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A A T e
5.&&1’@.{.&;‘_Various*&i_qg_s_ of Leave admissible to the Teaching and Non-Teaching Employees working
ungje,r,§_ighaad“‘fg_cb;‘.-ig@gcguun Society - Leave Rules.
Guidelines ang instructions in respect of admissibility of various kinds of leave, terms and
conditions for sanctioning leave have been isgued from ¢ime to time in the past. However it has been
. observed that Heads of Départmems 7t Heaj!s of Institutes, Colleges, Schools are not aware of ali

& Provisions in the leave rules.

same uniformly (Annexure 1).

Leave application formats, ang Bond to be Submitted by the employee Proceeding on 1 4Hall
leave are also enclosed a5 per Annexure 2, 3 and 4 of this Circular respectively.

" These Leave Rules shall also be soniicakia ra rhEARs TG 91l Non leacning eEMplo,ces
working in the Institutes/ Colleges/ Schools erc run by the Savitribaj Phule Shikshan Prasarak Marndal
Kamalapur: Shrinath Shikshan Prasarok Mandal, Kondhapuri and Shiri Yashawanrrao Chavan Shik,han
Prasarak Mandal, Mumha;.

These Rules shall come in to force from the date of this Circulay, in supersession of al) previous

‘ orders issued in this respect. |
t :
(3
All Heads of the Institutes/ Collgges/ Schools, the Chief Executive Officers of the Campuses and
all other Officary V¥ theFefore insiructed to follow provisions in the o Leave Rules scrupulously. They

em-a(ion-of‘tyhg}s;le‘-ru!es.
WY o rntee g

should ensure strictimplem
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4. Chief Executive Officers of all Campuses of STES, SPSPM and SYCSPM,
5. Resident Officer, SSPM, Kondhapuri,

6. Transport Officer, STES, Narhe.

7 Estate Officer, STES Vadgaon.

8 Select file.

Copy forwa rded for information (o

ar Founder Secretary, STES,

2 Director (Administration), STES

3 Director {Finance),.STES.

4q Director (Education), STES,

5, Director, (?Iacement), STES,

6 Qecreta!‘,', SPSPMA, Kamaiapbr,

7 Director, SPS?M, Pandharpur.

8. Senior Assistant o President, STES
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/ Annexure ]
f"
y Various kinds of Leave Admissible to the Teachng and N Qn_-.lr.nghmx,s:mmgy.c:t;imum_m;mumz,'_s;,sz!l@&ti
= /.Schaals and Offices ynder s Inhgad Technlcal ¢y ucatlen Soclety,
(A) LASUAL LEAVE.
|1 (D Teaching Employees in vacation 1YL B PR s e (1] Non-Teaching Employees |
[1 Maximum 15 days casual leave will he 1| Maximum g days cacual loave will be admissible
J | admissible during one academic year. during one calendar year,
| X | Probor»'tibhét‘c‘ EésJ;l”ié;&é_;v»TI*?);‘;a‘n;l;s_igle it : Proportionate casual leavé‘m‘/ﬁm admissible if
| period of service is less than one academic year, period of service |s Jess than one calendar year.
|
B Sias ;{ e .»~~~‘—~_~_\__.____ T ——— i TECTe .__ﬁﬁ‘.__._——‘——-ﬁ_mﬁ—_m—* [T et e
I3 1 Casual Leave account shali be ciosed attheend | 3 Casual Leave account shall be closed at the end
| of each academic Year. Balance leave if any, at of each calendar year. Balance leave if any, shall
|| the end shali not be allowed to carry forwarg in not be aliowed to carry forward in next calendar
i Next academic year ang shall stand lapsed. Yeéar and shall stand lapsed.

: T e DR 5 e e
Casual leaye shall not be admissible during first 3 months of service.

B SR e e

5 | Casual Leave must be availed with Prior sanction. If prior sanction is not possible due 1o some
! ! unavoidable feasons, intimation of the leave on same day shall be given to the respective authority.

————

€ Cosual Leave can be sanctioned for maximum period of three d;;;gt a time. |
o e —— ,‘_“‘,___v__,_M__,_.._‘_h“_h—»‘v-—-——-«——h‘ \\1'
[ Holiday or Sunday can be prefixed or suftixedto the casua) leave.

Py _“\ ——— —%—*—*—}\ 2 — s...._.§ ————— ..' —r-h.ﬁ,..__ e e e st e R s s e e

. 8 Lasual Legve cannot by taken in corjunction with any other kind of leave, except Compensatory off.
' S AnySunday or Hd!ida‘y during the casual leave g;t;’r‘id;d_sha!l be counted as Casual leave, .
————— e oY ) b e s R !

i

i e e e e ——— e R i SO ——— — . oy ——— e,
2T When casug) leave'is taken with pre-fixing/ suffixing holidays, the total period of absence from duty

' 12 ' No half 3y casual leave shal Il be allowed for the ’RE;T@EFEEEEQT6?&?735(& tute/ College. If a1 afi
f casualleave is taken on half working day; it shall be counted as one fyl| day casual leave

ALY S e g ma_w—-mf—“%f—‘:
Casual Leave Record Card for each employee is to be maintained by the Adminisiratic:
i ,. institute/ College/ School., i
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(8] COMPENSATORY OFF

C " i o e e -J_.Wl e & l..u (. - v -‘;4 .
' L bl ' (. l!‘SlllU(L hdS BSKE‘d “e on
| 1 | A B n]h ”‘5.]]()"5’7 )” \«-()Ulr{ )P ad ¥ ISSlb‘e Only \Vhen Hﬂad O; (})18;,; / cer ed
| emplioyee in N ) \ )
E ’ b , bkl ‘”” g to at‘end (he ()”|L|dl \N()Ik on \;Ul day | (~)v jjahY» S e | } : / = % ‘ M
} el e oy s — i W S, - 3 ho O(k on ho |days un ay Oic -‘_-
’I ) f{ - '\ C“ Sha” not Le admlSSI c w S |

! pending waork. s —_ _/_.S 7~_~7_
b e e B b T e e Betble 10 the eftiblovees who work on holidays/ Sundays for
! | Compensatory off shali not be admissible to the Enm("m;, the concerned authorities.

‘ | examination or other work for which they are compensated by i, ML,

L ad

4 ‘Conu)ensalovry off shall be

admissible to the er::.i‘pvloj;éé; l'r;uGroup ‘C"and Group ‘D |
nsatory off should be eﬂcviijéll”tby-‘t‘ﬁehInufﬁbér‘“c:f“ﬁundays/ Public Holidays on which

15 Number of Compe
| [ employee has been calied upon to work and actuaiiy so worked.

h prior sanctlon from the respective leave sanctioning authority.

|6 | Compensatory Off must be availed wit

S e ——e ™ ¥
L)

o e i — Sy i @ R
| /| Appiication for Compensatory Uff/ Leave must be submirten in the presuibed form.

B SR i s g s — : ; id
'8 | Details of the dates against which Compensatory off is availed should be mentioned on the reverse side
| of the form ang signed by the Head of the Institutes.

a Compensatory off shal| hot be allowed to b?ézctmu!ate for more than three days.

 — .

‘ [ Compensatem 55— P o ra s e SRIL - ‘
~] 10 | Compensatory off shall be availed within a period of two months trom the date of entitlement

i
{ — —_———

1 Com F‘)‘é»r;;gtory Eff,;gt—aVa_nleaTv;t-hm two?%on_ths willﬁa"dtomatlcally stand lapsed.
CET A ca gl 7 : LRI :
{ 1 S e \EM\ » .
12 | Balance Compensatory off at the end of calendar year shall not be carried forward in the next year and |
' shall stand lapsed. ]

i

s sy - AR » ! e —
13 Compensatory off can be availed in conjunction with Sundays/ Public Holidays and casua) leave by i
' prefixing and/ o suffixing them. !

;;;)vctioh;d in 'cwonjunc'tio_nmwith Earned Leave, half pay leave, commuteqd leave !

19 ; Compensazory off can be .
/.01 leave without pav.

[ 16 | Recorg of Compensatory off enjoyed by the employees during the calendar year, shall be preserved by |
’ | the concerned Institute/ College for one year . |

i

s ot e A AR 3 __M__h%__.._M\-._.__,Mv*w“m O i)
(C) EAQ_NED LEAVE

s T _— s
]

(ii) Nonhfe;ching/ Non vacation Empmé‘e;“

() Teaching / Vacation Employees
|

Evaghhemployeé is entitled‘tgib#days“e“a‘r;ewd‘l?av‘ew

during the calendar year,

1 | Earned leave is not admissible, if employes
I avails full vacation.

i
 — e
f

|

i robor‘tidggte Earned leavreﬁaagissible for the I Proportionste Earned leave fmken period of [
| Period of work actually performed during [ ’ the first year @ 1 dayfor12 days of the work / |
§ vacation, on the basis of certificate issued by | completed service will be credited to the leave ‘f
the Head of nstitute. ‘e account. :
a) Calculation of Earned leave for the duty
performed during vacation Period would be
12t the ratio of one earned leave for the

SINHGAI
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- e,

[ twelve days work, e e ERER
/H)} Calculation of tarned leave in fraction shalt || |
| not be allowed. f

- [ SR el w,_M_._Q_‘_._-,_-_\___.u._u._, % S
3 | Earned Leave cannot be availed in continuation | 3
 with vacation or vacation cannot be taken in

;. continuation of earned leave.

Leau&es;'ﬁgd—fsm‘credncd toﬁé"e—rﬁbloyee's ‘
lrave account In two installments of 15 days each )
on 1" January ang 1™ July of every year, after '
completion of each half )
vearly period (1" January 10.30" June and 1" July |
to 31" December). f

’
e e

e s R it o SR S,
| & v;Mammum limit of accumulation of earned leave | 4 Maximum limit of accumulation of Earned leave

for vacation employees shall be 80 days. for non teaching/ Non vacation employees is
restricted to 300 days.

(& =5 i

Common terms ang conditlons for sanctioning Earned leave to Teaching and Non-Teaching Employees:-

———————

‘ e ——»«-\x.—ﬁ__*\-*« _M._‘_ PR
| Earned Leave earned over and above the maximum limit of accumulation shall stand lapsed
i automatically.

(W}

0

| 6 | EAar'ned_L'é‘a;;s‘t“T‘z;ﬁ‘ffbt be satetioned during the first year of service. However leave earned during first
‘ year shall be credited to the leave account of the Employee in next year.

]
— .

i€d Leave tan ve sanctioned for minimum period of three days. 4{

{

| Matpert®,

Maximum limit of 120 days Earned leave Can be sanctioned at a time.

e = VTR e TR SG M“—M.—N“'
10ne year.

I S I Earned Leave can be avalled foﬂr"maxlmum :_l;ree times |

—
|
|

Gl e e (O S I B ______M~~M—‘—_‘_-M““S-“—
+ [0 Employees on consolidated salary are also entitled to get benefit of Carned Leave on above lines.

i

e o S ___N-\.N__Mf—*.\_\_f“\“' P
! Earned Leave sha)) always be sanctioned in full days, z2ad cannot be sanctioned in fraction of the day.

, |
| | et — s
(12 Application for Earned teave shall be submiited o the respective leave sanctioning authority at least | )

| | one week in ddvance.

~ (D) HALF PAY LEAVE

fl 2% ‘fr'ME;Ehvéﬁrf_];IBAyue‘éms.‘f*)‘:a.ﬁ’t“):t;rﬁtled tchet 20 day_’é_ﬁ;!rﬁa‘ﬂ.;ave for each completed year of service,
2 [ lefﬁl;;ﬁe—a_\;gsﬂ;irg;c?edi:ed to the employee’s leave account in two insta!lment“s of Ten days e“zlach
on 1" January angd 1" July every year, after completion of each half yearly period (1" January to 30

| Juneand 1% ;4 to 21% December).
i

? | Proportonaie Half ey Leae o broker peradof e yer 8573 doys oot S5 e
service shalf be credited to the leave account of the individual employee.

er leave earned during first

|
P e

4 | Half Pay Leave shallsiotsbe sanctioned.dy ring:theflrst year gf service. Howev
vear shall be credited to the leave account of the Employee in next year.

i
|
|
|

2 N
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uﬁtﬂv;l“tro—u} any maximum limit. ‘

['s | Half P;Léav;ca‘ni)e accumulated in the acco e e

! e e e auction of medicy)
[6 ] Half P}a‘ywt'é;*@e canbe converted fr?x—()_f(;!!pav leave (commuted le‘:”v:iinor mep;Lriptoyee himself
certificate from Registered Medical Practitioner, in resp';g)gf g;;‘pe”od fequired for recovery.
Medical Certificate should indicate nature of iliness and . y

WS ave, shall be deblt;drw“

e S N o uted le

7| Double the number of Half Pay Leave for each one day of the Comm
| | employee’s account of Half Pay Leave. o~ i
b R Redend b e a2
j 8 !’ Commuted leave for minimum 3 days shall be sanctioned. TR ’ {’
',__._ P G PRI s o o % AP (N N B ety L AR ” talong with
{ 9 [ On return from commuted (medical) leave employee will have to submit }og':;: :_-;F:::ovee fir ilness.
| [ Fitness Certificate from the Registered Medical Practitioner who has treate

grounds) can be sanctioned In combination with the Earned leave, on valid

10 -_Commuted leave (on medical
medical certificate from registered medical practitioner..

Half Pay Leave can be sanctioned as Half Pay Leave without production of medical certificate o ;
employee’s own request, for sanctioning such leave. I

=
i)

12 | Half of the Pay in Pav-Band s

Half o nd haif of the Grade Pay and allowances thereon (on half basic pay) shall be
paid as salary for the period of Half Pay Leave.

(E) LEAVE WITHOUT PAY

1 | Leave Without Pay is not a regular kind of leave
|
I 2 | Leave without Pay can be sanctioned if no leave is at the credit of the employee or when he applies for
f Leave Without Pay.
W T e e A S TIE Ak i {
3 | Period of absence from Auiy can be regularized by sanctioning Leave Withcut Pay for that period

dicaiground or hot, will extend the

i
f :

L N et L R
I & | Pericd of Leave Without Pay whether on me
? tenure and will affec, gratuity.

venod of prabation

% «

|
B / No bay and aHvaances shall be admissible to the employee for the period of Leave Without pay

0 Z Leave without Pvéyy f_orhal‘day or fraction of the day shall not be admissible. If any employee requests
[ for sanction Half-day Leave without Pay, same would be rejected and it shall be treated as Lesve

without Pay for entire one day.

o if Leave erhou}PayEé}Jned on :11ed1calg:‘o«1:|}!, supported by the Medica| certificate from
Registered Medical Practitioner, then it will not affect the date of the increment of the employe g e

r} 8 ]’ Leave witho'ut‘Pay €an be availed in combination with Earned/ Commuted / Half Pay Leave

I |

PO Leave
;' citline peripd of leave (

f
u - /
ith Casual Leave. (f such occasion arises, then |

i

without Pay wili not be adnissible m Conmibination w
shall be Lregled es Leave without Pay

Casual leave plus Ledve without Pay)

Date of Increment sha er s not sanctioned on |
( medical grounds. :
J

[ 11 [ i wseof[}%}ﬁc@émé éé?npietes tenure before the normal date of increment (ie o 1" July) and
j enjoy Leave Without Pay after completioq of tenure but before the date of due increment (normatly
| 1"July or otherwise), then his date of immediate increment shali be advanced by the period equafto |
| |

L the Leave Without Pay enjoyed by hir —
i
\M ) Y
N

o

——




//‘ - -I ~ e e, e e e e e e e, et s e e . e 2 e e S
[ ' ment of aleWTxﬂ&szaTsEZu remaln for that particular

- ‘/'

f e EvffeAcIvowf a—d_v;ncemenl of increment Jate due to Le
| ncrement shall be on 1* July,

year only. Next date of ! as per normal rule provided employee does not

avail any Leave Without Pay during further period. J
% A : e
(F)_MATERN(TY LEAVE
!1' 1 T Maternity leave of 180 days shall be sanctioned to female employea having not more than two living
| ' children (Limit of Maternity Leave has been enhanced w.e.f. 01-09-2010 onwards).
T Fe"'{nareE"Bubic;é'e‘JH&H&;}J{}R tv;;Jye-ar; and more continuous service, leave salary shall be pald
I | ;
|| equalto the pay drawn immediately before proceeding on leave. :
? R S ot e o .
' 3| Female employee who has put in continuous service for a period more than one year but less than two
| [ vyears, leave salary shall be pald equal to half the amount of pay drawn immediately before proceeding
| | on leave. No commutation of this leave shall be admissible.
s B IHAZEEe‘B?EGnElg-émpIOVe_e who has notmpuz in continuous service for a perloq of one year, Leave :
|| Without Pay on medics| ground as Maternity leave shall be sanctioned. Question of payment of salary
f and allowances for such leave period will not arise.
~' S '7'fiflﬁ‘a—l&«r;i_t-)‘;.-L‘;a“\;e-swavnctioned as Leav VVifﬁout Pay shall be treated as Leave Without Pay on Medical
gl | grounds. J
Kidl / : i 3 -
o U P SR SR ! - > 2 )
| & | Maximum 60 days leave with due and admissible without producing medical certificate can be
I Sanctioged in continuation with ma ernity leave. ' |
{ceate — —_— - . - — . e T e
i 7 Maternity leave appiication must bé supported by-Medical Certificate from registered Medical }
| ' Practitioner indicating the probable date of confiiement. Certificate indicating date of delivery should ‘
i ' also be submittad in due course of tjme. ’ |
e ROl B Y e s T e B L U L SRR |
i € | Benefit of Maternity Leave shal| be restricted upto'2 children only. |
{
|

regular pay scale shall be counted as continuous !
the purpose of Maternity leave

i © ,Period of service on consolidated saléryi,f any, and
' st sk SSURULAE COniinuuus iengu or service ror
! ;

{ 10 Benefit of Mat_eTm'ty leave shall alshc;ﬁb—e“aannggs?bhlé:;[‘gge“r;bloye
‘ulfillment of other conditions mentpned above.
i . 7 )

i
S N

( (G) STUDY LEAVE,

] i
——

S R iy Ll s it RN SRR
/ 2 | Employee has to make request in writing for grant of Study Leave to the President through the Head of
! the Institute where employee is working. “

|
I3 | Application Tor ‘study Leave shall be preferred at least one mon

[
| | commencement.
| v

NEERING




i

|
i

e x-“ﬁf‘:ﬁ" S
e Vacation shall not be admissible to part-time / visiting faculty members

Y P

|
!
|

{

i
|
i

|
1
1
1
{

i

{7 Teachers ekilpylng vacation shall have to remain

{ b

70 employee fails to réjéiu.w.tf\e dhty after Oxpif;l‘O{ 'S—tudy leave or could not complete successfull

la Library staff is?&entitled for vacation.

> | Leave of any kind (CLELHPL,or L.W.b.) gxcept oh medical grounds shall not be sanctioned in

o |

?

bt iy gy et K Sl YR P SR

7 Will have to submit such bond. Extension of study leave shall not be granted to Bond gy, :
| completed in ali respect is submitted. |
; |
l

f Employo} shhall hav?‘tlb_sen,éﬁaﬁhgad Technical VFdI}E:?t—I.on Soclety at least for three years after returp |
from study leave, as per condition in the Bond A :

|
i

"""" vy(he’

course, then amount spent by the Society, for the substitute arrangement made In his place during

period of his leave and other expenses incurred by the Soclety as decided by the Soclety along with
g bank rates, shall be recovered from him or from the suretles as the |

interest thereon, as per prevallin
| case may be, ;

fbha avmcavn Aln ¢th

§ .1 The Bond submitted bqyﬁtﬂgweﬁr;\pic:y‘ee in original shall be Preseivea i u

! Director/Principal till Employee completes the Bond perlod as per agreement

N R
S

(H)__VACATION (ONLY FOR TEACHING EMPLOYEE

cuctody af the racnactiv
cusics Yy eF the raspectiv

on his return to the duty.

[ 1 T Vacation sha!!'normally be admissible to the regularly appointed Teaching employees as per rules and

' regulations of the University / State Government,

e
2 | Teachers-who have not completed one year service shall:not be eligible for vacation.

RO SRS

SSRETE P

| Lombination with the vacation; either prefix or suffix.

St by —— - - -
2t If employee on leave, resumes duty a week before yacation or proceeds on Leave immediately after

' expiry of vacation, (just to avail benefit of vacation) he will not be eligible for pay of the vacation period.

-

present on duty on last working day before va cation

i and first working day after vacation. :

vacation if tenders resighation, then he will not be entitled for pay of the vacation

| Teacher while on ) |
posit amount equal to basic pay for the notice period as decided by |
: /

[ period. However he will have to de
! the Soclety, in lieu of the notice period.

Other general instructions about sanctioning of Leave:-

1. leave cannot be asked as a matter of right.
Leave can be refused in case of exigencies of the Management/ Institute / College / School.

2

3. Sanctioning of Leave shall depend on the génulneness of the reasons mentioned in the Leave
application.

4, Sahctlonlng of Leave do not permit employee to leave Head quarter automaticaliy.

5. Employee desiring to go out of Head quartes during leave period, should obtain specific permission of

leave sanctioning authority, for leaving Head quarter during leave period.

6. Priorapproval shall be essential for planned leave.

Ve
e /\/ MJ//




It

7 Leave application for Planned leave shall be submitted 1o the respective lcave sanctioning authority

atieast 15 working diys in advance.

8 In case of emergency, Intitnation shall be given 1o the concerned authority on telephone immediately

oA : A ;
and leave application shall pe submittey immediately afier joining the dutjes.
9. 1 leave is enjoyed without prior sanction / intimation or absence from duty without proper reasons,

entire period of absence shall be treated as Leave without Pay. Such cases shall be declded by the
Director/ Principal or Authority on merits.

10 Calculation of leave sh

11. A copy of Application for Maternity Leave for 180 days, after due sanctloning shall be forwarded to
the Personne| Department for records.

12. Copy of the Sanctioned Extension of Leave up to 2 months in continuation with the Maternity Leave

of 180 days shall e forwarded to the Personnel Department, for records.
13. Cases where period of |eave (Earned Leave, Half Pay Leave, Commuted Leave or Leave Without Pay)

ubmitted to the Secretary / President (as the case may be), at lecast 8

14. Requests for Study Leave shall not be decided at the Institute’s/College level. Such request from Staff

15 Entries of sanctioned farned/ Hali*Pay/ Commuted and Leave without Pay shail be tsken in the

service books of the concerned employee and hic leave account shall pe updated st lezst after every

1" January and 1 July of the year. 2

10. ENUry ot Leave without Pay in the service bo‘olf shall be taken in red ink.

17. Employee must resume duties on the first working day after expiry of the sanctioned leave. Request

authorities, before expiry of the saictioned leaye.

18. Part-time employees shall be entitled to enjoy Casual Leave only. No other kind of Leave shall be
admissible to them, v _ .

19. If benefit of prefixing and/or suffixing holidaysjfo leave is sanctioned to the employee, and he remain
absent from duty before of beyond actual dates of his sanctioned leave, then he will have to forgo
benefit of prefix and/or suffixing kolidays. In such cases entire period of absence (including holidays

in between) shall be trearan and counted as Leave without Pay.

“C U
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Annexure 2 Form No: &QM_LQ

, V_S_'rNjiGAD TECHNICAL EDUCATION SOCIETY
Na B e - - ca— ,:}\M_ ;
APPLICATION FOR CASUAL LEAVE / COMPENSATORY OFF

—l

e ————
———

Date: - / /

4

Name.
\\M Designation:

Sit 4 Madam,

Kindly sanction me i

——0____daysleave from
Prefix / Suffix (being Sunday / Holiday): Total Perlod days.
e S

Iwill be reporting my duty on
S TR

Reason for leave: .

Alternative arrangement made during the leave period: -

—

et sl T 2 .
eyt ’

Name of the alternative staff member ; Designation Signature ‘

= |

e i
|

iz
| |

1 - 1

Thanking you, ‘Yours faithfully,

Date: - Signature of Applicant

Remarks of Establishment Section regarding balance of leave:

Casual Leave ALcount Compensatory Off Account

=
Balance of Casual Leave: Balance C. Off:

Signalure of I / C Estt. Section

Sancuened / Noi Sanctioned

Head of Institute it MN?

Stamp / Seal ,

//’ PRINCIPAL
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