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SE4 DR.D.Y. PATIL EDUCATIONAL FEDERATION ey
| LEAVE POLICY/Amendment/2021/July

1. Introduction;

Leave is a provision to stay away from the work for genuine reasons with prior approval of the authoritics.
It may be granted for a casual purpose or a planned activity, on medical grounds or In extra-ordinary
conditions.  Sundays or holidays may be prefixed or suffixed to leave with prior sanction of the authority.
Leave of staff working in Schools / Institutes /Colleges / shall be sanctioned by the Head of the School /
Institute / College on recommendations of the Head of Section / Department. The leave of Heads of Schools
/ Institutes / Colieges shall be sanctioned by the President / Secretary and in his absence by the Authorized
Person. The Heads of Schools / Institutes / Colleges shall submit a copy of their leave application to the
Chairman/President’s Secretariat.

The following leave rules and norms give details about the different types of leave and how they can be
aveiled of. These rules should be used for the better understanding and utilization of the leave rules and
norms and are only complementary and explanatory in nature. These Icave rules shall be applicable to all
the employees (teaching, non-teaching, administrative and any other) of the various Schools / Institutes /
Colleges in existence as on this date znd as may be established in future,

2. Definitions:

Public Holiday: Public Holiday means a day declared by a notification by Government of Maharashtra /
Collece / Institute / School / Competent Local Authority to be non-working day for all employees except
those otherwise specifically asked to attend the duties.

Campus Holiday: Campus Holiday means 2 day declared to be Campus Holiday by the Management cf
the Orgenization.

Salary: Salary means the gross monthly remunerations drawn by an employee.

Average Pay: Average pay means the average of salary of last 12 calendar months.

Retirement: The term refers to superannuation after attaining the age as per norms of Callega / Institute
/ School / Government of Maharashtra.

Release: The term refers to resignation / retirement / termingtion of employment in accordance with terms
of employment.

Organiz'atioszhe term organization means Trusts / Compenies in Dr. D. Y. Patil Educational Federation
(DYPEF')'; eﬁéislfng as on this date and as may be established / incorporated in future.
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3, General:

3.1 - Leave is not a right, It may be refused or revoked by the authority empowiered to grant it It wou

however, gencerally be granted unless the exigencies of service demand otherwise.

3.2 - Leave Application: The Application shall be submitted In writing preferably in the form prescrib

by the organization well in advance and shall be got sanctioned before availing of the lcave. However
exceptional circumstances, the sanctioning authority shall have discretionary powier 1o sanction le
admissible post facto. The employee shall make 2lternative arrangements/internal adjustments among
employees of his/her or any other department to take care of his/her dutics.

3.3 - No leave can commence unless it has been sanctioned. Mere submission of leave applicatic

does not authorize an employce to avail the leave applied for. Availing of leave without getting the sar

2?')/\\ sanctioned makes the employee liable to disciplinary action besides penal deductions by treating the pert
i of absence as Leave Without Pay. (LWP).
o _ :
NG 3.4 - Employee on leave shall not engage himself in any other employment, trade or business, eitf
b .

full-time or part-time without obtaining prior sanction of the competent authority. It is an offence and t
employee shall refrain from the same.

3.5 - Unauthorized absence without leave will constitute an interruption in service. Continu

unauthorized absence of more than 15 days, or repeated irregularity without intimation of any kind m
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render an employee liable to disciplinary action including termination of services besides penal deduction

V.

3.6 - Employee appointed on contract /adhoc basis in a scale of pay or on consolidated salary sh

-
o
2
=
~

bo entitled to leave in accordance with the terms of the contract entered into by him with the organizati

/<\ | -
Oy Nee—~

or as per terms mentioned in adhoc appointment order.
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3.7 - The staff under suspension is not entitled to any kind of leave during suspension period.

3.8 - The staff members in notice period of Resignation is not entitled to any kind of Leave during t
Notice Period.

4, Kinds of Leave:

The following kinds of lcave shall be admissible to the employee (as applicable) of the Callege/Trslituie;
(A) Casual Leave - (CL)

=== (B) Medical Leave - (ML)
o % (C) Earned Leave - (EL)
(D)

D) Leave without Pay - (LWP)
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(€) Compensatory Off - (C-Oif)

(F) Duty Leave [ Outdoor Duty Leave - (OD)
(G) Maternity Leave - (MTL)

(H) Paternity Leave - (PL)

(1) Study Leave - (STL)

() Sabbatical Leave - (SBL)

(K) Vacation (Only for Teaching Staff) - (V)

i ) ions from these
The rules and norms governing the grant of leave are given below. Any exceptions fro

. : nt in its solc
rules due to emergencies or exceptional circumstances may be considercd by the Management in 1t5

discretion. The decision of the Management in this regard shall be final and binding.

(A) Casual Leave (CL):

e School / Institute | College is entitled

A-1 : Every employee held on the muster of th
wer subject to ¢

(one) 01 day casual leave for each thirty (30) days block of duty performed by him/t

maximum of twelve (12) days of casuel leave in one calendar year. :
A3 ¢ A minimum of half ( V2 ) day or a maximum of three (03) days of CL can be availed of et one time

A-3: CL will not be carried forward to next calendar year and vill lapse at the end of the ensuing calenda
year.

A-4 : CL shall not be admissible during first one month of service.
A-5: CL cannot be taken in conjunction with any other kind of leave except compensatory off(CO).

(B) Medical Leave (ML):
B-1 : Employee shall be entitled to leave on medical ground for 10 days on commutation basis 0!
20 ( Twenty ) days on half of pay (Half pay Leave-HPL) for cach year of completed service.
B-2 : Medical leave may be granted in case of sickness of the employee and not his | her dependents
Medical certificate from @ registered Doctor would be required in case of absence of three days or more.
B-3 : For every 6 months of service, 5 days of medical leave shall be credited to the leave account of the
employee (on 1% of January and 1% of July in the calendar year). Exceptional circumstances Medical leavt
not due may be sanctioned and such leave chall be deducted from his leave account subsequenty.
B-4 : Medical leave may be combined with other leaves.

B-5 : Medical leave can be carried forward and eccumulated up to @ maximum of 360 days.
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B-6  An employee whg e been granteq
~ medical lcaye

fitness belore re
leave ¢

. i i ificate ¢
suming: dyty 15 required to produce a medical certifica

NOCOSSAY, anclioning authority may secure second oplnion, if considere

(C) Earned Leave (EL):

13 [1 N R ) -
C-1: EL s admissible (g 4 noN-vacation

al j
to @ maximum of 3( (thinty) Cmploy

Ce at the rate of 1/12 of the period spent on duty subjel
days In a yoar.

C-2: Ll s admissible o to

during vacalion period for ¢
admissible, In this

aching staff | "
o Q staff if he/she docs not avail full vacation. In case hefshe is detaine
arrying oyt official dutj
case if the fr

C-3: Larned leave can pe pre-

| es, then EL proportionate to period of detention shall b
action is more than 0,5 then it

should be rounded to next fiqure.
fIxed /sufixed with othe

C-4: Earned leave can be ace " holiday fleaves.
areumulated up to a mayimum of 300 days, which cannot be en-cashed.

C-5: Earned leave in Cxcess of 30 days at

Management. any time cannot be availed except when approved by th
C-6 : 15 (fifteen Ydays of [ | o
year s credited in advance on the first of Jenuary and first of July in the calend:

(D) Leave with-out Pay (LWp):
D-1 : No provision as such exists for (he grant of leave withou

: Upay. However, for reasons beyond one
control, if any employce has 1o av

ail leave in excess of
pay “al the discretion of the Head of School / Institute

service.

authorization, he may be aranted, “Leave withot

| College / Management subject to exigencies ¢

D-2 : Absence of an employee without sanctioned leave is 3 case of indiscipline and does not fall under th
category.

D-3 : Leave without pay shall also be 8ot senctioned in advance as any other leave.,

(E) Compensatory Off (C-0ff)

E-1 1 When a staff-member (teaching as well as non-teaching} is directed to perform duty on a publ

holiday/campus holiday or Sunday by the Head of Schoa! / Jnstiie { Coilege hy issuing 3

written order, \F

= Head of School / Institute / College may grant im/her a ¢

/ner a compensatory off on receipt of written application

valling of C-off and can avail of C-off ont

W apn

after it Is sanctioned by concerned authority. ¢, QA0 N
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g-2 + Compensatory offs cannct p .
d
Ny (CUrnUIL\.lEd fOf m A
year. ore than Fifteen days and muet in !
r dys @ ust be avail in the ram
g-3 : Compensatory off can e .
€ Cither Pre-fixog or gyt
Of |cave. SUnﬂ)(Qd to Casugl leave

only and not to any other kin
(F) Duty Leave /Outdgg, Duty Lga
ve

F-1 ¢ An activity of 2 o 0 0

" N CMployee m

( Ployee which @n brip i

performed for viork of (e College ; Instit iy -
ute :

5a ent, or which hes to b
Mool / Controlling Statutory Bogi

arznt of this leave,

€5 may be considered fc
F-2: 0D cennot be availed of U
approval of OD. st fact

i) To del _ re of the folloviing purposes:

services of the afﬁliating College /1
iii) To present a res

A mmittees, and conduct of Examination and auxilicr
nstitute / School,

earch paper i a conf

€rence /symposium of
attend a Quali
Quality 1n grams QIps, Faculty

Presentation when duly authorizeq by the head of

iv) To attend selection tommittee, Local Inqui
organized by a statuto

National / Internztional Level or b

Development Programe, PhD Proares
the Institute,

v
7y body / College / Institute /

v) Any other special case on merit &s approved b

Y Management on the basis of recemmendation C
the head of the Institute,

Committee, or any other committee meeting

vi) To attend offices of the College / Institute / School | Government/ Stetutery Bodies fo
submission of Documerts/Files etc of the School/Institute/College,
vii) To present the Institute / Educational Presentation for the process of admission (if

o ilrad
regu r?(:).

(G) Maternity Leave (MTL):

G-1:The female employees having more than two years or more continuous service at the Schoc

[ Institute / College of the Organization and having no children or having one surviving child are eligibl

for grant of maternity leave. A suitable medical certificate from a competent registered medical p'ractitione
must be ettached with the maternity leave application,

6|9Page
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spaternity leave can be
G2t M Qranteg
‘ I I6ave beyond thig e O PENog of 160 gy .

maternity 1Cav yond thig Periog bccomu ne Y5 @t the Maximum, In the eveny trtension
wreated 25 leave withoyt pay. Fessary on Cent y

€1 penod of |cave Shall |
-3 : Duning the leave period

1 Medica
practitioner must be submitteq. In the absence i =>TCport from 3 competent registered medic
A 1 ’ Such rcport ' - -
-4: In case of miscarria rhe leave a1,y she .
G-4:Ince ge Plod maximym v . glary shall not be paig.

of tW0) M2y be Granted, proyigeq PErlod of ix woaks o

that the applicar: each 0ccasion (
competent Doclor, Pplicatinn ¢

Up to a maximy
or .

the leave ig supported by a cerlificate from
G-5: The employee avay);

"9 maternity (o
stamp paper of RS-lOO/*, dul t mty IL&VC: shall he re

: - Otarizeq stat] Quired {o furnish an undertaking on non-judici
years after expiry of her‘maternity leave, In c“;Sg that she vill serve the Organization for a period of tv
to refund the salary receiyeg by her for mat €

Mployce resigns prior t

1 . . .
ernity leave period. 0 this period, she will ha

(H) Paternity Leave (PL);

paternity leave of 1§ days may be granted 1o male e
utc/College of the
fore, or Within s
is up to two surviving children, The Paternity |

conlinuous service in the School/Instit

MPloyees having twg o more years of regul
childbirth, i.e. up to 15 days be

Organization during the confinement of his wife f
from the date of delivery of the child and the lin
be combineg with leave of any other kind,

X Mmonthg

Cave may

“erned Doctor/HospitaI where his vife

1S takir
advise/treatment or where delive

ered the chilg,
(I) Study Leave (ST-L) ;

The faculty /femployee members become cligible for study leave as per the followi

Ng provisions:
IA : Study Leave for Hioher Studjes (Full time):

IA-1: The faculty /employee members having a minimum of two years of unb|

emished continuous servie
at the School/InsUtute/ColIege/ of the

organization are cligible for grant of study leave,
TA-2 : The faculty member may be granted s

tudy leave without pay for the duration of the higher stuc
program subject to the condition that (1)

the faculty member gives an undertaking,
judidal stamp paper of Rs 100/, to serve the School/ Institute/ College fo

higher studies for which he s granted study leave and (2) the f

Awaliop
%( \—ﬂ\
[qY)
7]9Page o [N (Reg,No:-&?Z ) p_}f

duly notarized ,on no:
r two years after completion

aculty/employee submits copies of the
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1A-3 & The doc 'S dltending the hig

1B) Study Leave f

or ph.D. Fu'
1B-1; SlUdY ,Qa\/@ May py ( I/Pa,

€ 9ranteq f
a
unblemished Service to thq g Cu

Choog|

final ang binding on

he/she gives ap Undertakipn

- tion sub; ition (1
' °”‘JUdloal Stam Ject to the condition (1) t)
Institute/College Atleast oy , Pap

shall have discretionary Pow
submits Periedical re

Cr may pe arant

Med o e/College
Cd stug i :
8)) Sabbaticy) Leave; (SB-L) Y leave Without Pay, maximym for a period of three year
J-1: Sabbatica UP 10 perigg of One year May be granteq
research organizati Srented o

ant of sabbatical leave
=

unblemished seryice in the S\hool/lnstitute/cO”ege

of the Organization.
J-2: Although the faculty/o

d the lien With the paren
be entitled to dray salary

Sabbatica leave f
(K) Vacation (Only for Teaching Staff) (V)

K-1: Vacation is entitled or op!

School/Institute/College of tha oy

{ Or@anization, yet he /she will nc

om this Oraanization,

y teaching staff that com

pleted ong o
Qanization,

o1 of centinuous service in th
K-2: Teachers can avail of vacation I an academic year for a perigg as
/ School / Concerned Directorar

€ /Management of the O

specified by the College / Institut

ganization.
K-3 : Vacation period may be Splitin winter angd sum

Mer as per the norms of {h
/ Concerned Directorate/ Manageme

nt of the Organization,
K-4 : The Head of the School / Instit

¢ College / Institute / Schoc

ute / College shaj| have the authority to d
nslitutional/College/ School re

elain staff member durin

the vacation for carrying out some | sponsibilities for a period ag may b

(¥ Scanned with OKEN Scanner



EDUC/\TIONAL FEDERATION qev-
Y//\momlmf’nt/m?_llly_y

6. Special Leave,

a. The teachey ulmndinq the

M (‘lll\(j/CDH(LI( nee

non-remuncrative officq) busines
)

/Seminar/Faculty Development Programme / any Othe

S0 : . i
fthe U”'VC'S'W/CollCg(*/lnstllullon provided prior sanction is obtaine

thereof shall be treated o duty

.

b. The teacher

Xal l « £ ‘

a. iS Of Olidays ppl’ Vi (& CO cge with
H Q (9% d /
|l ‘h y - b\ ” ad ()f “\C ]nSUlUll'/ " \g v .l . I i . | |
l . {O da S ¢ I)l) C as DC U iVC(S“y 01 une (]Uld “
ro (I a run P clines,

8. Right to Ameng Leave Rules ;

The Management of (ho Organiz

ation reseryves the ri *
. ight to amend /modify these rules from time to time,
depending upon exigency of the « sltuation., | y Wu\
oo

Dr. Sushant V. Patil
President

Date :01.07,2021
Place : Pune,

Copy for Informuation and I
I' | The Secretary, DYPEF

_ph nte umlmu

= e —
for Your Kfﬂll/lnfﬂl!l(lllm]"[ Qe o

Signature with Dote |
2 | Executive Director DYPEE T —

e e e St s e s o et
- Jor /\unlrl \/m e

Ai'i;q-fﬁ_um:‘:rilh Date
2 | Principsl, Dr. D, Y. Patil ¢ C()llcf_]“ of Lngh eering
s fOr necessary action nd exeqy sl ’

anal—nn‘orvarli-(;n.(_Engg)h T

loi ,l,[‘lﬁ Signature with Dare
3 | Director, Dr. D. Y. Pail instiue of Managemen: and Eni. Dev(MBA)., T T
...... Jor nece, ssuryaction anyl v, Xecution plene, Signatire with Dare
4 | Principal, Dr, D. . Puu..UL(a”on‘f?'“ T iy Tt U N Y
ederation’s School of Excelien ‘
coen JOF ECESSUTY ction and fon plese, ‘ PR (SChOOl) Signanwe with Date
5 | Principal, Dr. D. Y, Patii 2¢: alicnal "Lm.mlmn's J}.‘C()”T?gami&féa?mge-)_. N
...... for necessary aclion ¢ un!:\.mli.'y; plroxe

Slgnmme with Date
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