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Leave Policy

1. Objective

these leave.
2. Eligibility & Applicability
21 Al employees on regular rolls of the Institute.
3.  Policy & Procedure

3.1

C

Academic Leave, Compensatory Off, Summer Vacation, and Leave without Pay.

3.2 For the purpose of leave, “Year” shall mean the Calendar Year commencing 1%
July and ending 30 Jupe.

3.3 All leaves shal] accrue effective 1 July of every Year, except the Casual Leave.

3.4  Employees shall apply for leave on prescribed formats. The [eave application shall

3.5  Holidays and weekly-offs between the leaves will be treated as a part of leave only.
Weekends and holidays are exempted in case of Casual Leave,

Entitlement & Procedure for availing Leaves:

4.  Casual Leave (CL)

41 All Employees are eligible for 08 days of CL in a calendar year, which shall be
“'\\*‘m%m\*credited to them upon joinTng, on pro-rke‘l-tzlrvm's.vx-“ T
4.2 Employee on CL cannot be absent from duty continuously for more than 5 days
including intervening holidays.
4.3 Employees may avail CL for half-day also.
44  CL may be prefixed or suffixed to intervening holidays or weekends,
4.6 CL cannot be prefixed or suffixed to any other category of Leave,
4.7 Un-availed CL wil] automatically lapse at the end of the year.

Earned Leave (EL)

5.1 All Non-Vocationa] teaching staff & Non-Teaching Administrative staff who are
on Confirmed and Probation are eligible for 30 days of Earned Leave.



5.2

5.3
54

5.5

5.6

Employees joining the organization shall have their Earned Leave entitlements
for the rest of that calendar year calculated on pro-rata basis, and credited to
their accounts on the following July 1%, January 1® which they can avail
only after the confirmation of their services.

Earned Leave may be availed for one day also.

Except under emergency, employees shall apply for leave well in advance,
especially if the leave period is more than a couple of days, and proceed on
leave only after their leave is approved.

When it has not been possible to obtain advance approval, respective HODs
should be kept informed, with information copy (CC) to the approval authority;
and request for approval must be obtained at the earliest opportunity.

Earned Leave with may not be prefixed or suffixed with any other type of leave.

6. Sick leave (SL) / Half Pay leaves (HPL)

6.1

6.2

All Employees are eligible Sick Leaves for 10 days (Full Pay)/ 20 days (Half pay
leave).

The employee needs to submit Medical certificate from registered medical
practitioner in case of accruing Sick leave or half pay leave more than 3 days.

7. Maternity Leave (ML)

71

7.2

7.3

7.4

The Institute permits Maternity Leave of 180 days, to be availed at the convenience
of the mother-to-be. The leave period includes weekends and holidays.

All confirmed female employees, are eligible for Maternity leave. However,
the management may, at its discretion, also allow an employee under probation
to avail maternity leave, and extend her probation period by the same duration.
Maternity leave shall be limited to an employee’s first two confinements and must
be spaced by at least 3 years (except in case of a miscarriage). In case of
unfortunate miscarriage, a maximum leave of 4 to 6 weeks may be availed.

The employee shall inform the HOD at least 8 weeks prior to proceeding on
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7.5

leave with appropriate Medical Certificate.
ML will be in addition to other leave facilities of the Institute and shall not be

prefixed or suffixed with any other kind of leave.

8. Duty Leave (DL)

All teaching and non-teaching faculty is eligible for 15 days Duty leave.

DL shall be applicable for attending Academic, Institute and University related work
for all days of the work.

DL may also be considered for the following reasons:

8.3.1 Delivering invited talks, attending Workshop, STTP, QIP, Conference, etc.
8.3.2 Attending Spot Valuation assignments at a university other than the affiliated

university.
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10.

1.

8.4 Teaching faculty wishing to avail duty Leave should get their leave approved by the
HOD at least 2 days in advance and send the approved leave application along with
the invitation letter sent by the concerned university or Conference/Workshop to

Office.
8.5 Academic leave may neither be accumulated nor combined with any other type of

leave.
Leave without Pay (LWP)

If an employee has exhausted all types of leave, exceptionally, he/she may be allowed to
take leave without pay up to a maximum of 30 days in a year, subject to the
recommendation of the HOD and approval of Principal.

9.1 . LWP shall not be treated as break in-service..

Compensatory Off (CO)

10.1 If an employee is called upon to work during the weekend or a public holiday or
during vacation for more than half a day, equivalent compensatory off may be
permitted in units of half a day or full day.

10.2 Compensatory off shall be availed within Six month. Else, it shall lapse.

Summer and Winter Vacation

11.1 All Probation & Confirmed teaching faculty except those who hold administrative
responsibilities, will be eligible for Summer Vacation.

11.2 The annual dates for the summer vacation shall be announced which shall
ordinarily be availed by all, unless asked by the management to be available for
some special assignments during the vacation.

11.3 Principal, in consultation with the HODs shall plan the summer vacation well in
advance based on the academic and other relevant considerations.

114 The Institute reserves the right to requisition the services of a teaching faculty,
during the summer vacation for special assignments. In such cases, the teaching
faculty requisitioned for special assignments during the summer vacation will be
eligible for equal number of days of EL (or pro-rated number of days) in lieu of
the summer vacation foregone.

11.5 The Principal shall inform all such faculty whose services may be required during

the summer vacation, well in advance, along with their HOD.

Summer vacation cannot be prefixed or suffixed with any other leave.

Faculty availing the summer vacation shall keep the Institute informed of their

address of stay and contact details during vacation period for emergency needs.

Faculty on summer vacation may at their discretion and on approval from the

Principal, attend external examination related works/ SDPs/ Seminars/

Conferences. However, such activities shall not count for any set-off against the
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summer vacation. . :
11.9 The summer and winter vacations will be in adherence with the University
Almanac.

12. Special leave for pursuing research

~12.1 This leave shall be given, on a case-to-case basis, to those who have registered
for Ph.D. and cleared their pre-Ph.D. course work, for a maximum period of a
fortnight.
12.2 The leave needs to be approved by the Principal.
12.3 The Principal shall call for supporting recommendation letter from a faculty’s
Ph.D. guide for granting the approval.
12.4 The unutilized Special Leaves can be carried neither forward nor uncashed.

The above-mentioned leave policies are subject to revision and change time to time as per
recommendations of statutory bodies.

Principal
SVKM's Institute of Technology,Dhute
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7 INSTITUTE OF TECHNOLOGY, DHULE
LEAVE APPLICATION

Date:- 4/ 2 /20
Post:- [Assi. Eﬂf

) -'9 Musi&r Number‘ : _Thumb iD: 28 20009

Contact Na. whﬂe onleave- 9657724046

Lecture/PracncaI/Duty Adjusted by
- Name Sign

Attach separate sheet if required

SIGN.OF APPLICANT

o Js]teoto
-to 3 is available as per leave

cfue _to your credit after this application is

SIGN OF OFFICE CLERK

-

HOD/INCHARGE OF DEPT.

B S e w £ i e B Sy

?B!KEVCL /SL/DL/EL/ Vacation

SIGN OF OFFICE CLERK
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LEAVE APPUCATION

Leave W&ﬂmbhrm showld be wbmtmd to aiim n prior with :lgnaum{g) of numwmoc br]we quing on lenve, otherwise leave will be treated as 1w, »)

Date: =27/ 7 /701‘6}.&@
Nam@ of the Lmployes w& s A\(‘fﬁ. e | O M .,.,QBQ

 Departmont f@m@u&L o WuieNambe o fhumbio: 2B 0O O

Wﬂf {eeve - UL f§! ’n’tfg fwr‘“ﬂ“! qt_“ = fl’t‘)l" 9&1 ]:'7/_24}1 tey @6 l kl /?ﬁ for Dayls).
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_ Contact No, while an Leave: Q6577124084

?L_ ure[Pmcflcal/DmyAd;usrod by -
e N _Sign__|

_ Attach separate sheet if required

SIGN.OFAPPLICANT

B
B
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SIGN OF QFFICE CLERK

M

HQB NCHARGE OF DEPT

SIGN OF OFFICE CLERK
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INSTITUTE OF TECHNOLOGY, DHULE
LEAVE APPLICATION [

n pmrwm; ilgbbfmtls) o; Wﬂmﬂtm before going on leave, otherwise leave will be treated as L.W.P)
Date:-52/0 & / 2618~ 22 |

ON"\ e j St Past:-

AV

’ Name af the Employee:-

Department‘ .mm E{\C\ o) Muster Number: — Thumb ID: =

Type of Leave: - C’Lj SL/ DL, JEL] Vatation / 55 from'@/ 04/ 21 to ’ 05/?4 for i h Day(s).
Cause of Leave:- CD‘” d ’3 vaccet nabﬁﬂ Contact No. while on Leave:-

ALTERNETIVE ARRANGMENT MADE (For teachmg and non- -teaching)

S N Date v Lecture/Pracﬂcal/DLtyAd}ustment Lecture/Practical/Duty Adjusted by |
: s Time< = CIass/Dept Subject/Tvpe of work Name Sign |

Attach separate sheet if required

o

SIGN.OF APPLICANT

: I
% "‘b‘ "1 > ’ is a\‘:’ﬁable as per leave

==t .

SIGN OF OFFICE CLERK
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e :
Ministry of Health & Family Welfare
: Government of India

Provisional Certificate for COVID-19 Vaccination - 1* Dose

Beneficiary Details

Beneficiary Name / GILIICEIC) T M Shubham

Age [ 9d 32

Gender / faT Male

ID Verified / 3To@da PAN Card # EAGPS2714P
Unique Health ID (UHID) .
Beneficiary Reference ID 36465759898180
Vaccination Details '; ’,

Vaccine Name / e COVISHIELD

Date of Dose / o dE 28 Jun 2021 (Batch no. 4121Z106)

Next due date / GE SA ARG - Between 20 Sep 2021 and 18 Oct 2021
' 0T ASHISH AKHADE

Vaccinated by /

Vaccination at / ~ SUB CENTER MORANE, Dhule, Maharashtra
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INSTITUTE OF TECHNOLOGY, DHULE

LEAVE APPLICATION |
{Leave application form should be submitted to office in prlothh slgnatwe{s) of authorities bt[we going on leave, otherwise leave will be treated as L.W.P}

pate: 2\ ; B /20D \

Name of the Employee:- Sﬂg ih{ncmm AN gnmt.g“mi:j Post:- stﬂ Qg(uji'gggv%

Department: ‘5: B Muster Number: REY }, Thumb 1D: !:3 0600667 |
Twe of Leave: -iz*LJ S\.J‘ml El.f Vatatiﬁnl 5\. froma‘,ﬁ‘“% -1 to{""’—"”‘g =2 o L. payls)

Lecture/Practical/Duty Adjusted by
Name Sign

- Attach separate sheet if required

e

SIGN.OF APPLICANT

Q‘t‘g 24 available as per leave

ur credit after this application is

- SIGN OF OFFICE CLERK

o

umlncmﬁﬁ {:s DEPT.

QCL /‘ SL /DL / €L/ Vacation

' OF OFFICE CLERK
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Date: }l‘f_/ﬂ/Q@q_l‘

. Post:-

‘ MustarNumber' 13 ___Thumbip: 2. L2 O~
tion / é T from to Qllﬂ@’_ for C\L _Day(s).

Contact No. while on Leave:- gQ 4ol 02’ ‘F(/

or teachmg and non-teachmg)

=T = Lecture[Practicéf/Euty Adj‘ds't‘eﬁcihgy’

Name Si e
‘ Shomngl ! pb/}%
& RL

Attach separate sheet if required 3

SIGN.OF APPLICANT

13 , {2y
i _Is available as per leave
ue tO' your credit after this application is

——2

SIGN OF OFFICE CLERK

‘Qﬁctloned.

HOD/INEHARGE OF DEPT,

e

...................

"QL /SL/DL/ R / ‘Vacaﬁon

: : VSIGN OF OFFICE CLERK







pate:-2.2.4 | O/ 2o M
P bost gyl bl o)
g Muster | 04y ThumbiD: A2 2000 b

S DA Yy

Type of Leave: - CL /SL/ DL / EL/ Vacation /.

Dayls).
Cause of Leave'- : o S . Cantact No. whlie on Leave' X% A

ALTERNETIVE ARRANGMENT MADE (For teaching and non-teaching)

Lecture/PracticaI/Duty Adjusted by

Lecture/Prac'dcaI/Duty Adjustmem

Name

Sign

Class[Dept Subject/T ype of wark

fm’ ”O'I'aﬂlllﬂ ,p“f/

Attach separate sheet if required

3

c ?_}o vy
= is available as per leave
due to your credit after this application is

SIGN OF OFFICE CLERK

: JINCHARGE OF DEPT.

o e by T S > amn A

halance CL/ SL / DL / EL / Vacation

 SIGN OF OFFICE CLERK
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: 5 19/10/2021
: Male

Patient Name . jesh !
Age C3TYeHE . ol
Reffered by : Dr. NARAYAN G. VYAS SIR

PRS For Malarial Parasite:

S.typhi "O™

S.typhi "H":




Since - 1991

Patient Name : Mr. Yogesh Chaudhari. Reporting Date ~ : 19/10/2021
Age 3] Years A : =ouSex . Male -
Reffered by : Dr. NARAYAN G. VYAS SIR

URINE ROUTINE EXAMINATION

"‘.‘:'Y_ellow :
Clear
' ¥de,lc

Mr. Ekanath K. Mali

Sc., PG.D.M.L.T. (Mumbai)
eg.No. PGD/MLT/0048/202
9405831395 / 9423496115
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