
Leave 
Casual Leave (CL)

Eligibility

1. All Employees are eligible for Casual Leave

2. Casual Leave is calculated on the basis of calendar year ( January to December)

A   Quantum - 

12 days in a year

B   Entitlement

· CL is calculated at the rate of 1 day per month.

· Maximum up to  3 continuous days can be covered under CL and excess of 3 days will be covered under PL (if any).

· National / Festival / Declared / weekly off days can be prefixed and / or suffixed to CL.

· Intervening National / Festival / Declared holidays will not be counted as part of the leave.

· Balance CL remaining unutilized as on 31st December will lapse.

 c     Notification of Casual Leave

If leave is taken without prior sanction (under certain unavoidable circumstances) he/she must inform the Competent Authority.
Sick Leave (SL)

a)
 Eligibility - 
All employees are eligible for sick leave.

b) Quantum -     14 days in a year.

c) Accumulation - Sick Leave may be accumulated up to maximum of 3weeks

d) Entitlement

· SL will be credited to Employee only on pro rata basis from the date of joining. 
· Intervening National / declared / festival / weekly off will be counted as part of the leave.

· National / declared / festival / weekly off days can be prefixed and / or suffixed to PL.

· Notification of sick absence

If an Employee is ill he/she must inform the Competent Authority on the same day in early morning office hrs. 

· Medical Certificate

Absences for more than 3 continuous days must be supported by  written statements from a qualified medical practitioner explaining the reason of  absence in continuing.

National and Festival Holidays: 
The details of the National and Festival holidays decided by the Company should be declared at the beginning of the year.

Paid/ Privilege Leave :

Eligibility – All Employees on successful completion of probation period.

Quantum -  
30 days per year for Permanent Employees.
Accumulation -  Privilege leave can be accumulated up to a period of 2months.
Entitlement
a. PL is calculated for the days worked during the previous calendar year on a pro – rata basis.

b. The days served under probation will be taken into account for PL eligibility.
c. PL will be credited to Employees, if eligible ,at the beginning of each year.

d. PL can be availed only on prior approval of the Competent Authority.
e. Balance PL remaining unutilized as on 31st December can be carried forward.

f. National / declared / festival / weekly off days can be prefixed and / or suffixed to PL.

g. Intervening National / declared / festival / weekly off will be counted as part of the leave.

h. PL in the account of the employee over and above 60 days shall be encashed at the rate (Basic + HRA + Self Development Allowance + Special Allowance) or during final settlement in case of resignation / retirement / termination.

Application - Application shall be submitted …….. days in                                       advance to the Competent Authority in regard to PL.
Extension of authorized leave 

· Prior intimation and approval is necessary.

· Continuing 7 non working days of an employee without any information shall lead to employee depart from his job.
Maternity Leave Policy

· All female employee entitled to Maternity Benefit under the Maternity Benefit Act is eligible to receive from the Company a Maternity Benefit for the period of her actual absence before and after delivery ( which should not exceed 3 months in total). 
· The rate of benefit is the average of the employee’s wages during the three months preceding such absences. 

·  Maternity benefits are applicable if female employee has worked for not less than 3 months during the 12 months preceding the date of expected delivery.

· A female employee should inform at least a month before going on Maternity leave.
· Extension of maternity leave will be followed by a prior information and approval from the company.
· The extended leave can be adjusted to the Paid Leave ( if available).

Note: Maternity Leave are not the part of Sick leaves.

Leave Without Pay (LWP)

· LWP can be applied by an employee when no other leave is available.

· A maximum of …………. Days of LWP can be availed with the approval Top management.
STRATEGY FOR GRANT OF LEAVE

· Prior sanction, in the prescribed card/ format is essential before proceeding on leave enabling the management to plan work.

· Advance notice of ………..time is essential. 

· Only Permanent Employees are eligible for the encashment of leaves which is taxable.

· CL can be obtained only for 3 continuous days.

· Half day leave will not be granted to anyone.

· Trainees (if any) are eligible only for ……….( equal to CL ) days during their training period, approved by the concerned authority at his / her sole discretion only for , unavoidable circumstances. 

Note: The Top Management holds the right to refuse leave if proper advance notice is not given, excluding emergencies/ unforeseen circumstances or sickness.

