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Leave Policy for Faculty and Staff Members

Preamble:

The Leave Policy for Faculty and Staff Members at MEASI Institute of Management is designed to support the well-being and professional growth of our academic community. This policy aims to ensure a fair, transparent, and consistent approach to leave management, fostering a work environment that values work-life balance, promotes academic excellence, and adheres to the highest standards of institutional integrity. By providing clear guidelines on various leave entitlements, the policy seeks to enhance employee satisfaction, facilitate personal and professional development, and maintain the operational efficiency of the institute.
Scope
This policy applies to all faculty and staff members of the MEASI Institute of Management. It outlines the various types of leave available, the eligibility criteria, and the procedures for availing leave. The policy aims to ensure that all faculty and staff members are aware of their leave entitlements and the processes to follow when requesting leave.

Objectives
The objectives of this Leave Policy are:

· To provide clear guidelines on the types and extent of leave available to faculty and staff members.

· To ensure fairness and consistency in the granting of leave.

· To support the health, well-being, and work-life balance of employees.
· To maintain institutional effectiveness by ensuring that leave is planned and managed to minimize disruption.
Purpose
The purpose of this policy is to:

· Define the leave entitlements for faculty and staff members
· Outline the procedures for requesting and approving leave.

· Ensure compliance with relevant labor laws and regulations.

· Facilitate efficient workforce planning and management.

Types of Leave:
CASUAL LEAVE (CL):
· Every staff will be eligible for 12 days’ CL in a calendar year. Accordingly, on completion of one month’s service, one day’s CL can be availed.

· Maximum of three days’ CL can be taken at a time, provided that the leave is due to the individual Staff. 

· In respect of a new joinee who joins the service of the Institute, the CL entitlement during the first year of his/her employment, will be determined on the pro-rata basis of period of service rendered by him/her from the date of joining.

· CL may be granted for the working days involved. Accordingly, any Saturday (where it is not a working day) / Sunday or any other weekly off day applicable to the staff concerned / University’s holiday which intervenes, will not be counted towards leave. 

· CL may be taken in terms of ½ day, for the first or the second half of a day, the first half ending with the conclusion of the lunch break and the second half beginning with the commencement of the lunch break.

· CL will not be granted in combination with any other kind of leave with pay; provided that in a case involving the staff’s sickness, when no other kind of leave is due, such combination may be permitted with approval of the competent authority. 

· Unavailed CL cannot be carried forward to the next calendar year. CL not availed up to 31st December will lapse.
Maternity/Paternity Leave:

Maternity leave is provided to female staffs for childbirth and postpartum recovery, while paternity leave is granted to male staffs in connection with the birth or adoption of a child.

Eligibility: Maternity and paternity leave eligibility and duration are determined based on relevant laws, regulations, and institutional policies.

On Duty Leave:

On Duty Leave up to 15 working days in a year shall be allowed for: Attending conferences, congresses, symposia and seminars on behalf of the institute or with the permission of the institute. For performing any other duty for the Institute as authorized.

Sabbatical Leave:
Confirmed teaching staff, who have completed minimum five years of service as Assistant Professor / Associate Professor/Professor, may be granted Sabbatical Leave without pay to undertake study or research or, other academic pursuit solely with the object of increasing their proficiency and usefulness to the Institute.
The duration of leave shall not exceed Six months at a time, as per the AICTE norms.
A Faculty who has availed himself/herself of Study Leave, would not be entitled to the Sabbatical Leave. 

Provided, further, that subsequent sabbatical leave shall not be granted until after the expiry of five years from the date of the faculties return from previous sabbatical Leave or any other kind of training programme.

Compensatory Off

Compensatory off (CO) is given when there is a need for an employee to be present on any holiday. CO is to be mentioned in the attendance register & advised to apply through the designated leave management system CAMU.
Compensatory off shall be applicable to all the staff members (faculty, admin staff and supporting staff)
Leave Management:

Accrual and Balance: Leave accrual rates, maximum accrual limits, and carryover provisions will be specified in accordance with institutional policies and applicable laws.

Approval Authority: Leave requests will be approved by the Director in accordance with established procedures and operational requirements.

Record Keeping: Accurate records of leave balances, utilization, and approvals will be maintained by the Human Resources department, through the designated leave management system CAMU.
Compliance and Review:

All faculty and staff members are expected to comply with the procedures outlined in this policy when requesting and utilizing leave.

The Human Resources department will periodically review and update this policy as necessary to ensure compliance with legal requirements and institutional objectives.

Leave Procedures

1. Application Process
a) Leave applications should be submitted through the official leave application form through LMS – Leave Management System (CAMU APP).
b) For planned leave, applications should be submitted well in advance as per the specific leave type requirements.

c) Emergency leave should be communicated to the immediate supervisor as soon as possible.

2. Approval Process
a) All leave requests require approval from the Director and notifying Human Resources Department.  
b) Leave beyond a specified duration (e.g., 10 days) may require additional approval from the Director.

3. Documentation
a) Medical certificates are required for sick leave exceeding three days.

b) For maternity leave, a medical certificate confirming the expected date of delivery is required.

4. Leave Records
a) The HR department is responsible for maintaining accurate leave records for all Faculty & Staff Members. 
b) Faculty & Staff Members are encouraged to regularly check their leave balances through CAMU & HR Records. 
General Rules

· Unauthorized absence from duty without proper leave sanction will be treated as leave without pay and may attract disciplinary action.

· Absence without leave for more than ten consecutive days will be considered as abandonment of service unless a satisfactory explanation is provided.

· The institution reserves the right to recall an employee from leave if necessary, in case of emergencies or critical institutional needs.

Review and Amendments

This Leave Policy is subject to periodic review and amendments as required. Any changes will be communicated to all Faculty & Staff Members in writing.
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