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5 Fo help them solvmU their health problems. %5 T :
6. To facﬂntate employees in fulﬁllmg the1r rel1glous obl1gat1ons
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- This policy i 1s apphcable t0 all emploprees of WM&DC" Abbottdbaa { ‘
' IBE,

LEAVE;ENTI'TLEMENTS'. o

1. Casual Leave S i RO ‘
5 - a. All'employees shall'be: entnled to a maximum of 3,54 days casual leave 1n a  calenda
@ and casual leave not availed till 31* December will be lapsed.
b Casual leave shall not be accumulated.
o It shall not be mandatory to speclfy the 1easons for which leaye is apphed b

2 Slck Leave

shall not be refused 1ssued by a reglstered med1cal practitioner.

~ Medical certificate must have,phys1c1ag:1 s registration No of PMC. \
2, 'Med1ca1 leave more than 7 days will be subJect to the medical board
competent authority, ., | By

L c | ‘Medical leave will be dedueted from casual and earned leave.

- Earned Leave ’ ' o
L2 Al emplq,yees are en'{;}tled toa ya11 a maximum of 1 ea.rned 1
b Earned leave if not avalled durmg th,e yean shall be accurnulate
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: b yees Jh&,\,ti\ s'%uc#yl, e&v for the purpose of pursumg iugher 1cati
Emplc?yees Jg*‘anté& 24 - months for a Master/Mp}pI degrees and 48 months

el an;mm two yea'x"s‘ 0 the mstltute hs mandatory to b'e e& lbIe
leave, g E T

‘ (it
d. Study leave sha]l be thhoutp

7. Spemal Leave Sy B m A PO/ A RS T R s = ST s .
a. A female employee 1S grante@days special leave on death of her husband.
5 . b., A male employee is granted 15 days special leave on death of his wife.

LhE CAl employees shall be entitled for 45 days Hajj leave once in service, and 20 days
* Umrah leave once in 3) years. : oy
N3
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LeqvethoutPay_. o e e e &

at Prmc1pal n consultatlon wrrh bther dlrectors is ent1t1ed to grant leave w1thout pay for
© tany length of time deemed mecessary. . W e bafsl Mgk
b.! Apphcant must apply élvmo the reasons for leave.wlthout pay.
c. | Extension of leave without pay is at dlscreuon of prmmpal ‘r
9. Facu]ty Leave ‘during preparation‘Leave of of students ; :
a. - During prep leave of students of a specific class (only basic sciences), half the faculty
~ shall be present and half the faculty shall be on leave for Y2 period of prep leave. After
2 penods the facu]ty who was present in initial % will avall leave and those who were
eon’ leave will be present iri the department.
b. All other 'staff of department shall be present in the department during prep leaves.
c. All other non teaching departments like IT , HR, Adm, finance, security, maintenance,
horticulture, janitorial etc will not avail prep leave.
d. As DME will be dealing with all medical and dental classes so DME will not avail prep
leave.
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GENERAL RULES A Fony) ; ‘

1. Ieave is not the right.of an employee rather it is a privilege.

2. Principal will be the leave sanctioning authority.

3. Employee proceeding on leave will mention his / her leave address and Tel No so that he /
she may be contacted in case of emergency.

4. HR department will maintain the leave record of all employees. ‘

5. Public Holidays and weekends falling between the leave penods shall be cou.nted in leave
days.

6. Leave application form will be used to apply for the leave.

7. Leave form duly filled will be sent to Principal through HOD.

8. Leave sanctioning authonty is fully empowered to dechne the  request of leave mentioning

"fehsoﬁs for declmc,, Sy in e Tans 73 pioten i i 1t ;;:.:.,.» DS el e e sa e T L FA SN i
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