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Leave Policy / Service Rules 
 

1.0 Relieving Procedure  

1. Staffs are expected to work for a minimum period of two academic years. 

2. They are not permitted to leave the institution in the middle of the academic year. If anyone 

wants to leave the institution in the middle of the academic year three months advance notice 

to be given or three month salary to be paid in lieu-there-of.  However teaching staff will not 

be permitted to resign in the middle of the academic year unless it is unavoidable.  The 

decision of the management is final in this regard.  

3. Staff who submits their resignation during the month of March will be relieved at the end of 

the semester. 

4. Staff will be relieved only after completing all formalities and submitting no due certificate 

duly approved by the respective HoD. 

5. Service certificate will be signed by the principal after obtaining prior approval from 

Chairman / Chairperson 

6. Service certificate will be issued only to the staff who is properly relieved.  

7. Whenever a staff is found not suitable for the institution he / she will be relieved from the 

services with a prior notice of one month. 

 

2.0 Maternity leave 

1. Employees completing one year of service is eligible for maternity leave. 

2. Female employees are entitled for six months maternity leave, out of six months, two months 

salary will be paid at the time of delivery. 

3. Male employees are entitled for three months leave, out of three months, one month salary 

will be paid. 

4. During maternity leave, service and seniority will not be affected. 

5. If the staff is not willing to rejoin after maternity leave, normal relieving procedure will be 

adopted. 



 

3.0 Leave on special duty / on duty 

1. For invigilation, practical and paper evaluation a maximum of 6 days per semester is 

permitted.  For additional requirements, staff can use their vacation leave. 

2. For the viva-voce of higher education (M.Phil. / Ph.D), one day On-duty is permitted.  Other 

than this the staff has to utilize their own leave. 

3. For staff pursuing higher studies, on-duty of 10 days per year (5 days per semester) will be 

given for a maximum period of three years. 

4. The staff, who want to pursue higher studies / Ph.D., need to work at least for a period 2 

years after completing the same. After completing higher studies the staff is eligible for 

benefits and perks for the newly acquired qualification on the submission of certificate. 

 

3.1 Conference / seminar / workshop 

1. All staff can avail OD for 2 days per semester to attend conference / workshop / seminar etc.  

The sanction of this is purely the discretion of the principal. 

2. After completion of 1 year of service, staff will be allowed to attend FDP of one week 

organized by other institutions. 

 

3.2 Casual Leave 

1. A casual leave of 12 days is permitted to all staff in a year at the rate of 1 day per working 

month; CL should not be combined with any other leave. 

2. Casual leave can be accumulated and can be taken to a maximum of 7 days at a time 

including holidays. 

3. Casual leave should not be prefixed or suffixed by a holiday however it will be considered 

based on requirement and on case to case basis.   

4. In case the staff leaves the institution in the middle, the extra casual leave availed than the 

eligible will be considered as LOP. 

5. CL should be availed after getting approval from HoD and  Principal in advance.  The staff 

should make necessary alternative arrangements for their responsibilities, failing which, 

leave will not be sanctioned. 

6. Only on emergency situations, information to principal and HoD over phone will be 

accepted. 

7. All other leave should be availed after getting approval from principal otherwise treated as 

LOP 



8. Staff taking leave on LOPS without satisfactory and valid reasons are liable to loose the 

increment. 

9. Sanctioning of leave depends on the workload, number staff available in the department and 

number of staff already availed leave. Sanctioning of leave is the discretion of the principal 

and he/she has the right to reject the leave request.   

 

3.3 Compensation leave 

1. Compensatory leave will be considered on the merit basis and will be decided by the 

principal only. 

2. Work allotted on holidays should be justified by the in-charge and to be approved  by the 

principal in advance. 

 

3.4 Vacation leave 

1. All teaching staff are eligible for a vacation of 15 days each during summer and winter 

period in an academic year. 

2. For non-teaching staff vacation leave of 10 days will be given during summer. 

3. Vacation will be given only after working for a period of full semester.  Staff joining in the 

middle of a semester is eligible for vacation only during the next semester. 

 

3.5 Permission 

1. A maximum of 2 permission of 1 hour each is permitted per month.  More than 1 hour will 

be treated as half-a-day CL. 

2. Permission can be availed either in the beginning or in the end of the day and not in- 

between. 

3. Permission should not be taken without prior intimation and alternate arrangement for the 

class. 

4. Only on emergency situations, permission request over phone to HoD will be considered. 

 

 

 

 

 

 

 



4.0 Discipline and misconduct 

 All staffs are expected to exhibit good conduct and behaviour inside and outside the 

campus.  Any sort of misconduct in the part of staff will lead to appropriate disciplinary action 

taken by the management, though it is not the intention of the management. The following is the 

illustrative but not exhaustive list of actions which could be considered as misconduct. 

 Not obeying or receiving the instructions given by the higher authorities or exhibiting 

any such attitude. 

 Not adhering the rules and regulations of the institution that are in force time to time. 

 Disturbing or discouraging any staff or student during his/her work by any means and 

for any reason. 

 Organising, canvassing or forming any groups or meetings without the written 

permission of the management. 

 Involving in any sort of business or trade inside the campus. 

 Engaging in any other job part time or full time with or without monitory benefit 

without the prior written permission of the management.  

 Habitual absenteeism or habitual late attendance.  

 Involving in or carrying out any activity prohibited by the law, rules and regulations 

of college, University, DOTE or AICTE. 

 Disclosing any information about the institution to a third party which can cause 

damage or a problem to the institution. 

 Any activity which leads to defamation of the institution. 

 Any other act which could be considered as misconduct by the management 

5.0 General 

 Staff are expected to maintain and upkeep the dignity of the profession with integrity 

and high standards of discipline. 

 Increment is purely based on performance and contribution to the development of the 

institution. 

 Staff should be ready to take the responsibilities assigned to them as deemed 

necessary by the higher authorities / management time-to-time. 

 Staffs are exposed to use the opportunities for self development and are exposed to 

grow in the career ladder. 

 Staffs are expected to involve in organizing seminars, conferences, workshops etc., 


