leave. \\u
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PROCEDURE TO AVAIL LEAVE:

An employee shall apply for leave in leave application form mentioning reason.

The same will be forwarded to the concerned Reporting Authority for necessary

Approval. In case an employe%@hw ® Wel approval leave he/she should

\ e seek theapproval of the Q@D on an a pltcaﬁ@ d submlt the same to the
HRD. Theapphcatlon sh\gﬂﬂd be’s "il‘wmm 2__4@ur$ of the availing dates.
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LEAVE WITHOUT P‘Y %::

In case an employee ex@usts all his/her leave, @/she may begranted leave

without pay in special cases a? t@&@@g@@m of thepr1nc1pa1 All Departments
and employees should adhere to the. leave. pohcy for a.properwork schedule.

Leave records should be metlc’@?&).@ﬂ(@ﬁiﬂ‘fgm(% / updated byHRD.
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