
 

LEAVE POLICY 
 

1) PURPOSE 

The purpose of this policy is to provide certain amount of flexibility to you so as to take care of                    

your personal, domestic and social needs. We believe that each one of us should ensure balance                

between our personal and professional time. Hence leave available should be utilized            

appropriately and not accumulated for later use. The managers need to act as facilitators in               

ensuring that employees have a healthy work life balance. The reporting managers should             

encourage the team to consume leave and spend quality time with self/family and friends. 

2) APPLICABIITY 

Leave policy is applied on a calendar year basis. Calendar year is defined as 1st January to 31st                  

December 

3) SCOPE 

a) This policy is applicable to all regular full time employees across Locations, Department and              

Functions of the institute.  

b) There is a separate section in this document which covers the leave policy for Adjunct and                

Consultants  

c) Leave policy for the contract employees on third party rolls are managed by the vendor as per                 

their terms of employment 

4) ORGANIZATION DECLARED HOLIDAYS (ODH) 

a) ODH are the days on which the company provides you with time away from work to celebrate                 

days of national significance, festivals etc. 

b) These holidays are declared at the beginning of each calendar year and will vary from State to                 

State 

c) You can refer to the list of holidays for your respective unit in HRIS  

d) Total ODH available is 14 Days – 11 common across the country, 3 as per the State 

e) Corporate HR will notify ODH at the beginning of the calendar year 

5) WORK WEEK 

a) Regular workweek is 6 days. 

The 2nd & 4th Saturday of the month will be an off day. If this day falls on a Public Holiday,                     

there will be no compensatory off in lieu of this. 

b) The general working hours of day will be typically 9 am to 5.30 pm with total working                 

hours of 8.5 hours per day. Some of the campus which have issues of maintaining 9am to                 

5.30pm working can operate as 8am to 4.30pm or 10am to 6.30pm schedule. Any exception to                

this rule, needs specific approval from CEO. 



c) Timings for lunch-break are flexible of duration of approx. 30 minutes and should not exceed               

45 minutes. Lunch breaks generally are taken between the hours of [12:30 p.m. and 3:00 p.m.]                

on a staggered schedule so that your absence does not create a problem for co-workers or                

students. 

d) Employees who are on 24 hours duty (e.g. Wardens) at the campus will be given a                

consolidated week off of minimum of 2 days off and maximum of 5 days off, while ensuring                 

that the campus operations are not impacted. The weekly offs should be planned and approved               

by the Unit In-charge. 

e) In case of campuses, the campus will remain open from 8 a.m. to 8 p.m. and the work                  

allocation will be done to ensure that the objective of 12 hour campus functioning is met.                

Library at some of the locations require to function from 8 am to 10 pm during Semesters and                  

will have an overlapping shift pattern for the library staff. 

 

6) PRIVILEGE LEAVE (PL) 

a) You are entitled to 36 days of Privilege Leave for every calendar year. The policy is                

effective 1st January 2015.  

b) 3 Days Leave will be credited to your account on the 1st week of every month. Leave                 

accrual will begin from the date of joining. In case, you join the organization in between the                 

month, leave will be credited to your account on pro-rata basis from the date of joining. If you                  

join before 15th of the month, 3.0 days leave will be credited to your account. If you join after                   

15th of the month, 1.5 days leave will be credited to your account. 

c) If you have completed more than 5 years of continuous service in the organization you are                

allowed to accumulate leaves up-to 60 Days. Any leave beyond this if not consumed will               

lapse on last working day of the calendar year. 

d) If you have completed less than 5 years of continuous service in the organization you are                

allowed to accumulate leaves up-to 30 Days. Any leave beyond this if not consumed will               

lapse on last working day of the calendar year. 

e) Privilege Leaves cannot be transferred  

f) You can avail maximum 20 Privilege Leaves at a time. If for some reason you need long                 

leave but do not have appropriate leave balance, you can avail an unpaid leave for period of                 

not more than 2 months in a year. This is not a privilege or a right to go on leave without pay                      

for long durations every year. In a block of two years such leave may be permitted at the                  

discretion of the Group Head. Leave should be approved by respective Group Head.  

g) ODH / Weekly Offs will not be treated as part of leave if they fall within the period of PL. 



h) All employees who have Emergency leave balances can avail of the same only when PL               

balances are exhausted. ELB 

i)  cannot be encashed, nor can be adjusted against notice period. 

 

7) PRIVILEGE LEAVE ENCASHMENT 

You will be allowed to encash balance PL in your account, up to a maximum of 30 days, only at the                     

time of separation from the Organization. This is with effect from 1st July 2014. Encashment will                

be on the following basis: 

 

Tenure (Continuous service   

in years from date of     

joining) 

Encashment Policy 

0 – 3  NIL 

3 +  On last drawn Monthly Basic salary: - (Basic Salary /30) *           

Number of balance PL 

 

8) MATERNITY LEAVE 

a)    If you are a female employee, having less than two surviving children, are entitled to Maternity                
Leave not exceeding 26 weeks. Pre-condition is that the expected date of delivery should not be                
less than one year from the date of joining the organization. The provisions of Maternity Benefit                
Act 1961 govern this leave. 
b)    Maternity Leave can be granted in conjunction with PL but the total period of absence should                
not exceed 30 weeks. If you do not have adequate EL balance, you can take upto 4 weeks of                   
leave without pay in addition to the approved maternity leave of 26 weeks. 
c)     For first 2 children, you are eligible for 26 weeks of paid-leave of which 8 weeks can precede                  
the expected date of delivery and remaining 18 weeks can be availed post childbirth (or 26 weeks                 
can be post-delivery). 
d)    If you are a woman having two or more than two surviving children the maximum period                
entitled to maternity benefit shall be twelve weeks of which not more than six weeks shall precede                 
the date of expected delivery. 
e)    Application for Maternity Leave should be supported with a copy from a Registered Medical              
Practitioner 
f)      In case of miscarriage or medical termination of pregnancy, you shall be entitled to paid leave                
for a period of 6 weeks immediately following the day of miscarriage or medical termination of                
pregnancy. Application for leave should be supported with a copy from a Registered Medical              
Practitioner 
g)    12 weeks of Maternity leave to: (i) a woman who legally adopts a child below three months of                  
age; and (ii) a commissioning mother. A commissioning mother is defined as a biological mother               
who uses her egg to have a surrogate child. 
The 12-week period of maternity leave will be calculated from the date the child is handed over to                  
the adoptive or commissioning mother. 
h)    You cannot leave the organization for one year after you have availed maternity leave, unless               
otherwise for a serious medical reason, which an empanelled medical practioner will be validate. 
i)      In case of tubectomy operation, leave is for 2 weeks only 



j)      In Case of illness arising out of Pregnancy, Delivery, Premature birth of child (Miscarriage,              
Medical termination of pregnancy or tubectomy operation) on production of such proof be             
entitled to additional leave with wages for a maximum period of one month. 
k)     Medical bonus of Rs. 3500 is provided over and above the maternity benefit as “one time                
Medical Bonus” 
 

9) PATERNITY LEAVE  

a) If you are a male employee, having less than two surviving children, you are entitled to                

Paternity Leave not exceeding 7 days. This should be availed within 2 months of the date of                 

birth of the baby. 

b) On adoption of a child, you will be eligible for 6 days of leave. 

 

10) COMPENSATORY OFF 

a) Compensatory off policy is applicable to you if you are in Grade 3, Grade 4 or Grade 5.                  

Exceptions will be made for faculty members who conduct sessions whenever a Visiting             

Faculty has not turned for a session or if the faculty is taking additional courses without any                 

remuneration consideration. 

b) If you work on an ODH / designated weekly off for 6 hours or less, you shall be entitled to                    

half day Compensatory Off. If you work for more than 6 hours you shall be entitled to 1 day                   

Compensatory Off. 

c) The earned Compensatory Off should generally be availed within the same month. It may,              

however, be allowed to be availed within 45 days from the day it is earned. 

d) Compensatory Off’s cannot be en-cashed. 

e) Compensatory Off’s are not applicable for attending official programs like convocation,           

training programs, alumni meet. 

f) Employee should attend office only with the prior permission of the immediate reporting             

officer. Compensatory off for working on ODH/ week-offs has to be approved by the HOD               

only then it will be accounted. If an employee attends office for meeting work backlog it will                 

not be considered for compensatory off. 

 

11) GENERAL GUIDELINES: 

a) You cannot avail leave as a matter of right.  

b) No leave shall be availed unless the Reporting Manager has sanctioned it in writing. In               

principle approval of the leave is pre requisite before applying in the HRIS system. Merely               

applying on HRIS will not be considered as approval given. You can start availing earned               

leave after your Reporting Manager approves it. Any unauthorized leave or any leave taken              

above the accrual will result in leave without pay. 



c) In case, you are not able to attend office on a particular day due to emergencies, it is                  

mandatory that you inform your reporting manager either through sms or call about your              

absence and take verbal approval 

d) The Management reserves the right to refuse, revoke or curtail leave as per the exigencies of                

work 

e) As far as possible, teaching staff can plan their leave in a manner that it coincides with the                  

students’ vacation period. 

f) Leave should be availed in a manner that the organization work is not impacted 

g) Any leave more than 3 days should be planned in advance, should be applied in HRIS and                 

approved by the reporting manager. Exceptions will be accepted in case of medical             

emergency or any unforeseen grave circumstances 

h) If you avail of leave on medical grounds beyond 3 days period, you are required to submit                 

medical reports and certificate from a registered medical practitioner. The institution reserves            

the right to refer these reports to any medical expert for further validation if required 

i) If you fail to sign-in and sign-out for a particular day and do not update HRIS with outdoor                  

duty or leave application, the day will be treated as Leave without Pay (LWP). Any absence                

will not be adjusted against balance leave without approval in HRIS system. 

j) In case, you are not able to attend office for half day, you can apply for half day leave in                    

HRIS 

k) All leave application or application for regularization for attendance should be applied and             

approved before the 20th of the month, else any absence will be considered as Leave Without                

Pay. The deduction will be on gross salary. 

l) You are not entitled for leave during the notice period. Any unauthorized absence during the               

notice period will be treated as shortfall in notice period and recovery made accordingly. 

m) At the time of separation from organization, if you have availed more leaves than your               

entitlement for the period of employment (based on pro-rata basis), excess leaves will be              

adjusted in full and final settlement. Such adjustment will be based on gross salary. 

n) Although in case of normal circumstances the employee is expected to keep the organization              

informed before proceeding on leave, but in case of any unforeseen circumstances or natural              

calamities, if the employee proceeds on leave without any information, it is the primary              

responsibility of the employee to ensure that the organization is informed of his/her situation              

either personally or through family or friends within 7 days of such incident 

o) If an employee remains absent without information for more than 3 days, HR will initiate               

correspondence on email (personal and official) seeking clarification for absence with an            

instruction to report back. If the employee fails to report within 48 hours, the organization will                



be free to consider such action as willful abandonment of duties. Organization will be free to                

strikeout the employee name from all official records and benefits after 15 days of such               

abandonment of duty.  Organization will not be liable to complete the separation process.  

p) It is duty of an employee to reach office on time and work for stipulated number of work                  

hours. If you report late or leave early from work quite often, your attendance report will be                 

sent to your reporting manager at the end of the month and disciplinary action will be taken.                 

This will impact your performance rating during performance appraisal. 

q) If an employee frequently avails of leave (informed or uninformed) or remains absent from              

work which has impact on business operations, management can initiate action as appropriate,             

which may in certain cases result in termination of employment 

 

12) JOINING / TRANSFER LEAVE 

a) As an organization we recruit potential employees from various locations. Though the            

emphasis will be to recruit from the location of posting, it sometimes may require that we hire                 

from a location different from the base location. We may also, based on exigencies of work,                

need to transfer an employee from one location to another. On joining the new location you                

may not be able to immediately relocate your family and personal belongings. Joining /              

Transfer leave is to facilitate this shifting. 

b) Joining / Transfer leave is discretionary and need based  

c) Can be availed up to a maximum of 8 days with prior approval of immediate Reporting                

Manager 

d) To be availed within 3 months of joining / transfer 

 

13) RESIGNATION SUBSEQUENT TO LEAVE 

If you proceed on leave and do not resume duties thereafter and submit your resignation, it will be                  

treated as having voluntarily abandoned your service. The resignation, at the sole discretion of              

the Organization, may be accepted from last working day in the organization notwithstanding             

the leave granted earlier. 

 

14) SABBATICAL LEAVE (SL) 

a) Sabbatical Leave is a period of leave granted to staff to pursue educational and               

developmental undertakings, such as research or other appropriate study away from the usual             

workplace which links to the individual’s Personal Development Plan and career development            

and more widely to the Organization. 

b) It may also be for community involvement; to promote work rotation opportunities; to              



develop a skill to help improve job performance; to pursue other interests, which can have               

benefits in the life- long development of the individual. 

c) Sabbatical leave is sanctioned for a specific learning or education goal that you would like to                

pursue and it should also meet organization objective.  

d) The objective of sanctioning sabbatical leave is to also encourage to research and implement              

good organization or work place practices. 

e)   Scope 

i) This policy covers all regular fulltime employees 

ii) Sabbatical Leave is not a matter of right 

iii)  Sabbatical Leave is not transferable, cumulative or retrospective  

f) Period of Sabbatical Leave 

i)  The Sabbatical period is normally 3 months minimum and up to 24 months maximum.  

ii) Period of time requested for sabbatical leave outside this minimum and maximum will be              

at the discretion of Executive Vice President 

g)  Eligibility 

i) Employees with 5 (Five) years or more of continuous employment with the Organization.  

ii) Fresh period of sabbatical leave may be applied for after a gap of 5 years 

h)  Criteria for Grant/ Sanction: 

i) The following criteria are elements governing eligibility in whole or in part: 

ii) A clearly defined piece of work 

iii) Clear evidence of a tangible and measurable end point that will: 

iv) Enhance the Organization‘s reputation 

v) Strengthen an individual’s credibility and research standing 

vi) Enhance and improve student knowledge 

vii) Be suitable for publication  

viii) Improves national/international networks and collaborative working 

ix) Will need to demonstrate: 

x) A fit with the research strategy of the Organization or professional discipline 

xi) A clear and quantifiable statement of purpose 

xii) Justification as to why the work cannot be carried out under self-managed activity time 

xiii) Personal benefits in research development terms to the applicant 

xiv)Opportunities to learn and develop not related to academic pursuits 

xv)  Benefits in the life-long development of the individual and more widely to the  

Organization  

xvi) Links to the individual’s Personal Development Plan and career development 



xvii) At the conclusion of the Sabbatical Leave, staff will be required to submit a written                

report to their reporting manager within 3 weeks of return. This will show how objectives               

have been met and include recommendations as to how outcomes can be applied into              

practice and shared within the Organization 

xviii) Sabbatical leave will also be granted considering the workload of the           

function/business for the period for which the leave is applied. SBL will not be granted to                

two employees at the same time within the same function or area of operation, which has                

a possibility of impacting day to day operations. 

xix) Sabbatical leave will be granted only for pursuing goals within the country. If there is a                 

possibility of travel or stay in other countries, the application will be reviewed by              

Executive Vice President and decision will be taken case to case basis. Sanction of such               

application will not be based on any past precedence. Decision of EVP will be final and                

binding. 

i) Ineligible Activities 

i)  Lecture visits / tours  

ii) Work to complete and / or write up a higher degree by research  

iii) Work in relation to setting up and / or editing of commercial journals  

iv) Organization of a conference 

v) Re-writing lecture notes 

vi) Development of teaching material  

vii) Course study leave 

j) Financials & Employment Arrangement 

i)    Sabbatical Leave will be on no pay  

ii) The general principle to apply is that the individual continues in the employment of the               

Organization and shall not benefit from duplicate earnings for time away from the             

principal job 

iii) Medical Insurance and PF contributions will not be made by the Organization  

iv) Where necessary, the Organization will provide locum cover as well as holding the job              

open to be returned to. 

k)  Application for Sabbatical Leave: 

i) Applications should be made to the Campus / Function Head 

 


