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LEAVE POLICY

The employees of (Company Name) will be entitled for the following leaves as per Company’s Policy. These leaves can be availed by the employees by submitting proper leave application to the HR Department of the Company. Format of the Leave Application is available at HRD. These leaves are over and above the Government notified holidays.

CASUAL LEAVES

Employees will be entitled for 7 Casual Leaves in a calendar year. Employee cannot avail casual leave during season i.e. from 1st January to 31st May. Casual leave can be availed only during off-season i.e. from 1st June to 31stl December. Further employee can avail 1 casual leave in a month and that also only when it becomes due and cannot avail casual leave in advance. The un-availed casual leaves at the end of the year will be lapsed and will neither be carried forward nor encashed.

Employee has to submit the completely filled leave card to HR, duly signed by HOD, prior to going for leave.

MEDICAL / SICK  LEAVES

Employees will be entitled for 10 Sick Leaves in a calendar year. Employee can avail sick leave only during sickness. Furnishing medical certificate during Sick leave is compulsory. Further employee can avail Sick leaves maximum 4 times in a calendar year. Like casual leaves, un-availed sick leaves at the end of the year will also be lapsed and will neither be carried forward nor enchased.

EARNED LEAVES

An employee will be entitled to 15 (which is calculated on their working days) earned leaves in a calendar year.  Employee have to submit a tentative leave plan at year start (Month of April) in the format of month ,fortnight ,no of days leave required to HR through HOD.

Employee has to submit the completely filled leave card to HR, duly signed by HOD prior to going for leave.

COMPENSATORY OFF IN LIEU OF EXTRA WORK

If an employee work on Sundays or Govt. Holidays, he will be entitled to a compensatory off in lieu of the same. Thus all employees are advised to get their extra work authorized by his concerned HOD. Compensatory off can only be availed when it becomes due and cannot be availed in advance. Compensatory off have to be availed within 6 Months from the date when extra duty has been done. 

Note:-New recruited candidate in grade –Worker, Casual & Trainee’s are not entitled to avail any leave for first six month.

