LEAVE —POLICY

Babu Banarasi Das Institute of Technology and Management

1. RULES:

The rules explain employee entitlement of different kind of Leave. The leave entitlement will be on
academic calendar year basis

2. GENERAL RULES:

7.1

e

2.2:

2.3:

2.4:

Leave is a Privilege not a Right

Leave may be refused or revoked by authority empowered to grant it. Leave as
applicable, would be granted unless the exigencies of the College/University so demand.

Leave Application

The application shall be submitted in prescribed form in advance and shall be got
sanctioned before availing leave. The faculty member shall make alternate
arrangement/internal adjustment among the faculty members of his /her department or
any other department so that teaching is not affected. Other than faculty shall also make
their arrangements so that smooth functioning of day’s activity is not affected.

Sanctioning of Leave

Normally, Leaves of employees of BBDITM will be sanctioned by respective HOD of
the department and approved by the Director. Leave of HOD will be approved by the
Director.

Sanctioning of Leave on telephone

No leave will be sanctioned on telephone except in case of extra ordinary Circumstances
/sudden illness etc. However, such absence needs to be regularized on day of joining the

duty in writing.
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2.8:

2.9:

2.10:

No Leave can commence unless sanctioned

Mere submission of Leave application does not authorize an employee to avail Leave
applied for. Availing of Leave without getting the same sanctioned makes the employee
liable to disciplinary action beside penal deduction. In extra ordinary cases, the leave

application must be put up on the day of resuming the duty; otherwise the entire period
of absence will be treated as LWP.

Clubbing of Leave

One type of Leave can be availed at a time. No Leave can be combined with other type
of Leave until /unless authorized by the competant authority.

Continuous Absence of More than five days without intimation

Continuous absence of more than five working days or habitual offender of absent

without intimation may render an employee liable for disciplinary action including
termination of service.

Where about of employee during Leave

The employee needs to fill the address on which he /she would be staying during Leave.
The mobile number with alternative mobile number needs to be mentioned on Leave
application so that the employee can be contacted in case of requirement.

Carry Forward of leave in next calendar year

Unavailed Portion of Leave of any kind cannot be carried forward in next academic
year.

Acceptance of alternative employment

Employment /engaging oneself in any trade /business for personal gain during Leave or
otherwise is not permitted and employee shall refrain from doing so.
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2.14:

2.15:

2.16:

Leave rule for the newly joined employee

Only Casual Leave, as per authorization in Leave rule, can be availed by newly joined
employee until completion of regular one year service.

Conversion of Leave

On the request of the employee the sanctioning authority may convert any kind of leave
including extraordinary leave, retrospectively into leave of a different kind which may
be admissible as on day on which the employee proceeded on leave; but the employee
cannot claim such conversion as a matter of right.

Submissions of Monthly statement of Leave/LWP for preparation of salarv

Director of the Institute needs to be submit monthly statement of leave/LWP of the
entire employee working under them by 10:30 AM of 21* of every month to HR Office.
If 21% of the month is Holiday, the statement needs to be submitted by cease work of
20" of the month. In case of any dispute, the attendance of Biometric would be the
decisive factor.

Holding of Sala

In case the employee is found absent in the end of the month without proper intimation,
the salary of the employee will be put on hold.

Leave during notice period/under suspension

No leave will be granted to employee under suspension and during notice period.

Availing of leave during teaching period

Teaching staff is not expected to be on leave, when the academic activities are on.
However, they can avail leave subject to prior approval by Director in case of extra
ordinary circumstances.
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Y 7 Availing of Leave during non teaching period

Teaching stafT can avail their E
lcave, the staff can get their lea
by the Competent Authority,

L/CL during non teaching period. In case, HOD is on
ve applications recommended by Director and approved

(¥

18:  Absence of employee be

yond expiry of sanctioned leave entails disciplinary action with
penal deduction.

3. TYPES OF LEAVE:

3:1: Casual Leave (CL)
3.2: Medical Leave (ML)
3.3: Earned Leave (EL)
3.4: Special CL (Sp CL)
3.5: Duty Leave (DL)
3.6: On Duty Leave (OD)
3.7: Study Leave (SL)
3.8: Sabbatical Leave
3.9: Vacation Leave
3.10: Maternity Leave
3.11: Leave without Pay (LWP)
3.12: Compensatory Leave
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3. 1.6.

3:2.1,

322:

3.24,

3,25

3.2.6.

'

Casunl Lenyve (CL):

CLas not earned, it may be granted to an employee not exceeding 12 (twelve) days in an
aeadenie vear,

1 an employee joins alter (he expiry of fiest month of academic year, the number of
casual Lenve admissible 1o him her shall be proportionate (o number of months len in
the academic year, More ever , It Joining falls on or betore 15™ of the month . then
the  Joining month may be included while colenlnting the number of €1 admissible
to him /her ,

A Minimum of half day and maximum of three days €1 can be availed at a time
Ordinarily, an employee shall not be allowed (o avail more than Six C1 in a Semester
and three CL in n month,

CL will be lapsed after completion of the Academic Year,

CL can either be pre-fixed or sullixed with Weekly OIT.Weekly O and Holidays falling
during period of CL may be counted ns purt of CL. CL. cannot be combined with any
other kind of leave.

Newly joined Employee can avail only I day CL in a month during probation period.

Medical Leave (ML)

Medical Leave may be granted in case of sickness of an employee and not for his /her
dependents.

Medical Leave shall not be granted for less than three days at a time and not more than
three times in an academic year.

Weekly off may be prefixed or suffixed to MLs. Wecekly Offs and Holidays falling
during period of ML may be counted as a part of ML. No ML is allowed during
Probation period.

1S (Fifteen) days Medical leave may be allowed in an academic year. ML, will not be
carried forward to next year.

Medical Leave may be combined with any other kind of permissible Leave (Except C1)
subject to prior approval by Competant Authority.

The Employec availed Medical Leave is required to submit medical fitness certificate
along with other paper of prescription etc issued by authorized Doctor on the day of
resuming the duty. :
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34

Earned Leave:

———————

3.3.1 EL is admissible to all employces and it’s credited afler completion of one year of

3.32

333

34.1.

a)
b)
c)
d)

service.

Earned Leave isto be granted only after it is earned, one EL will be credited for every
period of twelve days spent on duty subject to a maximum of 15 (fifteen)days in an
academic year. EL will not be carried forward to next year.

Eammed Leave can be either prefixed or suffixed with weekly off, subject to prior
approval by Chief Executive Director. Weekly off and Holiday falling during the period
of EL may be counted as a part of EL.

Special CL (Sp CL):

Special Casual Leave is admissible to all employees and it is credited after completion
of one year of service. Special Casual Leave, not to be exceeded 10 days in a year, may
be granted to an employee for one or more of the following purposes:

Self Marriage and children marriage restricted up to one only.
Natural Calamity

Casualty of near & dear ones (spouse and Blood relation)

Any other reasons on compassionate grounds/ benevolence sanctioned by Competent

Authority.
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Duty Lewy g

R K (Fifteen) days Duty Leave may be wraniod subject 0 manimum of fen days
semester. The duty leave may be granted tor one of more of the following purposes in an
academic vear. : :

352 Attending Conferences to present papers, Congresses, symposia and seminars on behalt
of the Institute or with the permission of the Instinte. |

3.3 Delivering lectures in Institutions and university at invitation of such  institutions or
universities received by the institution and accepted by the Director,

.54 To defend ‘attend project proposals /meeting of project related filed  wuork/various
funding agencies viz . UGC, DST, AICTE, AKTU ete.

3.3 To attend meetings in the UGC, AICTE, DST,AKTU etc, where a teacher is invited to
share expertise with academic bodies, Govemment or NGO.

3.6 To participate in refresher/ Orientation and similar short term courses.

5.7 To inspect academic institutions on behalf of a statutory board: University 1'GC
NAAC/AICTE/AKTU etc.

-3.8 The application for duty leave shall be forwanded duly recommended by the HOD o
the sanctioning authority afler taking in to account, the academic needs of the Institute.
While recommending the application, the HOD of the Institute will specify the
alternate arrangement for the academic duties of the faculty concerned without asking
for a substitute /extra academic position.
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36 OnD ve (OD):

3.6.1. There is no specified period to be allotted for On Duty Leave. However the duration of
leave should be such as may be considered necessary by the sanctioning authority on
each occasion

3.6.2. On Duty Leave will be granted to faculty and staff to accomplish the task assigned by
the Competant Authority, to be performed outside the campus, .
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3.7 Study Leave (SL):

3.2,

3.72.

87 2 F

3.74.

3.8

3.8.1.

3.8.2.

3.9

3.9.1.

3.9.2.

3.93.

Leave up to a maximum of three years may be granted once in the tenurc of service for
pursuing higher studies at a recognized Institute; however the study Leave is unpaid.
Study Leave may be granted after an employee has rendered at least two years of service
to the Institute, .

The faculty and staff are entitled to study leave pursuing for Master’s degree /PHD.
Entitlement shall be one month for each year of service subject to maximum of three
months in an academic session. These leaves are also unpaid. However for full time
Masters /PHD study leave shall be without salary. Employees having less than one year
of service shall not be entitled for any study leave whatsoever. However the discretion of
sanctioning authority prevails.

Study leave may be granted up to a maximum of 10% of the sanctioned strength of any
department.

Sabbatical Leave (SBL):

Sabbatical up to a period of one year may be granted to a faculty once in every five
years for attachment to a research organization or an Institute of good standing with
the sole aim of pursuing research Activity.

Although the employee will hold the lien with the parent Institution , yet he /she
will not be entitled to draw salary from the Institute during the period of sabbatical
Leave.

Vacation Leave (VL) Semester Break:

Teaching Staff is entitled to 15 (fifteen) days Summer or winter vacation subject to
the completion of examination & evaluation activity and their being able to compete the
preparations for the next semester. A non teaching staff (Supporting staf¥) is entitled for
seven days vacation leave, subject to arrangement of the institute for continuity of work.
However, the short fall in period of vacation not availed by the employee will not be
converted into any kind of Leave.This leave can only be availed on prior approval of
Management / Administration.

The vacation period amongst the teaching staff members shall generally be staggered to
ensure that the department /concerned office functioning is not hampered.

Like Earned Leave, Vacation Leave needs to be earned .An employee needs to work at
least one semester to become entitled for the vacation.
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3.10

J.11

3.12

Maternity Leave (M TL):

3.10.1. A woman employee with less than two surviving children may be granted pad 26077,
lcave of 3 months with approval from the sanctioning authority. MTL s admisine 7. =

female employees after completion of one year of service. o g
3.10.2. Maternity Leave may be combined with any other kind of permissible Jeave. Such exse

may be allowed two times in entire service.

Leave without Pay (LWP):

3.11.]. There is no provision as such to grant leave without pay. However, {rx rezsons
beyond control , if an employee has to avail leave in excess of one’s authorization , i
/she may be granted ,”Leave without Pay “ at the discretion of the sanctioning zutaority
subject to exigencies of service. Such Leave shall not exceed thirty days in an academic
year subject to maximum of fifteen days at a time. _ _

3.11.2. Absence of Employee without sanctioned leave will invite disciplinary z2ction and penz!
deduction as well.

3.11.3. Leave without Pay should also be sanctioned in advance like any other Leave. -

3.11.4. If Leave without Pay is both prefixed and suffixed with Sunday and Holidzy, the entire
Sunday and Holiday will also be treated a part of LWP. Thus, the penal deduction will
be applicable for entire period of absence including Sunday & Holiday.

Compensatory Leave:

3.12.1. In case, the employee including teaching staff of BBDITM has worked on Weekly Off
and Holiday unless it is declared working hours for entire group, the Compensatory
Leave will be granted equal to the period served on Weekly Off and Holiday. The
deployment of employee on Weekly Off and Holiday is to be approved in advanced by
the Competent Authority.

3.12.2 Compensatory Leave can be either prefixed or suffixed with weekly off, subject to prior
approval by Competent Authority. Weekly off and Holidays falling during period of
Compensatory Leave may be counted as part of Compensatory Leave.

The management/administration reserves the right to restrict any kind of leave.
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Surya Singh <suryaraghvendrasingh@bbdnitm.ac.in>

e

Fwd: Amendments in Leave Policy
1 message

Dlre:ctor BBDITM <director@bbdnitm.ac.in> Fri, Aug 1, 2025 at 3:57 PM
To: "Shushant Shukla (Math)" <shushant007 .shukla@bbdnitm.ac.in>, "Mr. Anand Prakash Mishra"
<lru_anand@bbdnitm.ac.in>. "Mr. Mahendra Kumar" <mahendraguptacse@bbdnitm.ac.in>, "Ms. Shivangi Singh”
<shivangi5858@bbdnitm.ac.in>, NEHA KULSHRESTHA <kulneha121 @bbdnitm.ac.in>, Praveen Kumar Pandey
<praveenS1pnd@bbdnitm.ac.in>, Neha Chauhan <neha@bbdnitm.ac.in>, "Mr. Anurag Shukla"
<shukla.anu23@bbdnitm.ac.in>, "Dr. Usha Sharma" <usha19792023@bbdnitm.ac.in>, "Dr. Santosh Shukla"
<santosh.knmiet@bbdnitm.ac.in>, Ankit Singh <anky777@bbdnitm.ac.in>, Richa Verma
<richa.testing5030@bbdnitm.ac.in>, "Dr. Ranjana Shukla" <ranjana.shukla@bbdnitm.ac.in>, Prasanna Kumar Pandey
<prasanna.pandey99@bbdnitm.ac.in>, "Dr. Divya Gangwar" <divyagangwar2013@bbdnitm.ac.in>, Poonam
<poonamp91@bbdnitm.ac.in>, "Mr. Sandeep Mishra (CSE)" <arcsandeep1985@bbdnitm.ac.in>, Soumya Saxena
<soumya1985@bbdnitm.ac.in>, "Dr. Anil Kumar" <anil00056@bbdnitm.ac.in>, "Mr. Ashwani Pandey"
<erakpce@bbdnitm.ac.in>, "Dr. Abhimanyu Kumar Yadav (EC)" <abhimanyu_vec@bbdnitm.ac.in>, "Dr. S. H. Abdi"
<s.h.abdi@bbdnitm.ac.in>, DIWAKAR SINGH <ddiwakarsinghh@bbdnitm.ac.in>, "Shruti Agarwal (CSE)"
<shruti.ag1988@bbdnitm.ac.in>, "Mr. Navneet Singh Yadav" <ce.1050800026@bbdnitm.ac.in>, "Dr. Apoorva Srivastava"
<apoorva019@bbdnitm.ac.in>, "Dr. Neha Gupta (ME)" <er.mech.neha@bbdnitm.ac.in>, "Mr. Surya Vikram Singh"
furyaraghvendrasingh@bbdnilm.ac_in:-, Saurabh Kumar Jain <saurabh.jaincse@bbdnitm.ac.in>, "Dr. Supriya
hurailatpam™ <phsupriya@bbdnitm.ac.in>, "Dr. Shailendra Tahilyani" <shailendra.tahilyani@bbdnitm.ac.in>, "Dr.
Abhishek Madheshiya" <abhishek_madheshiya@bbdnitm.ac.in>, Sumbil Javed <sumbul786javed20@bbdnitm.ac.in>,
Shivanand Shakya <shiva.shakya@bbdnitm.ac.in>, "Dr. Shailja Pandey" <cuteshailja@bbdnitm.ac.in>, Amit Kumar
Sachan <amitsachan47@bbdnitm.ac.in>, "Ms. Yamini Yadav (EC)" <yamini.yadav123@bbdnitm.ac.in>, "Mr. Ravi Gupta
(HU)" <raviguptabbdgei@bbdnitm.ac.in>, "Mr. Sahab Ahmed (EE)" <shahab.srmcem@bbdnitm.ac.in>, "DR. Kavita
Dhariyal (Chemistry)" <dhariyalkavita@bbdnitm.ac.in>, Vinayak <srmvinayak@bbdnitm.ac.in>, "Mr. Gyanendra Kumar”
<gyan8465@bbdnitm.ac.in>, "Dr. Diwakar Yagyasen" <dylucknow@bbdnitm.ac.in>, AAMIR BBDNITM
<aamir012000@bbdnitm.ac.in>, "Dr. Manuj Darbari" <manujuma@bbdnitm.ac.in>, K D Dwivedi
<kdd.1992@bbdnitm.ac.in>, "Mr. Mohit Choubey" <mohitchoubey759@bbdnitm.ac.in>, "Dr. R. D. Singh"
<rishabhphylu@bbdnitm.ac.in>, "Mr. Dharmesh Kumar" <dksliet@bbdnitm.ac.in>, "Mr. Gaurav Kumar Gupta"
<gauravkumargupta.itm@bbdnitm.ac.in>, JYOTI GAUR <jyotigaur100@bbdnitm.ac.in>, "Mr. Shekhar Srivastava (CSE)"
<shekhar.sri@bbdnitm.ac.in>, Diksha Rai <diksharai352@bbdnitm.ac.in>, "Uzma Naaz (Math)"
<naazuzmal1@bbdnitm.ac.in>, Archana Dwivedi <arrchanna@bbdnitm.ac.in>, "Dr. Ashutosh Srivastava (Chemistry)"
<ashutoshsrivastava828@bbdnitm.ac.in>, Rajeev Srivastava <rajeevsrivast@bbdnitm.ac.in>, Rudrendra Bahadur Singh
<rudra.rathor20@bbdnitm.ac.in>, "Mr. Suraj Srivastava" <surajpec10@bbdnitm.ac.in>, Shruti Singh Bisen
<singhshruti63@bbdnitm.ac.in>, "Ravi Prakash Yadav (Math)" <ravifaiz563@bbdnitm.ac.in>, Kamlesh Kumar
<leekampat@bbdnitm.ac.in>, "Mohd. Aquib" <aquibm6@bbdnitm.ac.in>, "Dr. Anurag Tiwari" <hodcs@bbdnitm.ac.in>,
RAV| SHANKAR <ravishankar.bbdnitm@bbdnitm.ac.in>, Kajal Singh <kajal@bbdnitm.ac.in>, "Priyank Srivastava (EE)"
<priyanksins@bbdnitm.ac.in>, Pritee Mishra <priteepandey06@bbdnitm.ac.in>, Rafik Ahmad <rafik8329@bbdnitm.ac.in>
d\drs. Shubha Mishra" <iamshubha@bbdnitm.ac.in>, AMIT SINGH <amits870@bbdnitm.ac.in>, "Mr. Ajay Kumar"

W aajay7546@bbdu.ac.in>, "Mr. Ashish Verma" <civil1205600018@bbdnitm.ac.in>, Navneet Pandey
<navneetecniec@bbdnitm.ac.in>, Pankaj Verma <pankaj2910@bbdnitm.ac.in>, Deepak Pant
<deepakpant698@bbdnitm.ac.in>, CHINMAY SHUKLA <shuklachinmay2168@bbdnitm.ac.in>, "Dr. Kalpana Singh"
<kalpana.sanjeev2000@bbdnitm.ac.in>, "Mr. Vineet Agarwal" <avineet242@bbdnitm.ac.in>, Ankit khare
<ankit8502@bbdnitm.ac.in>, "Ms. Nida Hasib" <nidaintegral@bbdnitm.ac.in>, Padmini Mishra faculty CSE
<mishra.psahaj@bbdnitm.ac.in>, "DR. ANKIT ASTHANA" <ankitasthana11@bbdnitm.ac.in>, "Dr. Pooja Singh"
<poojadivyesh@bbdnitm.ac.in>, Fazlur Rahman <fazlurrahman09@bbdnitm.ac.in>, "DR. RUPALI AGARWAL"
<roopali.ipec@bbdnitm.ac.in>, "Mr. Kishan Kumar" <kishanrajan18cert@bbdnitm.ac.in>, Shakti Singh
<shaktivns1991@bbdnitm.ac.in>, DIPTI RANJAN <diptitiwari777@bbdnitm.ac.in>, "Dr. Luv Kush"
<lk.verma13@bbdnitm.ac.in>, ACHMAN MISHRA <achman14mishra@bbdnitm.ac.in>, Avinash Kumar Upadhyay
<avinashupadhyay1993@bbdnitm.ac.in>, "Mr. Rajeev Singh (EC)" <rajeevsingh1aug@bbdnitm.ac.in>, Anurag Srivastava
<mr.anuragsrivastava65@bbdnitm.ac.in>, "Dr. Subodh Chandra" <drsubodhchandra@bbdnitm.ac.in>, "Dr. Joy Roy"
<joyroy2904 @bbdnitm.ac.in>, Swati Trivedi <trivediswati823@bbdnitm.ac.in>, "Dr.Neha Pandey"
<pandeyneha27@bbdnitm.ac.in>, Vivek Narain <vivekprajapatimech@bbdnitm.ac.in>, "DR. RAM BHUSHAN"
<bhushan.ram@bbdnitm.ac.in>, "Mr. Aashirwad Dubey" <ashirwaddubey@bbdnitm.ac.in>, "DR.Preeti Mishra"
<preetimishra7sep@bbdnitm.ac.in>, "Mr. Raghvendra Singh" <raghvendra25d@bbdnitm.ac.in>, Keerti Mishra
<keertim14@bbdnitm.ac.in>, "DR.Meetu Pandey" <Meetupandey3@bbdnitm.ac.in>, Shalini Kanojia

<shalinikanojia19@bbdnitm.ac.in>, Abhay yadav <yadavabhay21@bbdnitm.ac.in>, Devendra Kumar Shukla
<prof.dkshukla@bbdnitm.ac.in>

Dear Ma'am/ Sir

Please find below the amendments in leave policy:



~Amendment Effective from Academic Year 2025-26

Earned Leave 30 Earned Leaves can be accumulated upto a period of 3 years.
Carry Forward of leaves will be effective from July 2026.
Balance EL may be adjusted against notice period for Full and Final Settlement.

Medical Leave 10 ML, Medical Leaves shall not be granted more than three times in an academic year.

Kindly share with your team members.

Regards

Puja Prakash

CC-HR BBD Colleges

Office #: 0522 - 6196209 (745),1015, 1282

P 0522-6196305

E director@bbdnitm.ac.in
Director
Babu Banarasi Das Institute of
Technology & Management
(AKTU Code- 054)

Dr.Akhilesh Das Nagar Sec-01
226028, India

www.bbdnitm.ac.in

Vision of the Institute

“To become a leading institute
of providing professionally
competent and soclally
responsive technocrats with
high moral values.”

Mission of the Inslitute

M1. To create an eco-system for
the dissemination of technical
knowledge, to achieve
academic excellence.

M2. To develop technocrats
with  creative skills and
leadership qualities, to solve
local and global challenges.

M3. To impart human values
and ethics In students, to make
them socially and Eco-friendly
responsible,

Switch off as you go | Recycle always | Save Paper - Save Trees |




