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File No. SUG/CS/ADM/R0/2023/;:2 <, 

ruinrili l11nti111tionnl Arcn, Bnbu Vijcndra Mar11,, 
Onngoh, Qun. Snhru-nnpur, Un.-ir Pradesh, 24 7)4 J 

fel: -91 78)0810052 
E mnil: res1strorg:u1goh'g.~hobhmm1vcmty.oc.in 
U \\~V\v •hobhitt,111\·ersity ~c 111 

Date: • July I I, 2023 

CIRCULAR 

All the teaching and non-teaching staff members are hrreby informed that from academic session 

2023-2024 the !«:ave rules are revised and shall be operative from 1'1 July 2023, replacing all 

earlier l!!ave rules. These rules ore enclosed herewith as Anncxurc ·I' to this circulor. 

This issues with the approval of competent authority. 

,-?-;:;-£;,~>\ ,.,"_ 
~,- -' ':::) ),-o')_,') 

Dr. Mahipnl Singh 7 · · O / ' -;:, 

Rcgis1r11r 

Cop~' 10: 

1. All the Principal(s)/Director/l)ean(s)/l loD(s)/Co-ordinator (s) 

, f inanc(! Officer/htate Ofliccr 

3. Guard File. 

For Kintl information: 

I. PS to Sr. Director HR & CR. - for kind info, mat ion of Senior Director HR&CR . 

.., PS to Vice Chancellor -for kind information of Vite Chancellor. 

3. PS 10 Hon'blc Chancellor-for kind informntion ofHon'ble Chancellor 

__J 
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LEA VF. HIil.ES 

Gl•ncnil: 

(1) Lc:1l'e is n privi lege and 110111111:lltcr of right. The llnivcr,;i ty rc1crvc, tl1c right to gr,1n1 or rcfu~e 

N rcvol-l' leave alrcndy gran1cd depending upon 1hc exigencies of' scrvicc/ in 1hc intcrcr,t of lhc 

U1111 ersity. If 1he leave ~pplicalion is suhmiltccl alk r the applkanl proceed~ on leave. 1he 

concernL-d Director/Ocan shall send the leave appl ic,rtion to 1hc Vice- Chancellor lirr rcqurred 

actilln. 

( ii) rhc lenve yc:rr is reckoned from July. I 10 June 30 arross the calendar year. Earned Leave shall be 

,111 earned and availed b:rsb.. 

( iii) No kave shall he admis;iblc 10 ca)ual nnd pan-1i111c employees. Ad-hoc/ purely temporary 

cmplO)t'CS shnll be entit led to only casual leave. 

tiv) No member ohtaffwill le:rw Univ,•rsity Campus at any time without the prior permission of lhcir 

concerned report ing authority. Tht arplication for leave should be submined ONLINE in 

r,rescribed fonnat and gOI sanc1ioned by the concerned aulhority before proceeding on leave. 

( v) The Rcgis1rar's oflice shall main1ain leave r,·cords or all employees. 

t vi) No kaw c~ccpt Enrned lcov~ is admissible for acc1111111 lation above« year. 

\, ii) No l~a, e Cdll be r,rdhed or s11ffhed 11 ith lht' vacation. 

(1 i11) No ,·rnplo~ .:e, c,Jhcr 1han rhe rcgul:1r surrurf staff. is admissible for compensatory leave which 

cnn he !!mnled as per poliry declared earlier ( Copy Enclosed as Annexure Ill ) on a Saturday or 

d11ri11g 1he no1i ficd , ac<1tio11s 11 i1h 1hc wrillen rcrmission/recomrnendat ion or the concerned 

a111horil) with 1he 111Pn1io11 of1he work done on the lwliday.in lieu of which the co111pensa1ory leave 

i) sough1 and granted. 

ti ,} I ate arri1:rl in 11llirc1 plact' 0J'11ork for dul) and .1hor1 lc:rvr will be treal~d as ½ day casual leave 

C:H~gorie, of Lravc: 

ral 

thl 
(c) 

(dJ 

(el 
l I) 

(~) 

,h) 

(i} 

li) 

Ca-11:il I ~;111· 

,,: 1rJ1d I ,.r., 
\kdii:a· I .'"' · 
Summe; and \\ i,11~. V:1c:11ion (only for the F:1cu l1y) 

Dul) Lt'a1 c .rnd Sp,'( ial Duly I cave 

\'iatan11y Lca1 c 

i>arern ity Leave 

Sabb:11ic.rl Stud) I ea, e 

r ,1ra-01di11ar) Leave (Leave wi1hou1 Pay) 

Compcn~arory leal'e (applicable only to regular support staff) (k) Leave 1101 due 
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Casual Leave (CL): 

i) CasU3l lcavc is given to an employee to meet a circurnsluncc of a sudden ond urgent noture at the 

personal or family level. 

ii) There will be n tot.11 of ll days CL in u year which cannot be accumulated. 

iii) CL cannot be combined with any other leave. 

iv) Application for casual leave will be ordinarily made al least I day in advance except in an 

emergency situation, in such a case the telephonic granting of leave from the employee's supervisor 

will be made supplemented by written application on prescribed proforma immediately aflcr tJ1c 

employee cotnes back. 

v) 'Half a day's cosuol leave may be granted in very exceptional cases when an employee remains 

absent for a part of the day not exceeding half of the working time with the prior permission of the 

concerned authority (Dean/DireclorNice-Chancellor) as the case may be. 

vi) Late arrival for duty and short leave will be treated as½ day casual leave . 

Eal'ncd Leave 

i) An employee is entitled to Earned Leave at the rate of I /15 of the period in which he has been in 

active service provided no such le.ivc shall be admissible to tl1c employee who is not in permanent 

employment However, earned leave shall be credited to the employees leave account after he has 

completed ONE year of continuous service in the University. 24 days of earned leave is applicable 

to a permanent employee in a year. 

ii) The Leave at the credir of an employee shnll be carried forward in the leave uccount of the next 

year subject to the condition that maximum limit of accumulation of the Eru-ned Leave does not 

exceed 48 days. 

iii) Maximum Earned Leave that may be granted al a time is IO days. 

iv) Application for earned leave should ordinarily be made at least 6 days in advance unless it needs 

to be taken in some emergency situation. 

/\lcdical Leave 

1. Maximum of 12 days 111 J :,,eJr medical kave on half pay al the rate of one day per monlh of service 

convertible to 6 days wit!t fu ll p;iy is admissible to all regular employees, and is not subjected to 

accumulation. This leave mzy be sanctioned subject to the production of medical and fitness 

w1ifica1es from Registered Medical Pr:ictitioncr. 

Compensatory Leave (only for eligible support stall)**: 

i. Eligible suppon staff is admissible for compensatory leave which can be granted on a Saturday or 

during the notified vacations with the writlen permission/recommendat ion of the concerned 

authority (Director /Dean) with the mention of the work done on a holiday in lieu of which the 

compensatory leave is sought and granted. 
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ii. Only hnfffl dny will ~o con~[lunsotcu fur u,1~ full d11y'h wwk !lone tn tho i11tcrc~1 of the r,nl•1l'n1t; 

on n holidny II~ mcnt1oncd III the officuil llolHl11y l.1\I of the U11ivcr~11y. lloHcvr,r, 1lcpcn,l1n1< ,,n 

the n111ure of1~ork, the Vice Chunccllor muy consider, in some spcciol ca~c. one full d.1y a~1n.,t 

one duy of hol1dny wo1 k on I ccrnninc11dutio11 of ccmcc1 ncd immediate 0111hr,nt/ 

11 1. Minimum work on u holiday to bcco111c clittihlc fl ir u J111pc11, a1io11 11, h:d( o d.,y', worr I c trnir 

hours. 

1v. Total compcnsutory lc.1vc in u ycor wi ll be for Ten duys which ennnot be ac<.u1n11IJtcd and ~an tx: 

taken only on o Sotunlay or during the notified vncutions. 

v. The compensatory leave cannot be added with any other leave. 

**(Plcnsc sec nnncxurc Ill) 

Summer and Winter V11c11tlon (Only for Fucully Members): 

i) Members of the leaching faculty, who have completed one year of regular service, shall be entitled 

for 16 days of Summer Vucation and 8 days of Winter Vacation in o year (Declared by 

Univcr'sity). in order lo ensure unilllerrupted functioni~g of the di;partmcnt, the summer and winter 

vacation will be granted by the Competent Authority on recommendation of concerned authority 

in a st.1ggered manner in such a way that not more than 50% of the faculty shall be given leave at 

any given point of time. This vacation can be granted only during the summer vacation and winter 

vacation period declared by the University subject 10 the condition that University work docs not 

suffer. 
ii) The vacations may not be prefix ed or suffixed 10 any other kind of leave including Casual LCllvc. 

iii) No person on leave shall be permiued to accept a salaried appointment or undcrtukc professional 

work or enguge in trade or businesses during his/her leave period except with the prior written 

approval of the competent authority. 

iv) Leave in case of vacation employee which is earned by the University employee lapses 

aulomaticaily on completion of acndcmie session or his/ her retirement/resignation or lcrmination 

of service in any manner, including removal or dismissal from tl)e service. 

v) Leave lo employees on contractual appoi111mcnt/casual employees will be governed by the terms 

and conditions laid down in !he respective contracts. 

vi) Leave, unless otherwise mcnl ionctl. wi ll be sanctioned by the Vice- Chancellor, Dean, Director/ 

Coordinator or by such appropriate nuthority to whom the necessary powers are delegated by Board 

of Management. 

Duty Leave: 

i) Duty leave may be granted for: 
a) All ending conferences, symposia and seminars on behalf of the univcrsily or with the 

permission of the university; 
b) Delivering lectures in institut ions and universities al !he invitation of such institutions or 

universities received by the university, and accepted by the Competent Authority; 

e) Working in another Indian or foreign university, any other agency, institution or 

organisation, when so deputed by the university; 

Page 3 of 11 



• 

• 

l 

d) Pmticipnt ing In II dclou1 i' , " 1 11!11111 ww h lllll 1111 11 1·1111111111tc1• 11ppu1111cJ hy lhc ( lovc11111u·111 ot 

ludin, Sllllc G.u1•cr11111c111, 11 Univcr~lly 011111th l\1111111ls1ill11, 11 NIHtcr llnlvcrH1ly ,ir nny 

other 11cmlc1111c hndy, nml 

c) Fut· pcrl'unnii'11t 1111y other duty for the unlvc1bily. 

iil The durution ~flcnvc slm11 hl ht· sud, 11~ 11111y he c1111sldcrcd nccch~u,y IJy Ilic ~1111t·11oni1111 11uthori1y 

on su.:h 111:c11M1111; 

iii) The duty lcnyc nu,y he grn111cd on full pny. l'rol'idc~ 11t111 1f 1h~ 1cnd1cr 1t-cu1vc~ n fe llowship (Jr 

honoruriu111 11r 1111y other fi1111111·i11I 11ssis11111cc bcyuml tho 1111111111,t 11t·c1h·d for nornuil c~pc,m~. 

hdshc nu,y be s11nc1loncd duly lcnvc on reduced pny 1111d 11llow1111ccs: 111111 

iv) D111y lc11vu muy be ,0111bi11cd wilh c:11ncd lcnvc, h11ll'p11y lcnv,· ur c., trnordlrn1ry lc11vc. 

The Vil'c-Chancellor can nssign duties 11ml g111111 duty lc11vc on rcco111111mdn1 lon~ of co11l'rrncd 

authority 10 on c111ploy1·c in the l111cr1·st ol' thc U11lvcrslty for the 1nsks liko l:xu111111n1ion, Tru1111111J, 

Confcrcn~cs. Scmi1111rs, Workshops cl(', 11orr11111ly for 1101 more llrnn 6 tiny~ In 11 11c111lc 111 lc y1·11r. 

v) 6 duys Spccinl Duty Lrnvc sh:ill b1• nllowcd 1\~nching slnfll Fnculty Mo111bcrs) 111 1111 ncndcmic 

ycnr for 11ssignmc111s given lo 1hc111 by Nt\AC'. ND/\, i\lC rn, l'CI 111ul 111hcr S111111111ry llodlcs. 

Ex1rnordinury Lcuvc: 

i) A pcrnm!1cnl lcachcr 111:iy be grunted c.xlrnordinory lcnvc when. 

u) No other ICJ1vc is ndmissiblc: or 

b) No olhcr lc:1vc is ndmissiblc and the lcnchcr npplies in writ ing for lhc gronl of 

cx1r:iordinnry lcnvc. 

ii) Exttuordinnry ICJ1vc shnll 11lways be wi1ho111 pay 11ml ullownnccs. Ex trnordinnry lcnvc shnll 1101 

count for incrcmt·nl in lhc following cnscs: 

a) Lc:iw taken on lht· basis of nll'dicnl t·cr1i licn1cs 

b) Coses where the rn111pc1cnt nut ho, ity is snlislicJ that lhe leave w11s lllkcn due lO 

caUSl'S beyond the control of the 1cochcr, such us inabilily lo re-join duly due 10 

civi l commotion or a n:llurnl calnmi1y, provided lhc rcnchcr has no other kind of 

leave lo his credit: 
c) Ln1vc token for pursuing higher studies; ,,nd 

iii) Extraordinary leave nUJy be combined with any other lcnvc cxccpl casual leave nnd spcci:11 

cnsunl leave, provided 1h:11 the 101111 Jll'rlod of l'Onlinuous nbscncc from duly on lcuvc (including 

periods ofvocolion when s11d1 vacation is taken in conjunction wi1h leave) sha ll 1101 exceed lwo 

years except in cam; where lc:11·<· is 1ukc11 on m(·dicul ccrlilicolc. The hllal period of absence 

from dury sh:1 11 in no , asc cxcmJ 1hrcc yc,1rs in lhc litll working life of lhc individual. 

iv) The 0111hori1y cmpowcrcJ lo grant leave 111uy , ommulc r1:1rosp~-clivcly period~ of nbsencc 

wilholit lcnvc inlo extraordinary lcavr. 

Leiwc Nol Due: 

i) Lc:11 c 001 due, may be ;-r,mh'd w a r ,·rm:111,·nt 1c:i,hcr for n pcnoo not exceeding 12 dnys. Such 

ICJve shall l•c dcb111·d :1'::!rn~i ·,he h.df p.1_1· k.i vc ,·arncd by him/her subsequcnlly. 

1i) ·Leave no1 due· ~hall·;, · ·,,, p.1ntcd unbs the competent authorily is sotisticd 1h01 ns far as cnn 

rcusonnhly be forc<c:'t'. tbt lc.h'i"·; wil l n·1111 11 on duty on the expiry of lhc k-nvc nnd corn 1he 

le.w e brranted. 
iii) A tc.1chrr to whom 'k:11·<· nol du<' · is grnnlcd sh:1 11 nol be pcrmiUcd 10 tender his/her r1,signotion 

from service so long as 1hc <kbil bulnnce in his /her lcuvc nccounl is not wiped out by 11c1ive 

service, or ht:lshe refunds lhe amount paid to him/her as poy ond nllowonccs for tho period 1101 

so earned In a case where rc1ircmrnl is unavoidable on account of ill health, incnpnci101ing the 

teacher for fi.lrthcr service, refund of lcuvc snlary for the period of lcnvc still be earned may be 

waived by the Boord of Management. 

Provided further that tile Board of Mnnngcmcnt llllly, in nny other t:xccplional case wnive, for 

reasons to be rccorilcd, the refund of le:1ve snlnry for the period of lrnvc s1ill 10 be t:UJJlCd ... 
/ •~rq :----
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l\lntcrniry Lcuvc: 

I, Mnr~icd womc_n employee~ who have pu1 up R minimum of 1hrcc years of regular anti continuous 
service nrc cnt11 lcd Mnten11ty Lcnvc as per following:-
• 30 days with full puy 
• 60 days with hulfpay 

• 90 dnys without pny 

11. An employee cun ov:1il herself of the motcrnity leave not more 1han twice throughout her service. 

iii. Maternity leave muy also be granted in cusc of miscarriage including aboriion, subject 10 the 
condition thal the total leave granted in res peel of this to a women employee in her career is not 
more than 15 days, and the npplication for lcuvc is supported by a medical certificale. 

iv. 'Matcmily leave may be combined with earned leave, half pay leave or cxtrnordiruJry leave bur any 

leave applied for in cont inuation of maternity leave may be grunted if the request is supported by 
a mc:dicul certificate. 

Pnt ernity Leave: 

I. In recognition of the crucial role that fathers play in the lives of their children and the importance 
or family bonding, it is essential to provide provisions for paternity leave. The following are the 
entitlements for pnternity leave, allowing fathers to actively participate in the early stages of their 
chi ld's life: 
• 08 days with full pay 

• 15 CU!YS with half pay 
• 30 days without pay 

Subbaticul Leave/Study Leave: 

1. .The Sabbatical Leave/Study Leave shall not be granted to a teacher who is due lo retire within live 
ye:irs of the date on which he/she is expected to return to duty after the expiry of study leave/ 

sabbatical Leave. 
ii. The faculty members sponsored by the University for higher studies will be grunted 

sabbatical/study leave without pay / half pay / full pay depend in~ on the natme and duration of the 
leave required, provided they sign n bond with the University to serve it at least for double the 
ll:ave period after completion of the higher study programme, and produce evidence of having 
completed the study after their leave. Th~•sabbatical/study lc-,1ve cases will be decided on case-to
case basis by 1hc Board of Management, because of varied nature and duration of requirement of 
leave. 

Ill. 

IV, 

V, 

Permanent, whole -time teachers of the university who have completed seven years of service as 
Associate Profrssor or Professor may be granted sabbntieal leave /study leave to undennkc study 
or research· or other acad<'mic pursuit solely for the object of increasing their proficiency and 
usefulness 10 the 1111ive,, it) and higher cd11ca1ion system. The duration of leave shall not exceed 
one year at a time und two y~m s in the entire career of a teacher both for Sabbatical and Study 

Leave .. 
A teacher, who has availed hin1Sclm1~rsclf of study lenve, would not be entitled lo the sabbatical 
leave, until after the expiry of five years from the date of the teacher's return from previous study 
leave or any other kind of training program of duration one year or more. 
A teacher on sabbatical lenve/study lenve shall not take up, during the period of that leave, ony 
regular appointment under another organisation in India or abroad. He/she shall may, however, be 
allowed to accept a fellowship or o research scholarship or adhoc teaching and research assignment 
with honorarium or any other form of assistance, other than ret,ritfor employmenl in an institution 
of advanced studies, provided thal in such cases the Executive Council/ Board of Management 
may, if it so desires, sanction sabbaticu l leave 011 reduced pay and allowances. 
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vi. During the period of sabb I' 1 1 · 

l
·ncre1ne t I d d a ica CJJvc/ srudy lcnvc, lhc teacher sh~ II be allowed lo draw rhe 

. n on t 1e ue arc The · d f 1 . 1 
. 

. 1 'b . · pcno O c.ive s iall also counr as service for purposes of pension/ 

con ri utory prov1dcn1 fund ·ct d h . . . 

h's/h • provi c I at lite teacher re-10111s the uruvcrsily on the expiry of 

1 er leave. 

Extra-ordinary Leave (Leave without Pny): 

J, 
Extra ordinary Leave for a maximum period of 3 months may be granred to Non Teaching 

Employee by compctcnt au1hori1y on rccommenda1ion of immediutc concerned authority in case 

of extra:ordinary circumstances when no other kind of lea vc is due to the employee. The period of 

leave w11hou1 pay shall be counlcd as service rendered by lhe employee. 

LEA VE PROFILE: 

• An employee who desires 10 obtain leave of absence slmll have to give specific reasons thereof to 

the University, and also the nddrcss including e-mail and contact number wirh mobile number 

(whatsapp) while on leave. The application for leave shall be made on lhe prescribed form. 

• 'Application form duly filled will be got endorsed from the office of lhe Registrar through 

Deun/Direclor/Coordinator indicating leave due on the proposed date of proceeding on leave, 

before submitt ing the same to the Sanctioning Authority. 

• Applica1ion of leave for less lhnn three days duralion shall be submitted lo the competent authority 

as per norms at least 24 hours in advance. 

• Application of vacat ion leave shall be siibmitted lo the competent authority as per norms after 

declaration of VACATION by lhe University or at least 6 days in advance from the starting of 

vacation. 

• Applicali_on of leave · for more than three days durnlion shall be submitled to the competent 

authority as per norms at li:asl 6 days in advance. 

• Except in emergency, no employee shall proceed on. leave unless sanctioned. If aoy employee 

proceeds on ieave witl1ou1 prior approval, it will be considered-us LWP (leave without pay). 

, In case of leave for more than 2 days on the grounds of sickness, competent authority may ask for 

a medical cenificate of an registered medical practitioner, Competent Autl1ority may, at its 

discrelion, also direct 1he employee 10 report lo another registered medical praclilioner/ officer to 

oblain another medical ce11ificate. The cost of such additional medical examinalion shall be borne 

by the employee . 

In lhc event of 3r, rniri:r,yec desiring extension of his/ her leave originnlly granted, he/she shall 

submit an applirnion or kt:er to the University well before the expiry of the period of leave 

originally granted to ll!ml her. The competent authority on receipt of his/ her application,' letter 

shall inform the employee, whether the exlension of lcnve applied for has been sanclioned or 

rejected 

• An employee who remains nbse111 from duty for n consecutive period of eight days (inclusive of 

Weekly Holiday, National and Festival holidays) wilhoul permission oflhe compelent authority in 

writing, shall be deemed to have abandoned the employment and his/ her service will stand 

automatically terminated at the expiry of 1he period of said eight days. 
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• In order to maintnin smooth tcnchin h ·d . 
in case of extreme g sc c ulc, faculty members ore requc.-stcd to avail LWP only 

emergency and not o · 1 • • 
schedule. Therefore No f It 

I 
s regu or practice us this disturbs the planned teaching 

If a faculty mcmb ' t k acu y 5 mll be grunted more than 2 days of leave without puy in a month. 
er a cs more than tw d I • 

accordingly. 0 ays cave m a month lhcn salary will be deducted 

. . 
EAllNED/V ACA TlON LEA VE: 

Calculation of Earned Leave for N V . 
Office Ass. L on- aca11011 Employee viz Administrative Officers Personal Secretary 

1stant ab' As · p . . ' ' 
, sistant, ower Gencralmg and Mamtcilancc stn!T etc.: 

For Non- vacation Employ d I · · • 6 
. b. . ee, earne eave will be adm1ss1ble l!9 I day per 15 days of period spent on duty 

su ~cct to a maximum of 24 days in II year. 

Note- A~y employee under probation period will not be treated as Non-vacation employee till successfully 

completion of probation period. 

Calculation or Leave for Vacation Employee: 

• Teaching Faculty will be the vacation employees. 

• The University shall ~otify lhe durolion of vacation leave (Winter an<l/or Summer Vacation) . 

• A vacation employee shall be entitled 10 the number of vacation leaves announced in an Academic 

Session oflhe Year. However, for fresh vacation employee, the vacation leave entitlement shall ·bc 

calcula.ted ori pro-rata basis for the remaining period of entitlement in that academic year. 

• .A member of leaching faculty entitled to vacation shall not be allowed to proceed on vacation until 

he/ she completes rhe examina tion or academic work assigned to him/her. 

• Vacation employee can be retained on duty during vacation period (part or fu ll) and assigned 

administrative or academic duties by the Vice-Chancellor on recommendation of immediate 

concerned authority during the period of vacation. 

• A vacation employee, who avails vacation as declared in nn academic year, does not earn any 

earned leave during that year. 

• For a vacation employee the earned leave shall be calculated as follows: 

"Eam ed ll!uVI! s/111/1 bl! full period of th!! retained period d11rin,!( the vacation." 

Rules Governing the EurnedN:ication J~uve: 

Salary to be dr.iwn during e:irncr!-'va,·Jtu;;i :lJ\ ~ will be the same as lhe employee was drawing 

immediately before proceeding on such kJ'-'~ r ,o .1ded the leave is due al the point of time. 

To avoid any dislocation of institutional work. earned leave for more than IO days will not normally be 

granted at a time unless be/she serves lhe in5tilute at least for 180 days after availing the last e:trned leave. 

Earned/vacation leave shall not be accumulated for cncashment at any point of time. Vacation leave wi ll 

not be carried forwarded for the next academic year. 
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Quantum of leave: 

SN 

(a) 

Description 
Employees 

of Leave Entitled (Academic Year wise) no. of days 

Teaching Staff-
Member of Facutty 

EL VL CL Other 
Full To be 8 1. Duty 

Leave/Special 
Duty Leave-
6+6 

Conversion declare~ by 
of EL from the University 
VL. -24 days 

(summer-
16,winter-8) 

2. Medical-6 
3. Eal -As per 

rule. 
4. Leave not 

due-12 
5. Maternity 

leave- 30 
6. Paternity 

Leave- 8 
7. Sabbatical 

Leave/ 
8. Study Leave

As per rule 
9. Weekly Off. 

Remarks 

(b) Non-Teaching Staff 24 days NA 8 1. Medical-6 
2. Compensatory 

leave- - 10 
(As per rule.) 

EL will only 
admissible on 

(c) 

(d) 

(e) 

Admin Officer, 
Office Asst. 
Laboratory Asst., 
Library. Power 
GenJ Maintenance 
Staff etc. 

Hostel Warden(s) -

Casual Employees NA 
viz Maintenance 
staff (Sarai 
Karamchari, 
Gardner, Plumber 
etc.)/Office 
attendanl non 
vacation employee 
on probation period 
Security Guard & NA 
Hostel attendant, 
Generator Operator 
and other persons 
on emergency 
duties. 

NA NA 

I NA NA 
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3. Maternity 
leave- 30 

completion of 
probation 
period. CL will 
be entitled on 

4. Paternity pro-rata basis 
Leave- 8 during probation 

5. EOL-As per period. 
rule 

6. Weekly Off. 
Duty t:eave (Only for 
University work) 
4 days In a month. 

2 days in a month. 

The leave 
should not be 
accumulated 
more than 08 
days. 

The leave 
should not be 
accumulated 
more than 04 
days. 
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LEA YE SANCTfONING AlJTn 
OTOTrES:-

I Posilioh Autltorll} 
-

SN of lltc 

employees 
-

Rccumm(•ndollun 

I. Dean/ Director 

Registrar 
& -

2. Fuculty Respective De.in/ 

3. Staff Admin 
Director/ Coordinators 

& all Concerned Director 

Dcpll. 

4. Maintenance Staff 

Office Allcndant 
& Concerned Oircctor 

Note:-

El/nl1./ng & 

I l!.ruv1ng 
.. 

~ 

S:1nc 
,._ 

Vice• 

f/on/11" 

Clwncc/lor 

Registrar - --V,cc-Ch:,nccllor 

Dy.Registrar. Rcg,~I rur 

Dy.Regi.~trar. 
- 'RcgL,tr 11r 

• In case of &rant of leave to Dean/ Director, Hon'b/e Chancellor must be informed . 

• Extension of le.ave or le:ive without pay shall in all cases be recommcndc:d by the 

Dean/Director/Coordinators of respc:clivc Depll. and sanctioned by tl1e Vice Chancellor or by an 

ofticer'nomiriated by the sanctioning authority. · 

• The leave will be applied on prescribed leave applicution form as per Annexure I & 11 to this rule 

separately for faculty and non teaching staff. 

LEA VE PROGRAMME 

• II is desirable 10 work oul a leave programme for ull key personnel for a yc.ir so us lo ensure that 

there is no disruption in work and adequate manning is ensured during academic session. /t shall 

be endeavoured that leave is finished during non-academic period except for unavoidable reasons. 

• A faculty or aoy olher.stafTprocccding on any kind oflcave should inform the competent authority 

in advance and arrange/assign his/her duties properly. 

• The leave application duly mention with alternative arrangement for academic/administrative 

octivili.cs shall be countersigned by the concerned foculty/stafTand recommended by the concerned 

Direclor before forwarding it lo the sanctioning authority. Separate office order m:iy be issued 

assigning duty to other faculty/staff when the foculty/stafTis granted leave: 

• Vice Chancellor is empowered lo consider/sanction any other type of lt.1ve in consulwtion with 

Chancellor. 

• All !rove records shall be on the UniVl'rsilv ERP system. The fnl'ulty und stu/T mcml,~rs shall 

h(' advised to apply ONLINE. 
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• 

-..h,, l,h1I I 1111, l\lr 1 ( .. 111 ,• •11, 
, , pplli.,1111 11 ro1 I l,1\f 1 .n 111, ,1 

i\,ill\l' ( ) : ., , I 1(1 II 

I l·,1v,· p,:1i11d 1nun I ll rJo I f; , 

Rc,L51111 for le.I\ c . I) I c 1,I le 1.c--

Con1ac1 Addrc,, during h::11 c 

Telerhonc/ Mobile No. . ...... .. ....... . . 

\Jame of the person detailed to pcrfonn the duty of the applicant \I ith details c,f , ubje,,~ et<;. • 

-
Derai ls of ,ubjcc1, 10 be 1augh1 p~rio,h 

sir11,1111rt· 

-~-
-~---....1..--- --------- ---------

... ·· ···· ... Signntur,· of1hc applicmH with dale 

Recommended/ Not Recommend1,.-d 

Remarks 

Coordina1or/Dircr1or/Con1rolkr of fanms 
Director 

Date . '·· ···· ..... 
Dare ...... .. . ....... .. . 

St:uus ofUalancc o( I c;11c- VL .... .. .. ... . CL ............ on .... .. ...... .. 

Ro:mar~s of Oy.Regiwar 

Signawre wi1h Dn1e 

Remarks of RcgiS1rnr 

Sanctioned (,:ave w.e.f ...................... ... To . ....... ..... .. .......... ..... .... .. . ···· ··········· ·· ··· •"' 

Shri .. .............. .. .. .. .... .... .... ..... \\ill p~rfo1111 the a.~signmcnt in absence of 
Shri .......... . ........... .... ... 1Cn11111,·rsignnturc of the c111ploycc who will perform the ussignmcnt in 

nhs~nce of employee prorccd1,1° '"1 k :11 c 1 

Countersignature of the Ernploy~c 

Signature of1h,· Sanctil111,ng /\uthont~ 
Name ..... . . .. .. .. ... .......... .... . 
l),·,igllJllllfl .. ..... .............. ...... , .. .. 

10 of 1 t 



p 

'l l111I.J111 l 111111 .11,, 1 .. ,ni:1,h 

(,\ ppl1l.1li,111 f,,r I rn1r \1111 I t ,1dil11~ ',1 i/l J 

/\ .u11c 

'>cho,,1 lk p.,nm,nl 

I ,-.11 ,, p,:noJ I ro111 1,1 ".,, ol IJ n 

lh'.L\011 for !CJ\ c 1, rc , I k,IIC 

Conl,ttl ,\ ddn:s~ during lcJ,c 

I clq1ho11c/ ~lohi lc r-,.0 

Signa1u1c of 1hc oppl icun1 " 11h dJIC 

Name of the person detai led 10 pcrfi)rm the duly of1hc applicant ....... · ......... 

Signature wi1h Dale 

Rcconuncndcd/ Nol Recommended 

Signature of concerned Hend of department ...................... Date .............. · · 

S1a1us of [)al:rncc of" Leave- El. ....... ..... CL ... .. .. . .. ... on ............ .. 

Remark, of Dy.Regis1rar 

Signa1urc 11ith D.11c 

Remarks of Registrar 

\ II It l'.lf If 

Sanc11aned leave 11 .,•.f ..... To . . ' ............. ............... , .. ....... ... . 

Shri .... .. . .. .. .. .. .. . .... .. .. .. .. .. \\'ill p,·J101 m the n,s1gnmc111 in Jb~encc of 

Shri ... .. ......... ... .......... ... (C11t1111,·r.-ign~111rc 11f 1he employee who will perform the assignment in 

absence of employee proccrJ111g (Ill k,11,) 

Countersignature of the Employee 

Sign,11urc of 1hc Sanrlioning /\111hufll)" 

Name ...................... ...... . 

Designation ........... , .... ........ .. 

11- of l ,l, 
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