i

|
|
|
1
|

SRI VISHNU EDUCATIONAL SOC;IETY &
DR. B.V. RAJU FOUNDATION

LEAVE RULES FOR THE REGULAR EMPLOYEES OF THE SOCI!?TY

GENERAL: | |
These Rules shall be called the ‘Sri Vishnu Educational %Society’ & ‘Dr. B.V. Raju Foundatjon’
Leave Rules. They shall be deemed to be hiave come into effect from 1% January 2016. They

shall be applied to all the employees, appointdd on regular basis, of various institutions underjthe
Society & Foundation. '

v
These rules can be modified, amended of rescinded by the Management of ‘Sri Vishnu
Educational Society’ & ‘Dr. B.V. Raju Foundatipn’ from time to time as its discretion as deemed fit.

The following kinds of leaves are available to the employees of the institutions managed| by
Society & Foundation.

Casual Leave
Special Casual Leave
Earned Leave
Medical Leave
Maternity Leave
Family Planning Leave
Compensatory Leave
Leave Not Due
Quarantine Leave
Extraordinary Leave
Sabbatical Leave

X TQOO 00T

» Leave of any kind cannot be'claimed rjs a matter of right and will be granted only at the -
sole discretion of Head of the Department / Head of the Institution. When exigencies| so

require discretion to refuse or revoke |leave of any description is vested with Autharity
empowered to grant it. '
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Any leave under these rules can be granted in combination with or in continuation of ¢

_ ny
other kind of leave, except casual leave,

\Y

No leave shall be granted beyond the ddte on which an employee must compulsorily retire.

%

Leave account of each employee should be maintained separately by the Head of the
Department / Head of the Institution.

> Unauthorized absence from duty not only results in cut in the emoluments for the perjod
but also considered as misbehaviour inv ting disciplin;ary action.
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An employee, on leave, cannot take up

/ any service or accept any other employment for
remuneration. ‘
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Application for leave on Medical grour
issued by a Registered Medical Practitic
Medical Certificate issued by any Reg
availing the leave. In case of any cont
by a Registered Medical Practitioner, t
Institutional Head shall be final. In cas
medical certificate is not required

Any employee on leave or on vacation
leave, in case of urgency and necessity
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Leave Encashment facility only for B
retirement. No other kinds of leaves are

In case of leave sanctioned by the
Department / Head of the Institution, t
Institutional Head / Departmental Head.

Except in case of Half Pay leave i.e,
intimation need to be given for sanctior]
leave is granted by the sanctioning auth
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Leave shall be applied in person in z
located at another place/location which

The person availing the leave for a long
documents / files of the important/ong
adjustments need to be done and in
ongoing work during the period of leave
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The leave address and contact num
mentioned in the leave application.

Salary deductions will be made in case
the Institution/Society during a calendar

CASUAL LEAVE:

(i)
(ii)

Total casual leaves to be granted s

Casual leave cannot be combined
leave. However, such casual Ie
Sundays. Holidays or Sundays fa
counted as casual leave. Any ba
calendar year.

ner. Fitness Certificate should also accompany

oversy pertaining to the Medical Certificate iss
he decision of the Medical Officer of the Soci

& of minor sickness (duration less than three dz

may be recalled to duty before the expiry of tt

amed Leaves is available only at the time
encashable.

ne leave sanction is subject to ratification by tt

being availed on Medical / Health grounds, pri
of leave and leave can be availed only after it

ority.

Il cases except when the reporting authority
s far away from the employee’s working locatior

er duration has to assign the work and hand ov

ping works to his colleague / subordinate. Wo
no way there should be any hindrance to t

bers during the leave period shall be clear

of excess leave availed and getting relieved fro
year.

hall not exceed 12 days in a calendar year.

with any other kind of leave except special cas
ave may be combined with holidays inclug

d shall be accompanied by a Medical Certific
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© spECIAL CASUAL LEAVE:

EARNED LEAVE:

10 days in‘a calendar year for teach
work, Seminars / Workshops, Examil
accumulated and nor combined with

t

special casual leave shall lapse with the calendar year.

MEDICAL LEAVE:

The Eamed leave admissible to a perm
staff shall be 6 days in a calendar yea
30 days in-a calendar year. The leave
credited with Earned leave every caleng

The earned leave at the credit of an
carried forward to the next year, subjec
plus the credit for the year does not exq
leave when the leave reaches the limit
at a time is 120 days. If the vacation stg
be added for every two days of atte
attendance of 240 days in a year for ge

For Vishnu Dental College, the earnéd
at a time. Earned Leave should be ap
advance. The holidays in between Eari

MATERNITY LEAVE:

The Medical leave / Half-Pay leave, ad
or Health grounds shall be 20 days for
limit of accumulated leave is 60 days.

Maternity leave is admissible to marrie
with at least one year of regular servi
granted maternity leave on full pay
commencement.

n
\erships, etc. Special Casual leave cannot L

anent emplo{yee declared as eligible for vacatic
r. For non-vaca

ar year i.e., January - December.

employee a?t the end of calendar year shall t
to the condition that the leave so carried forwa
eed 300 days. An employee ceases to earn sug
of 300 days.§ Maximum leave that can be gran\tﬁd
iff attends tog the duty during vacation, one EL
ndance. The jemployee should put in a minimu
tlting eligible ﬁor EL.

eaves may iae considered for sanction for 30 d
lied to the-competent authority at least 5 days
ned Leave will be counted as leave. The Minim

Earned Leaves should be availed for a period of 3 days.. -

riissible to a permanent employee only, on Medic
very year of
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g staff saj;nctioned only for attending to Ph.tl?.
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' EXTRAORDINARY LEAVE:

;xtraordinary leave shall be leave with
is by rule, admissible and the employs
leave. The duration of extraordinary lea

without medical certificate, 6 months

services of not less than one year on t
leave supported by a medical certificate
undergoing any professional training, pr

the extraordinary leave,

ovided the efmployee has completed three yearb. of
continuous service. Prior approval of the Managemlent shall be taken before sanctiorjing
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out pay and may be granted when no other leave
2e applies in writing for the grant of extraordinary
ve on any one occasion shall not exceed 3 months
vhere the efnployee has completed a continupus
1e date of e>:(piry of leave and the request for stich

and two years for the purpose of higher studie$ or

SABBATICAL LEAVE:

The sanction of the leave is sdbjectio;di

VACATION:

1. The vacation staff is eligible to avail up to a total number of 60 days (Maximur

vacation) in an academic year. All

scretion of the Management.
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the vacation staff is expected to be on duty t

L

attend invigilation, evaluation, practi¢al examinations and other such works assigne

by the college, such period will be trelad as on dut

y.
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. If any of the staff member retained quring vacati _
eligible to get additional earned leave to the extent of 50% of the days of retention

. Staff members with one year ot more service in respective colleges can avall

on due to any exigency, he / she i

vacation’

vacation. Those who have put less than one year service will get proportionaté

4. In case of Vishnu Dental College, th
can be availed during the month of M

ON DUTY:

Employees going on temporary duty assignmér
The employee should duly fill in the On Duty a

the competent authority where the em

treating that period as On Duty.

ployee

The above leave rules are applicable to empl|

e vacation leave is restricted to 15 days which
By every year
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its at other kf)Gations shall be treated as On Duty.

bplication format which shall be countersigned by

has undergone temporary duty assignment for
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sanctioned in a calendar year.

> For Employees on training, 12 leaves
» For Employees on probation, 12 CL 3

%hall be san;étioned in a calendar ye:z

pyees whose services are confirmed:
i

nd 20 Half-pay / Medical leave




