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LEAVE POLICY

Casual Leave (CL)

Every staff member is eligible to avail up to maximum of 12 days of Casual Leave in a
calendar year.

a. Faculty and Staff members are eligible to avail one day casual leave for every
completed one month of service.

b. Casual leave can be availed only with prior approval of the Head of the institution
through concerned HOD

c. Leave application should be submitted to the Head of the Institution (Principal) one
day in advance / prior to the day of availing leave after making alternate
arrangement of the workload allotted to them.

d. In emergency cases only, whenever the staff member is unable to get prior sanction of
leave, he / she should inform to the Head of the department concerned, over the phone
after making alternate arrangement for the workload allotted to him/her. In such case,
the leave application should be submitted for approval on the immediate reporting day
with relevant supporting documents.

e. C.L. may be combined with CCL, sundays or any other notified holidays.
f. C.L shall be availed to the maximum of 6 days in a block of 6 months. July to June

of Academic year shall be followed as calendar year for availing C.L. continuous CL
should not exceed 3 days.

g. If a faculty / staff member is Absent for duty, for more than 2 times, without any
intimation the vacation will be deducted from his / her account at a ratio of 1:2 (i.e.,
for 1 day absent, 2 vacation days to be deducted).

h. The staff members can avail one-hour permission per month either in the Morning or

Evening. If it exceeds 1 hour, then it will be converted in to half a day of Casual Leave.

Compensation Casual Leave (C.C.L)

This leave is sanctioned to a teaching or non-teaching staff in lieu of he / she
attending the office on a holiday which was directed to do so by the authorities Principal
and H.O.D.

a. C.C.L can also be combined with C.L.
b. This leave must be availed within three months from the day of the duty performed.

c. C.C.L. can be availed as full day only.




> JuJ. COLLEGE OF ENGINEERING AND TECHNOLOGY

3 :.; ‘_' Approved by AICTE | Affiliated to Anna University | 1ISO 9001 : 2015 Certified
o (Sowdambikaa Group of Institutions)

Ammapettai, Tiruchirappalli - 620 009, Tamil Nadu
Mobile: 98428 11776, 98652 11776 | Website:www.jjcet.ac.in | email:principal@jjcet.ac.in

On Duty (OD)

On Duty permission will be granted with prior permission in writing from by the Head of the
Department and an approval by the Principal. Total OD of 6 days per semester will be

granted for the following:

Participation in
a. Presentation of paper in National / International Seminars or Conferences / Symposium
/ Workshops / Ph.D Viva voce Exam / Ph.D Synopsis submission & Doctroral Committee
(DC) Meeting.

b. Staff members are permitted to go on ‘On Duty’ for academic works of the colleges
such as University Practical Examination, Théory Examination Paper Valuation,
Anna University squad duty, Practical Viva voce exam, External Examiner Hall
Superintendent Board of Studies, Academic Council, Staff selection Committee,
Accreditation committee, Resource person for other colleges and other committee/

Council formed related to the works of AICTE/ other prescribed bodies etc.

If the faculty representing the institution on duty, they are strictly instructed to adhere following:
da. Faculty should report on time to the respective venue.

b. Under any situation he / she should avoid unnecessary arguments in the
reporting college.

c. The faculty must abide to the proper dress code (Gents staff should wear
white shirt with proper grooming and black / brown formal shoes, ladies staff
should wear Saree) and ID card.

d. fhe faculty should report to the concerned HOD daily and feedback should
be given through e-mail.

e. If there are any allowed expenses, he / she must get prior approval
from the Principal and details of account should be settled on the next
immediate day of reporting to duty, failing which will be adjusted in salary.

f. Attendance report must be submitted on the reporting day; otherwise OD
will be considered as LLP.

g. Faculty members who are deputed for specific purpose on “Other Duty”
should submit a detailed report to t h e Principal about the purpose for which

they are deputed, on the next day without fail.
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Medical Leave (ML)

a. The staff members on duty who have sustained serious injuries while handling

dangerous machinery or performing hazardous task with chemicals are eligible for
medical treatment with fully salary. The hospitalization of serious health problems
like T.B, Cancer, Leprosy, Heart Surgery, Kidney Transplantation (or) Retina
Transplantation, etc.., the medical leave will be decided on the merit of

individual case.

b. Special medical leave of 15 days with half salary will be sanctioned to a staff
member who meets with an accident / has any other severe health problem and

he/she should have been hospitalized.

c. M.L intimation must be given to the Principal as soon as possible and application in

writing should be submitted within 2 days from the date of availing M.L.

d. The sanction of the medical leave is subject to the discretion of the management on

production of medical certificate and discharge summary from recognized hospital.

- Maternity Leave

The Maternity leave can be granted to all lady staff subject to the following
conditions:

1. If the faculty has completed a minimum of 5 years of satisfactory service,

then they are eligible for Maternity leave of six months with salary.

2. The faculty should give an undertaking that they will work for two years after re-
joining duty and to forego the vacation to the extent of 30 days in the succeeding

vacation.

3. The faculty with less than five years of experience can avail six months of leave

for their maternity without salary compensation.
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Vacation Leave

Vacation can be availed only during the vacation period. The vacation period will be

declared by the Principal. Generally, the semester and vacation period as follows:

Odd Semester - June to October succeeding Winter Vacation — November to December.

Even Semester — November to April succeeding Summer Vacation — May to June

a. The staff members are permitted to avail the vacation in the maximum of Two spells
as noted below.

i. Teaching faculty (Total: 20 days) Winter : 06 days and Summer : 14
days.

ii. Non-teaching faculty (Total: 15days) Winter : 5 days and Summer: 10
days.

b. The vacation is for a spécific period in each semester. It is decided by the
Principal. No staff member can avail the vacation after the vacation period.

c. The principal has the right to prevent any staff member from availing a portion or
the whole vacation if the service of the particular individual is essential for the
administration of the Institution.

d. Staff members who have completed one year of service as on date of commencement
of vacation period are entitled for vacation as detailed above.

e. However, the staff member with a service of less than two years will be given
vacation proportionally to the length of period of service rendered by him/her.

f. No other leave can be combined with vacation.

g. The vacation shall start on any working day of the week, but the last day of the
vacation shall not fall on Fridays, Saturdays and Sundays and also the first day shall
not fall on a Monday. _

h. Un-availed summer / winter vacation cannot be combined. Also surrendering of
vacation period for “claim of salary” is not allowed.

i. Faculty members must report to the duty on the next day of completion of vacation.

Note: Any type of leave mentioned above cannot be claimed as a mattfer of right and the

decision of the Management /Principal in all the cases is final.
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