
LEAVERULES

ThefollowingaretheguidelinesfortheleavemanagementatHMRITM.Theserulesapplyforthevocational

staff.The non-vocationalstaffi.e.Principal,Director,Librarian,Office staff,Peons etc and the staff

representativesfoeessentialservicewillhave30leaveperyearinsteadofvacation.Therulesforcasualleave,

medicalleaveremainsameforbothtypesofstaffmembers.Therecordofleaves(exceptforcasualleaves)

takenbyeachstaffmemberwillbeenteredintotheservicebookforpermanentrecord.Further,teachingand

technicalstaffmembersareadvisedtoavailminimum leavesduringteachingdaysoftheinstituteconsidering

theinterestofstudentcommunity.Theselfappraisalsystem willencouragethisstepaccordingly.

FestivalHoliday

TheemployeesshallbeentitledtoavailthefestivalholidaysasperthelistofholidaysdecidedbytheGGSIP

Universityfrom timetotime.Inadditiontworestrictedholidayscanbeavailedinayearaspertheuniversity

calendar,tobedecidedbythecollege.

RighttoAvailLeave

Leaveevenwhendueandadmissible,cannotbeclaimedasamatterofrightand mayberefusedorcurtailed

bythecompetentauthority,iftheexigenciesofworksorequire.

CasualLeave

(i) Totalcasualleavegrantedtoanemployeeshallnotexceedtheprescribednumberofdays(8)ina
calendaryear.

(ii) Amaximum oftwo(2)daysofCLcanbeavailedatonetimeandmaximum offourintheperiodof
January–Juneinthecalendaryear.

(iii) IncaseofexigencieshalfdayC.LmaybegrantedwiththepriorapprovalofthecompetentAuthority.

(iv) Casualleavecannotbecombinedwithanyotherkindofleave.However,itmaybecombinedwithpublic
holidays.Foravoidanceofdoubt,publicholidaysfallingwithintheperiodofcasualleaveshallnotbe
countedascasualleave.

(v) C.Luptothetotalaccumulatedperiodbutnotexceedingfive(05)daysmaybegrantedunderspecial
circumstances.

(vi) C.Lwillnotbecarriedforwardtothenextcalendaryear(i.e.willlapse)andwillnotbeen-cashed.

CompensatoryLeave

Thisisallowedduringnon-teachingdaysforallcategoriesofstaffforworkingonholidaysandweeklyoffdays.
Fordutiesonweeklyoffdaysandinstituteholidays,priorwrittenpermissionofthecompetentAuthorityis
requiredtobeobtained. Anystaffmember,regularorcontract,undergoinganytrainingoninstituteholidays
and weeklyoffdayswillnotbeentitled forcompensatoryleave.TheCompensatoryLeave should be
consumedwithinthecalendaryear.Itwillnotbecarriedforwardtothenextcalendaryearandwilllapseand
willnotbeencased.
AttendanceRecordofemployeesattendingtheofficeonholidays/weeklyoffdaysshallbemaintainedby

Admin.(Personnel)Branch.Amaximum oftwocompensatoryleavescanbeavailedatatime.
However,Compensatoryleaveshallnotbesanctionedincaseemployeeisgivensomesortofremuneration

forworkingonholidaysandweeklyoffdays.



SpecialAcademicLeave

SpecialAcademicLeavenotexceeding8workingdaysina calendaryear(ornotexceeding4inasemester)

maybegranted(basedonthedocumentaryevidence)toafacultymemberfor:

 AttendingaConference/Seminar/Symposiums/FDP/STTPoranyotheracademicactivityonbehalfof

theInstituteorwhereinvitationhasbeenacceptedwithpriorapprovalofthecompetentauthority.

 DeliveringlecturesinInstitutions/UniversitieswhendeputedbytheUniversityorwiththepriorapproval

ofthecompetentauthority.

 WorkingasamemberofadelegationoracommitteeappointedbytheUniversity/UGC/AICTE/Delhi

government/Govt.ofIndiaoranyotherAcademicorPublicBody.

 ForappearinginM.Tech./PhDexaminationpapers-withtheproductionofdatesheetoftheUniversity.

 Forattendingweekendclassesetcrelatedtotheareaofstudy.

However,thefacultyisrequirestogivetheproofofattendingtheConference/Seminar/Symposiums/FDPor

anyotheracademicactivitytotheoffice(withinoneweekofresumingtheduty)afteravailingtheSpecial

AcademicleaveorelsethesameshallbetreatedasC.L/LW{asthecasemaybe.

Further,incasethefacultydesirestoinvolveintheaboveacademicactivitiesonholidaysorweeklyoffdays,

thefacultymaybeencouragedtodoso.However,thefacultyisrequiredtoinform inwritingtothecollege

abouttheabovesaidevent/activity.

FacultyavailingSpecialAcademicLeaveonaccountofattendingFDPisrequiredtomakepresentationonthe

topicinthecollege/beforethedepartmentasdecidedbythecollege

StudyLeave,AcademicLeaveforHigherStudies

AcademicLeavemaybegrantedtothefacultyforpursuinghigherstudiesforprofessionaldevelopmentasper

thefollowing.

 Forpresentation/discussionwithguide/departmentalpresentationonprogressmadeinrespectofPhD

work/M.Tech.Projectworkinfinalsemester,maximum Fourdaysinayear(i.e.maxtwodaysina

semester)onproductionofthenecessarydocumentfrom theconcernedUniversity.

 ForattendingM.Tech./PhDclassesonweekdays,collegemaygrantshortleaveoncasetocasebasis
providedtotalclassworkloadofthefacultyisnoaffected.Faultyavailingthistypeoffacilitywill
however,havetocompensatethisrelaxationduringthesummervacationperiod.

Further,insuchcasesthefacultymayberequiredtosignabondwiththecollegeforservingtheinstitute

atleastfor2yearsaftercompletionofM.Techand3yearsaftercompletionofPhDaspertheapproval

ofcompetentauthority.

IfastaffmemberissponsoredforhisM.Tech/PhDprogrammefullyorpartiallyorifhe/sheavailsthe

benefitsofcollaborationsoftheinstitutewithGlobaluniversities,IITs,NIITs,etc,8leaveswillbegranted

tothefaculty.Insuchcasesbondsfor3/5yearsafterM.Tech/Ph.Dwillhavetobeexecutedbetweenthe

facultyandtheinstitute.



 ForattendingcourseworkclassesinrespectofM.Tech/PhD,Academicleaveforamaximum periodof6
workingdaysinacalendaryearmaybegrantedsubjecttoadjustmentofthisperiodagainstthesummer
vacationorcompensatoryleaveaccruedtotheaccountoftheemployee.

ThefacultyshouldensurethattheAcademicLeaveissanctionedpriortoproceedingonleaveorelsethe
sameshallbetreatedasC.L./LWPasthecasemaybe.

OfficialDuty(Evaluation)

OfficialDuty(Evaluation)notexceeding8workingdaysinaacademicyear(ornotexceeding4inasemester)
maybegranted(basedonthe documentaryevidence)toafacultymemberfor:

 OD(E)cannotbedemandedasarightbyanyfaculty.Itshallbythecompetitionauthoritysubject
totheadjustmentoftheworkassignedtoaparticularfacultybysomeotherfaculty/person.
However,inexceptionalcases4maybegivenfortheorypaperstosuchfacultywhohavenot
beenengagedforparticularduty.

 Incaseoffacultyteachingthesubjectswhichinvolveboththeoryandpractical-(i)Fortaking
semesterPracticalExaminationofGGSIPU–Maximum 2(ii)forcheckingGGSIPUexamination
papers–Maximum 2.

 Incaseoffacultyteachingthesubjectswhichinvolveonlytheory- Forcheckingsemester
ExaminationpapersofGGSIPU–Maximum 4.

 OD(E)shallbegovernedbyfollowingrule-

1.FacultywithtotalserviceinInstitutelessthan6months–NoOD(E)permitted.

2.FacultywithtotalserviceinInstitutebetween6monthsto1year– 2NoOD (E)ina
semester...

3.FacultywithtotalserviceinInstitutemorethan1year–4OD(E)inasemester...

 Maximum 2OD(E)canbegivenatatime.OD(E)cannotbecombinedwithanyotherkindofleave.

ThefacultyshouldensurethattheofficialDutyLeaveissanctionedpriortoproceedingonleaveorelsethe
sameshallbetreatedasC.L./LWPasthecasemaybe.

Incasethefacultyreportsfordutyincollegeonaparticulardayandhe/shereceivesacallfrom theGGSIPU
foranexternalexaminerdutyonthesameday,theOD(E)maybegivenasaspecialcaseforthedaywiththe
recommendationofHODandpriorapprovaloftheDirector.



DutyLeave/OfficialDuty

Dutyleaveshallbegrantedtothefacultyasandwhenhe/shearedeputedbythecompetentAuthorityin
interestoftheofficialworktoalocationoutsidethecollegeonworking/nonworkingdays.However,before
proceedingonsuchaleavethefacultymustgetawrittenapprovalfrom competentauthorityandapplyfor
officialdutyleaveintheprescribedformat.Immediatelyafterreturnfrom leavethefacultymustshow the
documentaryproofofhavingattendedthedutyfortheassignedjob.

Incaseitisnotfeasible,thefacultymustgiveinwritingaboutthedetailsofthedutyperformed.Adetailed
noteonthepurposeofdutyandworkactuallydoneondutyismustforeveryfaculty/staff.

MedicalLeave

Medicalleaveofamaximum durationoftendaysinayearcanbeavailedbytheregular/permanentemployees.
Thisprovisionwillbeavailableforemployees,iftheyfallillfortwoormorethantwodaysandonproductionof
medicalcertificatefrom adoctorwithatleastpostgraduatedegreeorgovt.hospital/dispensary.

MaternityLeave

Maternityleaveonfullpaymaybegrantedtoaregularwomenteacheraftercompletionof2yearsregular
serviceforaperiodnotexceeding90days,tobeavailedoftwiceinthecareer.Maternityleavemayalsobe
grantedincaseofmiscarriageincludingabortion,subjecttotheconditionthatthetotalleavegrantedin
respectofthisaspecttoawomenteacherinhercareerisnotmorethanoneweek,andtheapplicationfor
leaveissupportedbyamedicalcertificate.

Salaryforthematernityleaveperiodwillbepaidafterjoiningtheinstitute.

Vacation



Summervacationsofthefollowingtentativedurationwillbegiventothefacultyaspercompletionofthe
followingperiodason1stJuneoftheyear:

(i)Morethanoneyear– 4weeks*

(ii)Morethansixmonths– 2weeks*

(iii)Morethanthreemonths–1week*

*Theperiodofvacationhoweverwillbedecidedbasedontherequirementofstaffforexaminationwork,
availablevacationslot.

IfinanAcademicyear(e.g.1stAugust14to31stJuly15)thetotalLWPismorethanorequalto3months,thus
therewillbecorrespondingproportionaldecreaseinsummervacation.(AsdirectedbyProf.Inamdaaron
22.05.2015)

WinterVacations–Oneweektofacultywhohavecompletedsixmonthofregularserviceintheinstituteason
1stDecemberofthatyear.

Allteachingstaffmemberswillhavetocompleteindustrialtraining(tobeevaluatedbythepanelofHODs)of
atleastthreeweeksineverytwoyearstopcontinueavailingvacationthereafter.

HOSPITAL/CRITICALILLNESSLEAVE

(i)Hospitalleavemaybegrantedtoafacultyincaseofcriticalillness/injury.

(ii)Hospitalleavemaybegrantedonleavesalary,eitherfullorhalfsalaryastheauthoritygrantingitmay

considernecessary.

(iii)A memberofthefacultyeligibletotheHospitalleavewillbeentitledtosuchleavewithoutany

restrictiononthequantum ofleaveandtheleavecanbegrantedforsuchperiodasisconsidered

necessarybytheauthoritycompetenttograntit.

PowertoSanctionLeaveduringnormalacademicdays:

TherecordofleaveduetotheaccountoftheemployeeswillbemaintainedbytheAdmin(Personnel)Branch



andpriortoapplyingforleave,itwouldbetheresponsibilityoftheemployeetoensureabouttheavailabilityof

leaveinhis/her,accountfrom theAdmin(Personnel)Branch.

However,incasenoleaveisduetotheaccountoftheemployeebuttheleavehasbeensanctionedbythe

CompetentAuthority,thesamemaybeimmediatelyinformedtotheemployeebeforetheleaveisavailedby

him/her,bytheAdmin(Personnel)branch,incasetheemployeestillproceedstoleave,itshallbetreatedas

LWP.TheLeavesanctioningauthorityforteachingstaffisasunder:

TeachingStaff: HOD/Coordinator(forrecord) OfficerIncharge Director AdminBranch

AftertheLeaveoftheemployeeissanctionedbytheCompetentAuthoritytheleaveapplicationwillbe

forwardedtotheAdminSectionforupdatingthesameintherecordandkeepingitintherecordfile/personnel

fileofthestaff.

Incaseanyemployeeavailstheleavewithoutitspropersanctionduetoextraordinarycircumstancessuchas
illnessetche/sheisrequiredtosubmittheleaveform dulyapprovedbytheCompetentAuthoritytotheAdmin
BranchwithinoneweekofavailingleaveoritshallbetreatedasLWPbythecollege.

Incasetheleaveisavailedinthelastweekofthemonthorleavecontinuestothenextmonth,theleaveperiod
maybetreatedasLWPinthesaidmonthhoweverthesalaryduefortheleaveperiodshallbeadjusted/given
inthesubsequentmonthafterthereceiptofthedulysanctionedleaveform.

LeavePolicyduringExaminationdays:-

ItisobservedthatmanyfacultiestakeleaveduringtheEndterm ExaminationPeriodonaccountofAcademic
leaveorODEvaluationandthesaidleaveisrecommendedbytheconcernedHODswithoutconsultingCoE.s,
ThushamperingthefunctioningofexaminationcellandallocationofdutiesduringtheExaminationperiod.In
view ofthisfollowingpolicyislaidforsanctioningofanykindofleave(includingLWP)totheteaching/
Nonteachingemployeeduringtheexaminationperiod.

1.TheDepartmentheadswillnothaveanypowertorecommendleavefortheperiodfallinginthe

prescribeddates(asdeclaredbyGGSIPU)ofEndTerm Examination.Thepowertorecommendleave

duringthisperiodshallrestonCoEwithdirectorasapprovingauthority.However,thefacultyshall

routehis/herapplicationthroughHOD.

2.Afterthedutychartisfinalizedbytheexaminationcell,noleaveapplicationwillbeentertained.Any



faculty/staffproceedingforleavewithouttheapprovalshallbesubjectedtodisciplinaryactionasper

therule/guidelineofthecollege.

3.Afterthedutychartisfinalizedbytheexaminationcell,nomutualexchangeofdutiesshallbepermitted

exceptingenuinecasesthattoontherecommendationofCOEandapprovalofthedirector.

4.Incaseanyfacultyabstainsfrom invigilationdutywithoutanypriorapproval,heorsheshallbeissued

Memoanddisciplinaryactionaspertherulesguidelinesofthecollegeshallbetakenagainsthim/her.

5.Ingenuinecasesmaximum oftwoleaves(OD-E,AL,CL,LWPetc)shallbepermittedduringtheEnd

Term Examinationperiodprovidedthesubstituteforsaidfacultyisavailable/thefacultydoeshave

invigilationdutiesonthesaiddates.

GeneralGuidelinesRegardingLeave

(i) Meresubmissionofleaveapplicationdoesnotauthorizeanemployeetoavailtheleaveappliedfor.
ProceedingonLeavewithoutpropersanctionwouldbetreatedasLeavewithoutpay.

(ii) IfanemployeeremainsabsentforSevendayswithoutsanctionofleaveorbeyondtheperiodofleave
originallysanctionedorsubsequentlyextended,hewillbedeemedtohaveresignedtheserviceofhis
ownaccordandhisnamewillbestruckfrom therollsoftheInstitutewithoutanyfurtherreferencetohim.

(iii) Thesanctionofanytypeofleavewillbesubjecttotheprocedureasmaybedecidedfrom timetotime.

(iv) CasualLeaveatamaximum of2daysmaybesanctionedatatime.

(v) NoleaveshallbesanctionedonPhoneorviamailexceptincaseofextraordinarycircumstancessuchas
illnessetc....Thisshallhoweverberegularizedimmediatelyonjoiningthedutyinwriting.

(vi) The Leave Applications on prescribed formatdulyrecommended byHead ofDepartments /
Coordinatorsmaybeforwardedtotheleavesanctioningauthorityforapprovalatleasttwodayspriorto
proceedingonleave.

(vii) TheFacultymembersarerequiredtomakealternatearrangements/internaladjustmentsamongthe
facultymembersofhis/heranyotherdepartmentstokeepthestudentsengagedandthesameshould
bementionedintheleaveapplicationcountersignedbytheconcernedfaculty.

(viii) Incaseanyfacultyisengagedforteachingotherdepartments,apartfrom his/herown,thentheload
adjustmentplanaccompanyingtheleaveform,shouldbearthesignaturesofdepartmentalheadsof
otherdepartmentsinwhichhe/sheisengagedonthedayofleave.

(ix) Incaseofleaveavailedonmedicalgrounds,amedicalcertificatefrom Doctorisrequiredtobe
submittedalongwiththeleaveapplication.

(x) StaffisrequiredtostrictlyadheretotheprescribedCollegetimingsregardingcomingtothecollege
andleavingthecollege(asapplicablefor1st and2ndShift).LeavingtheCollegebeforetheprescribed
timeorcominglateisnotacceptableIfafacultycomeslateforonehourfor3daysinamonth,One
casualleavewillbedeductedfrom his/herleaveand Iffacultycomeslateformorethanonehourany
day,halfdaywillbedeductedthatday.



Incasetheemployeeisunabletotakethepriorapprovalofcompetentauthorityforcominglatetothe
collegeduetosomeexceptionalcircumstances,itistheresponsibilityofthe employeetoensurethat
theinformationabouthislatecominghasreachedhis/herHODandAdmin.Branchpriortothestartof
classesforthatparticularShift,orelseitmaybetreatedasonedayC.LorLWPasthecasemaybe.

However,leavingthecollegeearlywithoutpermissionofHOD&Directorshallbetreatedasaserious
offenceandhe/shemaybemarkedabsentandthesamewillbetreatedasLWP.

(xi) Incasethefaculty/staffleavesthecollegebeforetheprescribedtimeorcomeslateandmarkswrong
timeontheregisterortellssomeonetomarkproxyonhis/herbehalf,thesamewillbetradedasa
seriousoffenceandhencethefollowingactionwouldbetakenagainsthim/her:

 Issuanceofmemotohim/herwhichwillberecordedinhispersonnelfile.
 ThefacultywillbedevoidoftheOD(E)/AL/SALforonesemester.

(xii) Reportingondutyonweekends,whenrequiredforimportantmatters,suchasvisit,Collegefunctions,
examinationwoketcismandatoryforallthefaculties/staff,especiallythestaffdeputedforthe
purposeandhence,leavesanctionedearlierforthesaiddayswillbeautomaticallygetcancelled.In
caseanyfaculty/staffdoesnotcomeinspiteofinstructionsfrom thecollegemanagement,thesame
willbetreatedasanactofdisobedienceandhencethe followingactionwouldbetakenagainstthe
concerned:

 Issuanceofamemotohim\herwhichwillberecordedinhispersonnelfile.
 ThefacultywillbedevoidoftheleavebenefitssuchasAcademicLeave,SpecialAcademic

Leave&OD(E)foronesemester.

(xiii) AllthefacultiesandstaffofHMRITM arerequiredtogettheirleave(CL,LWP,Academicleave,Special
AcademicLeave&OD(E)etc)sanctionedatleastonedaypriortoproceedingforleave.Incasedueto
someoddcircumstancesthefaculty/staff takestheleavewithoutitssanctioningbyappropriate
authorityhe/sheisrequiredtotakeverbalpermissionfrom theHOD&officerinchargeandsubmitthe
sanctioned leaveform to admindepartmentwithintwo daysofresuming theduty.Incasethe
faculty/stafffailstodoso,thesamewillbeasanactofdisobedienceandhencethefollowingaction
wouldbetakenagainsttheconcerned:

 TheleavetakenwillbetreatedasLWPandpenaltyasdecidedbythecollegemanagement
foreachdayofabsencewillbeimposedonthestaff/faculty.

(xiv) ItismandatoryforallthefacultiesandstaffofHMRITM togettheirleave(CL,LWP,AcademicLeave,
SpecialAcademicLeave&OD(E)etc)sanctionedpriortoproceedingforleave.Incaseanyfacultyor
staffproceedsforleavewithoutintimationtothedepartmentalheadandofficerincharge,thesamewill
betreatedasdeliberateabsencefrom dutyandanactofdisobedienceandhence,theleavetakenwill
betreatedasLWPandpenaltyasdecidedbythecollegemanagementforeachdayofabsencewillbe
imposedonthestaff,faculty.

Inadditiontoabove,thecollegemanagementhasthediscretiontodevoidthesaidfacultyofallthe
leavebenefitssuchasAcademicleave,SpecialAcademicleave&OD(E)foronesemesterincasethe
concernedrepeatsthesameinfuture.

(xv) It is mandatory for allthe faculties / staff of HMRITM to strictly follow the directions
/instructions/ordersissuedfrom timetotimeandincaseanyoftheemployeedisobeysthesame,it
willbetreatedasanactofdisobedienceandhencethesaidstaffwillbedevoidofalltheleavebenefits
suchasAcademicleave,SpecialAcademicleave&OD(E)foronesemesterorasdecidedbythe
collegemanagement.




