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LEAVE RULES

1. Introduction

The National Institute of Technology First Statutes of the Ministry of
Human Resources Development, Government of India say Clause 24(5) has made
provisions for certain types of leave as per Central Civil Service (Conduct) Rules, 1964
available to all the employeesof the Institute, to meet their family, medical and social
liabilities.

As per Central Civil Service (Conduct) Rules, 1964 the Institute has provisions
for different kinds of leave. The present document is meant to provide guidelines
on different types of leave and how they can be availed. Certain rules and guidelines
are common to both Teaching and Non-Teaching staff of the Institute, while certain
rules and guidelines have been devised specifically with reference to the Teaching
staff of the Institute. These rules and guidelines should be used for better understanding
& utilization of the leave by the employees of the Institute and are only
complementary & explanatory in nature. It does notin any way meant to supersede
the leave provisions provided by Government of India. Besides, the Institute may adopt
the recommendations of Government of India from time to time in terms of providing
the facility of different kinds of leaves for the benefit of the employees of the Institute.

2.  General principles governing leave with relevant Central
Civil Service (Conduct) rules, 1964 provisions

Leave is a provision given to an employee to stay away from work for genuine
reasons with prior approval of the competent authority. It may be granted for a
casual purpose or a planned activity or on medical ground or in extra ordinary
conditions.

2.1  General provisions as per Central Civil Service (Conduct), 1964 rules:

2.1.1 Leave can not be claimed as a matter of right —Rule 7 (1).

2.1.2 The leave sanctioning authority may refuse or revoke leave of any
kind, but cannot alter the kind of leave due and applied for —Rule 7 (2).

2.1.3 Leave of one kind taken earlier may be converted into leave of a different
kind at a later date at the request of the official and at the discretion
of authority who granted the leave. The employee should apply for
such conversion within 30 days of completion of the relevant spell of
leave. This, however, cannot be claimed as a matter of right
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by the official — Rule 10 (i)

Conversion of one kind of leave into a leave of a different kind is
permissible only when applied for by the official while in service and
not after quitting service — Rule 10 GID.

The leave sanctioning authority may commute retrospectively periods of
absence without leave into Extra Ordinary Leave —Rule 32 (6).

No leave of any kind can be granted for a continuous period exceeding
5 years except with the sanction of the President. Without a valid reason, a
Government servant who remains absent for continuous period exceeding five
years other than foreign seervice, with or without leave, should be deemed to
have resigned from Government service — Rule 12.

An official on leave should not take up any service or employment
elsewhere without obtaining prior sanction of the competent authority —
Rule 13.

Wilful absence from duty after the expiry of leave renders an employee
liable to disciplinary action —Rule 25 (2).

Absence without leave not in continuation of any authorized leave will
constitute an interruption of service unless itis regularised audit instruction
under Rule 25 (1).

Leave will not be granted to an employee under suspension.

Leave should always be applied for and sanctioned before it is taken, except in
cases of emergency and for satisfactory reasons.

2.2. Applicability

These

leave rules shall be applicable to all the permanent employees of this Institute

with effect from 01.01.2019, as far as Earned Leave (EL) and Half Pay Leave (HPL) are
concerned. Other kinds of leave will be effective from the date as approved by the Board.

2.3. Leave Sanctioning Authority

2.3.1

2.3.2

2.3.3

Applications for leave, except casual leave shall be addressed to the
Registrar by the employees of the Institute.

Leave may be sanctioned by the Director or by a member of staff to
whom the power has been delegated by the Director. Normally, the
Registrar will regulate the leave accounts of the employees of the Institute
except casual leave.

In case of casual leave, the Head of the Department/ Centre/
Section will be the sanctioning authority for all the employees working
in the Department/ Centre/ Section and Registrar will be the sanctioning

authority for all other employees. Casual leave account of all the
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employees working in a Department/ Centre/ Section is to be maintained
by the Head of the Department/ Centre/ Section. Director is the
sanctioning authority for casual leave to the Registrar & Deans.

Start of leave and termination of leave

24.1

242

Leave ordinarily begins from the date on which leave as such is actually
availed and ends on the day preceding the date on which duty is resumed.
Saturdays, Sundays and other holidays or vacation, if any, may be
prefixed as well as suffixed to any leave, subject to any limit of absence

on leave prescribed under each category of leave.

Combination of leave

2.5.1

Except as otherwise provided, any kind of leave under these guidelines
may be granted in combination with or in continuation of any other kind
of leave, subject to any limits prescribed in such cases and as per the
prescribed norms of Central Civil Service(Conduct) Rules, 1964 with certain

exceptions.

Combination of holidays with leave

2.6.1

2.6.2

When the day, immediately preceding the day on which an employee’s
leave (other than leave on medical certificate) begins or immediately
following the day on which his/her leave expires, is a holiday or one
of series of holidays, the employee shall be deemed to have been
permitted to leave the Institute at the close of the day before, or return
to it on the day following such holiday or series of holidays provided
that such actions does not affect the normal working of the Institute.

In case of leave on medical certificate,

(a) When the employee 1is certified medically unwell to attend office,
holiday(s) if any, immediately preceeding the day he/she is so certified
shall be allowed automatically to be prefixed to leave and the
holiday(s) if any, immediately succeeding the day he/she is so certified
(including that day) shall be treated as part of the leave.

(b) When the employee is certified medically fit for joining duty, holiday(s),
if any, succeeding the day he is so certified (including that day) shall
automatically be allowed to be suffixed to the leave and holiday(s)
preceding the day he is so certified shall be treated as part of the leave.
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2.7. Grant of leave on resignation / date of retirement

No leave shall be granted beyond the date on which an employee must
compulsorily retire. If an employee of the Institute resigns; he shall not be granted
either prior or subsequent to his resignation, any leave due to his credit. Provided
that the Director may, in any case, grant leave to an employee prior to his resignation,
if in the opinion ofthe Director, the circumstances of the case justify such grant of

leave.
2.8  Reporting duty before the expiry of leave

Except with the permission of the authority, who granted leave, no employee
on leave may report for duty before the expiry of the period of leave granted to him.
2.9 Reporting duty on return from leave on medical grounds

An employee who has been granted leave on medical certificate is required to

submit a medical certificate of fitness before resuming duty. Leave sanctioning authority

may secure second medical opinion, if considered necessary.

2.10 Maximum period of absence

An employee who remains absent from duty for a continuous period exceeding
5years other than on foreign service or other service approved by MHRD, whether
with or without leave, shall be deemed to have resigned from the service of the
Institute.

3. Types of leave

The following types of leave shall be admissible to the employees of the Institute.

3.1 Casual Leave (CL) 3.2 Special Casual Leave (SCL)

3.3 Earned Leave (EL) 34 Vacation [Only for Teaching Staff]
3.5 Half Pay Leave (HPL) 3.6 Commuted Leave (CML)

3.7 Leave Not Due (LND) 3.8 Extra Ordinary Leave (EOL)

3.9 Maternity Leave (ML) 3.10 Paternity Leave (PL)

3.11 Adoption Leave (AL) 3.12 Child Care Leave (CCL)

3.13 Work Related Illness and Injury Leave (WRIIL)
3.14 On Duty Leave (ODL)
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The details are as follows.

31 Casual Leave

Casual Leave is not a recognized form of leave and is not subject to any rules
made by the Government of India. An employee on casual leave is not treated as
absent from duty and his pay is not intermitted.

3.1.1 Entitlement 8 days in total (per Calendar Year —Jan to Dec).

3.1.2 Employees joining during the year may avail proportionately or the full
period at the discretion of the competent authority.

3.1.3 Casual Leave can be combined with Special Casual Leave/ Vacation/
any holidays; but not with any other kind of leave.

3.1.4 Holidays falling during a period of casual leave are not counted as part of
CL.

3.1.5 Saturday/ Sunday/ public holidays/ weekly offs can be prefixed or suffixed
to CL.

3.1.6 Casual Leave can be taken on tour, but no daily allowance will be
admissible for the period.

3.1.7 Casual Leave can be taken for half-day also.

3.1.8 Casual Leave should not normally be granted for more than 5 days at
any one time.

3.1.9 LTC can be availed during casual leave.

3.1.10 Half a day’s casual leave should be debited to the CL account of an
employee for each late attendance but late attendance up to an hour,
or not more than two occasions in a month. It may be condoned by
the competent authority, if he is satisfied that it is due to unavoidable
reasons.

3.1.11 Casual Leave can not be combined with joining time.

3.1.12 Casual Leave and Earned Leave cannot be combined.

3.2 Special Casual Leave (SCL)

Special Casual Leave may also be granted to the employees for other purpose,
as approved by the Director from time to time. The Special Casual Leave can be
granted up to a maximum of 15 days in a calendar year. The Director is empowered
to examine the purpose for which absence can be treated as On Duty and Special
Casual Leave. An employee’s absence from the Institute can be marked as On
Duty when the employee is doing Institute/Dept. work outside the Institute with
the approval of the competent authority and not forany invitation from external source
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lecture or viva exam or PhD evaluation or attending workshops or

Special Casual Leave can be granted toa member of the staff, when he/she

is

(i) Summoned to serve as Juror or Assessor or to give evidence before a court
of law as a witness in a civil or a criminal case in which his/her private
interests are not at issue.

(i) Deputed to attend a reference library of another Institute or conferences
and scientific gatherings of learned and professional societies in the interest
of the Institute.

(i) Required to be absent for any other purpose approved by the Board of
Governors.

Special Casual Leave may also be granted for other purposes, as approved by

the Board from time to time. In case it exceeds the 15 days limitation, the cases

of those staff have to be placed before the Board for further consideration. SCL
may be granted for donating blood to recognized Blood Bandks on working day

(for that day only).

The Director is empowered to examine the purposes for which absence can be

treated as On Duty and purposes for which SCL can be granted. The Director

is also empowered to examine the possibility of advising the staff members to
fix up programmes like conduct of Viva-Voce for Ph.D. on Saturdays or on
holidays.

The additional purposes for which the Special Casual Leave can be granted, are

specified below:

(i) To attend committee meetings, invited lectures without renumeration which
are not treated as on duty.

(i) To conduct Ph.D. Viva or an Examination

Faculty members deputed by the institute in connection with the institute work

will be treated as on duty and the period will not count towards SCL.

The absence of the faculty members in their efforts towards funds raising and

building of corpus funds etc. will be regulated under SCL.

SCL shall be granted for other academic purposes from time to subject to the

approval.

For participation in Sports Events, SCL is admissible up to a maximum of 30

days in a calendar year like Coaching or Training camps of all India coaching or

training schemes.

To give special lectures with honoraruim, the faculty member must take leave at

credit. No SCL is admissible.
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3.2.10 SCL may also be granted to re-employed disabled Military Pensioners when
called upon to attend Resurvey Medical board to assess their disability element.

3.2.11 SCL is admissible upto a maximum of 10 days in anay one year for participating
in inter-Ministerial and iner-Departmental tournaments and sporting events.

3.2.12 SCI may also be granted to sportsperson getting seriously injured or being
hospitalized during Sporting events subject to the overall ceiling of 30 days in a
calendar year.

3.2.13 SCL is admissible to 30 days in one calendar year for participation in cultural
activities like dance, drama, music, poetic symposium etc., of an All India, or
Inter-State character organized by or on behalf of the Central Secretariat Sports
Control Board or on its behalt. SCL will not be admissible for practice or for
participation in cultural activities organized locally.

3.2.14 SCL is admissible to employees participating in dancing and singing
competitions at Regional, National or International level, organized by GOI or
Govt. Sponsored Bodies subject to maximum of 15 days in a calender year.

3.2.15 SCL upto a maximum of 15 days in a year is admissible for visit in connection
with the consultancy and sponsored research activities.

3.2.16 SCL upto a maximum of 12 days in a year is admissible to the office bearers of
recognized Unions/ Association to attend meetings.

3.2.17 SCL shall be granted to the staff of the Institute when thery are unable to attend
office due to natural calamitits/ bandh etc. subject to the approval of the
authorities. SCL granted to be reported to the ministry.

3.2.18 Combination of Casual or regular leave (e.g., EL, HPL, etc.) with SCL is
permissible but combination of both CL and regular leave with SCL is not
permissible.

3.2.19 LTC can also be availed of during Special Casual Leave.

3.2.20 For family planning:

a) Male Employee:

1. Maximum of 6 working days admissible for vasectomy
operation. If he undergoes the said operation for second time
due to failure of the first, another 6 days will be admissible on the
production of medical certificate.

Maximum of 21 days for undergoing recanalization operation.

3. Maximum of 7 days if his wife wundergoes  tubectomy,
laproscopy  of salpingectomy operation. The leave should follow
the date of operation.

b) Female Employee:

1. Maximum of 14 days admissible for tubectomy / laproscopy. If she

undergoes the said operation for a second time due to failure of the
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first, maximum of 14 days will be admissible for the second time.

2. Maximum of 14 days admissible for salpingectomy  operation
after Medical Termination of Pregnancy (MTP).

3. Admissible for one day on the day of TUCD / IUD insertion / re-
insertion.

4. Maximum of 21 days admissible for undergoing recanalization
operation.

5. Admissible for one day on the day of operation when her husband

undergoes vasectomy operation.

Earned Leave (EL)

All the employees of the Institute are eligible for Earned Leave.

3.3.1

3.3.2

3.3.3

3.34

3.3.5

3.3.6

3.3.7

3.3.8

The earned leave admissible to an employee of the Institute shall be 30
days ina calendar year.

Earned Leave is credited to an employee in advance at a uniform rate
of 15 days on the Ist January and Ist July every year.

Earned Leave can be accumulated up to 300 days, including the number
of days for which encashment has been allowed along with LTC — Rule
26 (1).

The credit for the half-year in which an employee is appointed will be
at the rate of 2 "2days for each completed calendar month of service.
Earned Leave credit for the half-year in which the employee retires/
resigns/ removed/ dismissed or dies in middle of calender year, the earned
leavecreditted should be reduced at the rate of 1/10% of any extraordinary
leave taken in that half year and leave account regularised. While affording
credit fraction shall be rounded off to the nearest day.

While limiting the maximum of 300 days, where the balance at credit is 286-300
days, further advance credit of 15 days on 1st January/ 1st July will be kept
separately and set-off against the EL availed of during that half-year ending 30t
June/ 315t December. However, if the leave availed is less than 15 days, the
reminder will be credited to the leave account subject to the ceiling of 300 days
at the close of that half-year.

Earned Leave does not exceed 300 days. Such procedure may be
restored to in cases where Earned Leave at the credit of the
employee on the last day of December or June is 300.

The credit for the half-year in which a Government servant is appointed will be
afforded at the rate of 2 V2 days for each completed calendar month in that half-
year up to the date of retirement.
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The maximum amount of earned leave that can be granted to an
employee at a time shall be 180 days; however, ecarned Leave my be
taken at a time up to 300 days as leave preparatory to retirement.
Earned Leave up to 300 days at a time may be granted to Group A
and Group B employees, if at least the quantum of leave in excess
of 180 days is spent outside India, Nepal, Bangladesh, Bhutan, Srilanka
and Pakistan.

While availing LTC, encashment of earned leave up to 10 days on each
occasion and a maximum of 60 days in the entire service are permissible.
A balance of at least 30 days Earned Leave may be available to his/her
credit after taking into account the period of encashment as well as
leave. 'The encashment so availed will be taken into account while
computing the maximum admissible for encashment at the time of

quitting service.

tion

During the period when the semester is closed (vacation period) Teaching staff
(as per NIT Statutes) can avail vacation for 60 days. The Registrar will notify the

vacation period, to enable the Teaching staff to avail vacation.

3.4.1
3.4.2
3.4.3

3.44

3.4.5

3.4.6

3.4.7

3.4.8

3.4.9

Maximum vacation that can be taken is 60 days.

00 days vacation is arrived based on the academic year.

The duration of winter vacation period and summer vacation period shall
be notified by the Registrar based on the recommendations  of the
Dean (Academics).

No Teaching staff is allowed to take vacation other than the notified
dates by the Registrar.

Teaching staff, who remain on duty during the whole or part of the
vacation, will be eligible to get one day earned leave for each two days
of vacation not availed.

Vacation can be suffixed or prefixed with any leave but the vacation
and other leave combined should not exceed 180 days at a time.
Teaching Staff who remains on duty during vacation period may be
allowed to take any other leave except EL; like when they
are on normal duty.

If a staff member avails of any vacation half of that period will be debited from
his/her EL account.

A new faculty joining in the summer vacation period is not eligible for vacation
during that summer.
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3.5 Half Pay Leave (HPL)

All permanent employees of the Institute are eligible for 20 days Half Pay
Leave for each completed year of service in the Institute. The service includes
periods of duty and leave including extra ordinary leave with or without medical
certificate, but does not include periods of suspension treated as dies non, overstayed
of leave and joining time unless otherwise regularized.

3.5.1 Every employee shall be credited with half pay leave in advance, in two
installments of 10 days each on the 1st January and 1st July of every
calendar year.

352 The leave shall be credited to the account at the rate 5/3 days for
each completed calendar month of service which the employee is likely
to render in the half year of the calendar year inwhich the employee is
appointed.

3.5.3 'The half pay leave to be credited every half-year will be reduced at the rate of
one-eighteenth of the period of dies non/ suspension treated as dies non, during
the preceeding half-year, subject to a maximum of ten days.

3.5.4 Half pay leave credit for the half-year which the employee retires / resigns
/ removed / dismissed or dies in service will be afforded at the rate
of 5/3 days per completed calendar month up to the end of the
month preceding the last calendar month of service. Any fraction shall
be rounded off to the nearest day.

3.5.5 Half pay leave may be availed of either on medical ground or on medical
certificate or on private affairs.

3.5.6 Half pay leave may be granted even when Earned Leave is due/at
credit to an employee.

3.5.7 Head of the Department/ Centre/ Section shall forward the Half pay leave
request to the Establishment / Registrar for approval and records.

3.6 Commuted Leave (CML)

All the permanent employees of the Institute is eligible for Commuted Leave
not exceeding half the amount of Half Pay Leave due, may be granted on medical
certificate.

3.6.1 The authority competent to grant leave is satisfied that there is reasonable
prospect of the employee returning to duty on its expiry.

3.62 When commuted leave is granted, twice the amount of such leave
shall be debited against the Half Pay Leave due.

3.6.3 Commuted leave can be granted without medical certificate up to a
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maximum of 90 days in the entire service if utilized for an approved
course of study certified to be in public interest by the Registrar.
Commuted leave up to a maximum of 60 days can be granted,
without medical certificate to a female employee ifitis in continuation of
maternity leave.

Commuted leave up to a maximum of 60 days can be granted
without medical certificate to a female employee with less than 2 living
children if she adopts a child less than one-year-old.

Commuted leave can be granted on the strength of a medical
certificate  from a hospital / medical authority registered with the Indian
Medical Council.

Employees who join after availing the Commuted leave will have to
submit fitness certificate from the hospital / medical authority registered
with the Indian Medical Council.

Commuted leave can not be granted as a leave preparatory to retirement.
Commuted leave can be granted even when Earned Leave is available.
Where an employee  granted Commuted leave quits service
voluntarily ~ without returning to duty, the Commuted Leave shall be
treated as Half Pay Leave and excess leave salary shall be recovered.
However, ill health incapacitating the employee for further service or in
the event of death, no such recovery should be made.

Head of the Department/ Centre/ Section shall forward the leave
request to the Establishment /Registrar for approval and records.

3.7 Leave Not Due (LND)

Leave Not Due may be granted to a permanent employee with no half pay

leave at his
granted by

/ her credit on medical grounds (with medical certificate) only. This is
the Director if there is a reasonable prospect of the employee returning

to duty on expiry of the leave.

3.7.1

3.7.2

3.7.3

The amount of leave should be limited to the half pay leave that the
employee is likely to earn subsequently. Leave Not Due during the entire
service is limited to a maximum of 360 days.

Leave Not Due may be granted without medical certificate to a female
employee in continuation of maternity leave or to a female Government
servant with less than two living children on adoption of a child less than a year
old.

Leave Not Due will be debited against the half pay leave that the

employee earns subsequently.
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Leave Not Due may also be granted to temporary employees with
minimum one- year service suffering from TB, Leprosy, Cancer or Mental
illness for a period not exceeding 300 days if the post from which the
employee proceeds on leave is likely to last dll his/her return.

An employee granted Leave Not Due resigns from the Institute or is
permitted to retire voluntarily without returning to duty, the Leave Not
Due should be cancelled.  The resignation / retitement / will take
effect from the date on which such leave had commenced and the
leave salary should be recovered.

The Head of the Department/ Centre/ Section may forward the request
to the Director or authority nominated by Director with proper medical
certificate/recommendation  through the HoD.

3.8 Extra Ordinary Leave

Extra

Ordinary Leave may be granted to an employee when no other leave is

admissible or when the employee applies in writing for the grant of Extra Ordinary

Leave when
3.8.1
3.8.2

3.8.3

3.84

3.8.5

3.8.6

other leave is admissible.

Extra Ordinary Leave shall always be without leave salary.

For temporary or contract employees; the duration of extra ordinary
leave on any one occasion shall not exceed 3 months with or without
medical certificate and 6 months when the employee has completed one-
year continuous service on the date of expiry of leave admissible to the
employee under the rules and the request for such leave is supported by
Medical Certificate.

Eighteen months extra ordinary leave can be granted to an employee
suffering from TB, Leprosy, Cancer or Mental illness and undergoing
treatment in a recognized clinic/hospital/under a specialist.

After completing 3 years of continuous service in the Institute an
employee can avail 24 months extra Ordinary Leave for the purpose of
pursuing studies certified to be in the public interest (leading to award
of degree).

The period of extra ordinary leave taken by an employee for illness on
medical certificate will count for annual increments and qualifying
service for terminal benefits as well. Extra ordinary Leave availed for
all other purpose will not be counted for increment and terminal benefits;
provided that in case of any doubt the decision of the Board shall be final.
Extra ordinary leave may be granted for the purpose of availing research
fellowships or for pursuing higher studies leading to the award of a
degree from Institution in India/abroad. Such requests forward
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through the HOD to the Director. Director is authorized to sanction
Extra Otrdinary Leave up to six months period; beyond, the Board
approval is required.

Extra ordinary leave can be granted to employees for short term
in India or abroad.  Such assighments may include visiting faculty,
technical expert / special officer / technical consultant or any other
responsibilities approved by the Board. Extra Ordinary Leave of this
type will not be eligible for counting of service or will not earn leave for
that period and will also not be eligible for notional increment.

A minimum of 5 years service inthe Institute is essential for an employee
to take extra ordinaty leave beyond six months, for other than study
purpose.

An employee will be eligible for extra ordinary leave at the rate of one
year for every 5 years of service put in at this institute except for higher
studies leading to the award of a degtee.  Pension Contribution/PF
Contribution as per rules shall be paid either by the employer or by
the employee concerned to the Institute during the period of extra
ordinary leave, where ever itis required as per rules.

Any single occasion, an employee can avail extra ordinary leave for a
maximum of 2 years for clause 3.8.7. Also, there must be a minimum
interval of 3 years between 2 consecutive Extra Ordinary Leave with
duration of which exceeds 6 months.

A bond is to be executed to the Institute to serve the Institute for a period
of

a) 1 year for EOL up to 6 months

b) 2years for EOL 6 months to one year

c) 3years for EOL beyond one year

on completion of the extra ordinary leave.

At any point of time, in Department a maximum of 15% of the
sanctioned strength of the faculty of the Departments, may be permitted
to avail any of the leave under QIP and extra ordinary leave for study

purpose (etc put together)

Maternity Leave (ML)

Maternity Leave is a special kind of leave applicable to all female employees of
the Institute.

3.9.1

A female employee of the Institute with less than 2 surviving children
be granted Maternity Leave for a period of 180 days.
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During maternity leave, she shall be paid leave salary equal to the

pay drawn immediately before proceeding on leave.

3.9.3 Maternity Leave not exceeding 45 days may also be granted to a
female employee (irrespective of the number of surviving children)
during the entire service of that female employee in case of miscarriage
including abortion on production of medical certificate issued by Registered
Medical Practitioner.

3.9.4 Leave of the kind due and admissible (including Commuted Leave for
a period notexceeding 60 days and Leave Not Due) up to a maximum
of two years may, if applied for, be granted without medical certificate in
continuation of Maternity Leave.

3.9.5 Maternity Leave may be combined with leave of any other kind.

3.9.6 Maternity Leave shall not be debited against the leave account.

3.9.7 Counts as service for increments — FR 26 (B).

3.9.8 Counts as service for pension — Rule 21 of CCS (Pension) Rules.

3.9.9 Not admissible for ‘threated abortion’ — Rule 43, GID (4).

3.9.10 Admissible for ‘induced abortion’ — Rule 43, GID (2).

3.9.11 The leave applications forwarded through the Department/ Centre/

Section to the Registrar for approval and records.

3.10 Paternity Leave (PL)

The Paternity Leave is a special kind of leave applicable only to the male
employees of the Institute.

3.10.1 A married male employee with less than two surviving children be granted
Paternity Leave for a period of 15 days.
(a) During the confinement of his wife for child birth; up to 15 days before, or
up to six months from the date of delivery of the child.
(b) On valid adoption of a child below the age of one year, within 6
months from date of valid adoption.
3.10.2 During Paternity Leave, the employee shall be paid salary equal to the
pay drawn immediately before proceedings on leave.

3.10.3 Paternity Leave may be combined with leave of any other kind except casual
Leave. Paternity Leave shall not be debited against the leave account.
3.10.5 If Paternity Leave is not availed within the period specified, Paternity Leave

shall be treated as lapsed.
3.10.6 Paternity Leave  applications are to be forwarded through
the Department/ Centre/ Section  to the Registrar for approval and records.
3.10.7 Child includes a child taken as ward under the Guardians and Wards Act, 1890
subject to conditions. — Rule 43-AA, Note 2.
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3.11 Adoption Leave (AL)

Adoption Leave is a special kind of leave applicable to female employees of the

Institute.
3.11.1

3.11.2

3.11.3
3.11.4

3.11.5

3.11.6

312 Child

Granted to a female employee, with fewer than thwo surviving children, on

valid adoption of a child below the age of one year, for a period of 180 days

immediately after the date of valid adoption from 22 - 07 - 2009. Child

includes a child taken as ward under the Guardians and Wardsl Act, 1890

subject to conditions.

During Adoption Leave, the employee shall be paid leave salary equal

to the pay drawn immediately before proceeding on leave.

Adoption Leave may be combined with leave of any other kind.

Adoption Leave is not available to an employee already having two living

children at the time of adoption.

The maximum admissible period of Adoption Leave will be regulated as

(a) If the age of the adopted child is less than one month, leave up to
one year may be allowed.

(b) If the age of the adopted child is 2-6 months, leave up to 6 months
be allowed.

(c) If the age of the adopted child is 7-10 months, leave up to 3 months
may be allowed.

The applications with relevant adoption documents be forwarded

through the Department/ Centre/ Section to the Registrar for approval and

records.

Care Leave (CCL)

Child Care Leave is a special kind of leave for women employees of the Institute

to take care
3.12.1

3.12.2

3.12.3

of their children at the time of need.

Women employees  having minor children be granted Child Care
Leave for a maximum period of 730 days during their entire service for
taking care of up to two children whether for rearing or to look after any
of their needs like examinations, sickness etc. CCL extented to single male
(parent) employee also.

Child Care Leave cannot be demanded as a matter of right. Under
no circumstances can any employee proceed on Child Care Leave
without prior proper approval of the leave by the competent authority.
Child Care leave will be granted only on 3 spells in a calendar year.

Child Care Leave shall be admissible for two eldest surviving children
only.
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3.12.4 For availing the Child Care Leave, the age of the child should be 18

years or below. However, age up to 22 vyear is admissible for
disabled child. = Documents relating to the disability as well as a
certificate from the employee regarding dependency of the child would
have to be submitted.

3.12.5 There is no requirement of minimum period for grant of Child Care Leave.

3.12.6 Child Care Leave may be granted for even less than 15 days at any spell
However not leas than 5 days at a time.

3.12.7 Child Care Leave is to be treated like Earned Leave and sanctioned as
per approving authorities and such records are to be kept in the Registrar
Office / Establishment and for all other employees by the Registrar.
Prior approval is required for taking CCL of more than 15 days; such
cases, the employee must apply for CCL at least 10 days in advance.

3.12.8 Child Care Leave should not ordinarily be granted during the probation
period except in case of certain extreme situations where the Director/
Registrar is fully satisfied about the need of Child Care Leave to the
probationer. It may also be ensured that the period for which this leave
is sanctioned during probation is minimal.

3.12.9 Child Care Leave may also be allowed for the third year as Leave Not
Due and commuted leave upto 60 days (without production of medical
certificate).

3.12.10 Child Care ILeave may be combined with leave of the kind due and
admissible except Casual Leave.

3.12.11 During Child Care Leave, the employee shall be paid leave salary equal
to the pay drawn immediately before proceeding on leave.

3.12.12 Child Care leave should be granted at 100% of salary for first 365 days and 80%
of salary for next 365 days (para 9.2.9 of VII CPC Report).

3.12.13 Intervening holidays will count as Child Care Leave as in the case of EL. LTC
cannot be availed during CCL.

3.12.14 Child Care leave may be granted to single mothers for six spells in a calendar
year.

Work Related Illness and Injury Leave (WRIIL)

Work Related Illness and Injury Leave is a special kind of leave applicable to group

IV employees and group III employees whose duties involve the handling of dangerous

machines, explosive materials, poisonous drugs and the like or the performance of

hazardous tasks.

3.13.1 Full pay and allownces will be granted to all employees during the entire period
of hospitalization on account of WRIIL.
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3.13.2 Beyond hospitalization, WRIIL will be governed as follows:
1. Full pay and allowances for the 6 months immediatesly following
hospitalization and Half Pay only for 12 months beyond that.
ii. The Half Pay period may be commuted to full pay with corresponding
number of days of Half Pay Leave debited from the employee’s Leave account.
3.13.3 No Earned leave or Half Pay Leave will be credited during the period that the
employee is on WRIIL.

3.14 On Duty Leave (ODL)

The Director or person delegated by the Director is empowered to grant maximum of
15 days in a calendar year.
3.14.1 The following items / activity are treated as On Duty Leave.
(a) Attending a conference (national or international) for presenting a paper.
(b) Absence from the Institute to serve as an expert member for any
committee formed by the MHRD / State Government / Central
Government NIT Council.
(c) Absence from the Institute for official purpose in IITs / NITs / MHRD
Office / AG’s Office or other places decided by the Director.
(d) For the principal investigator for attending meetings / visiting
organizations which sanctions funded projects.
(e) For attending election duty arranged by the election commission.
3.14.2 Director is authorized to sanction more days if any request, as and when it arises.
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The revised leave formats have been attached in the Annexure.

4.  Hierarchy for approval of various types of leaves:
Request
SL Sanctioning | for leave
No. Type ofleave Through authority must be
received at
least
Head of Dept./
Centre/ Section Dean (FW)
Teaching Faculty HoD
1. CL/ SCL - Head of NIL
Non- Teaching Dept./
Faculty Centre/
Section
Vacation / EL /HPL/ 15-day in
Commuted Leave/ Head of Rewistrar advance
2. Maternity Leave/ Dept./ Centre/ cgistra (except on
Adoption Leave/ Section Medical
Paternity Leave Grounds)
For any type of leave
for going abroad/ Head of Chairperson/ | 1-month in
3. : Dept./ Centre/ i
for attending Conference/ Section Director advance.
Seminar/Workshop/ Symposium cctio
Teaching Head of Director 15-dav i
4, CCL Non Teachine | Dept./ Centre/ oAy
g Secti Registrar advance
Faculty ection
Head of Director/ 15-day in
On duty/ Dept./ Centre/ authori Advance
> EOL (Short) / pS'ection norillinatectly b (except on
Leave not due(LND) . Y1 Medical
Director
Grounds)
5. Revised leave formats
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NATIONAL INSTITUTE OF TECHNOLOGY, TIRUCHIRAPPALLI
TAMIL NADU-620 015
Tel. No. 0431-2503052 Fax: 0431-2501052 Website: www.nitt.edu

APPLICATION FORM FOR CASUAL/ SPECIAL CASUAL LEAVE
(All the items must be filled by the applicant)

1. Name of the Applicant e
(in full with capital letters)

2. Designation D eeteeeeeetestertesteeterteeeeeertetetareeteteteteareteareeneereensantentan
3. Employee ID. OO
4. Nature of Appointment bbb
5. Dept./ Centre/ Office © eeeeeeeateateeteateeeeeaaeeta et e et eaneas et eaaeeaseteent et e et eat e et eanesasanes
6. Nature and period of leave applied fOr @ ...

Date from which required : From ....cccccevvienneans Tl e
7. Reason/ Purpose for leave L ettt a et et entete b ereetentertetentereerensenis

8. Permission to leave Headquarters required: (Yes/ No)
9. Contact address and telephone number during leave.

(i) Postal address OO
(i) E-Mail OO
(iif) Contact No. ettt b bRttt h bbbttt s b benene
10. Total No. of days already availed OO

(in case of C.L./ Special C.L.)

Date: coovvvviii,

(Signature of Employee)

1 days Casual leave/ Special Casual Leave/ Duty Leave are due up to..............
2) Rematks/ Recommendations ............o.ouiiiuiuiintitiiii i

Sanctioned

Head
(Department/ Centre / Section)

FOR OFFICE USE

Entered in the Casual Leave Register Page No. ...............

St. Supdt. Assistant Registrar
(Establishment) (Establishment)



NATIONAL INSTITUTE OF TECHNOLOGY, TIRUCHIRAPPALLI
TAMILNADU - 620 015
Tel. No.: 0431-2503052 Fax: 0431-2501052 Website: www.nitt.edu

APPLICATION FORM FOR EARNED/ VACATION/ HALF PAY/ COMMUTED/
MATERNITY/ ADOPTION/ PATERNITY LEAVE
(All the items must be filled by the applicant)

1. Name of the Applicant et
(in full with capital letters)
2. Designation OO
3. Employee ID. bbbttt
4. Nature of Appointment bbb
5. Dept./ Centre/ Office © eeeeeeeateateateateeeeeaaeet e et aateasetaateeeeateaneeeaaeetease e naneaeaneen
0. Nature and period of leave applied for .......................................................................................
Date from which required s From .o Tl e
7. Saturdays/ Sundays & Holidays if any, proposed to be prefixed/ Suffixed:
PrefiX o
SULFIX 1 e
8. Reason/ Purpose for leave ettt bbbt
9. Permission to leave Headquarters required  : (Yes/ No)
10. Contact address and telephone number during leave.
(i) Postal address L e
(i) E-Mail L
(iif) Contact No. L e
11. Total No. of days already availed s

(in case of Duty Leave)

Dater covvvviiiiiiiiiii,
(Signature of Employee)
1 days EL/ Vacation/ HPL/ CML/ ML/ AL/ PL/ ODL ate due up to .....cccceevueece
(2) Remarks/ RecOmMMENdations ........euiueeneetiti et
Forwarded by Sanctioned by
Head REGISTRAR
(Department/ Centre/ Section)
FOR OFFICE USE
) days EL/ Vacation/ HPL/ CML/ ML/ AL/ PL/ ODL are due up
L
2) Entered in Page No. ............ & in Service Register Vol. ...............
St. Supdt. Assistant Registrar
(Establishment) (Establishment)

Note: Supporting documents wherever necessary must be attached.




NATIONAL INSTITUTE OF TECHNOLOGY, TIRUCHIRAPPALLI
TAMILNADU-620 015
Tel. No. 0431-2503052 Fax: 0431-2501052 Website: www.nitt.edu

APPLICATION FORM FOR CHILD CARE LEAVE
(All the items must be filled by the applicant)

1. Name of the Applicant bbb
(in full with capital letters)
2. Designation OO
3. Employee ID. e
4. Faculty/ Dept./ Centre/ Office © eeeeeeeateateeteateeeeeaaeeteaeeataateasetaateaeeateaneeeansetaase e naneaeeneen
5. Nature and period of leave applied fOr @ ...
Date from which required : From ....cccccevvicnnenns Tl e
Saturdays/ Sundays & Holidays if any, proposed to be prefixed/ Suffixed:
PrefiX o
SULFIX 1 e
6. Reason/ Purpose for leave L ettt a et et entete b ereetentertetentereerensenis
7. Permission to leave Headquarters required : (Yes/ No)
8. Contact address and telephone number during leave.
(i) Postal address ettt bbbt ea e h bbbttt bbbttt bbbttt ettt ne
(i) E-Mail OO
(iif) Contact No. ettt b ettt s s bbbttt bene
9. EL in credit (as on date) s
10. Total No. of Child Care leave already availed @ ....coccceuviieiiiiciiiccerceceeeeeenaes
11. Name of Child e
(for whom Child Care Leave is applied for)
12. Date of Birth of the Child s
13. Date on which child will be attaining 18 YEars : .......ccivevierireeirieierineeieeeeseeeeseeneneeeas
14. Is the child among the two eldest children : (Yes/ No)
Date: ...
(Signature of Employee)
Remarks/ Recommendations .......ovvieuiiitiitiiiie et
Forwarded by Sanctioned by
Head
(Department/ Centre/ Section) REGISTRAR / DIRECTOR
FOR OFFICE USE
Entered in the Service Register Vol. .................. Page No. ...............
St. Supdt. Assistant Registrar

(Establishment) (Establishment)



NATIONAL INSTITUTE OF TECHNOLOGY, TIRUCHIRAPPALLI
TAMIL NADU-620 015
Tel. No. 0431-2503052 Fax: 0431-2501052 Website: www.nitt.edu

APPLICATION FORM FOR ON DUTY LEAVE/ EOL (SHORT)/ LEAVE NOT DUE
(All the items must be filled by the applicant)

11. Name of the Applicant e
(in full with capital letters)
12. Designation OO
13. Employee ID. et
14. Nature of Appointment s
15. Dept./ Centre/ Office © eeeeeeeateateateateeeeeaaeet e et aateasetaateeeeateaneeeaaeetease e naneaeaneen
16. Nature and period of leave applied fOr : ...
Date from which required : From ....cccccevvienneans Tl e
17. Reason/ Purpose for leave L ettt a et et entete b ereetentertetentereerensenis
18. Permission to leave Headquarters required : (Yes/ No)
19. Contact address and telephone number during leave.
(i) Postal address OO
(i) E-Mail OO
(iif) Contact No. ettt bbbttt bbb bRttt b s bt aeae
20. Total No. of days already availed OO
Date: ..o
(Signature of Employee)
3) i days ODL/ EOL(Short)/ Leave Not Due atre due up to..............
4) Remarks/ Recommendations ..........o.evuiuintintitiitite e
Sanctioned
Head
(Department/ Centre / Section)
FOR OFFICE USE
Entered in the ODL/ EOL(Shott)/ Leave Not Due Register Page No. ...............
St. Supdt. Assistant Registrar

(Establishment) (Establishment)



