Shree Santkrupa Shikshan Sanstha

Ghogaon, Tal - Karad, Dist - Satara.

LEAVE POLICY

Academic Year 2025-26
(Version 1.0 Dt: 21.05.2025)

LEAVE RULES:

Right to leave:

> Leave cannot be claimed as a matter of right and the lecave sanctioning authority
i.c. the Management may refuse or revoke leave of any kind.

> Leave will not be granted to staff under suspension.

Eligibility:

Applicable to all confirmed employees.

Objective:

To establish statutory compliance and a guiding document for ‘Leave Management”

Leave Calendar Year:

For all leave calculations, the calendar year will be,
1st July - 30th June for Engineering and Pharmacy,
1st June - 31st May for Head Office, Junior college and School.




Entitlements:

o

Continuous service means a service rendered by an employce without any break.
Any kind of leave shall be taken only by permission of the Authorities.

HOD / Reporting authority as per the organization chart must sign the Ieave application
before submitting the same to the Principal or Admin office and must ensure that the
work of the applicant is suitably delegated.

{All leaves must be notified to the Admin Office within two working days or it will be
treated as Leave without Pay (LWP).} It is also mandatory that the staff dealing with the
upkeep of leave records at admin office should countersign the leave application for
checking with regards to date of submission and availability of leaves for the
applicant, before putting up to the Section Head. It is therefore essential that the leave
applications should not be submitted directly to HOD/Principal before getting it vetted by
the admin office assistant.

Record of Leaves: Admin office maintains a permanent record of leaves granted and
used for each employee.

Scheduled Absences: Planned absences and other excused absences with or without pay
must be requested and approved in advance. Medical appointments and scheduled surgery
must also be approved by the respective HOD & Principal.

Unscheduled Absences: Unplanned absences can be very detrimental to work place
efficiency. In the case of sudden illness or other unexpected circumstances, an employee
should notify his/her superior immediately. If this is not possible, a family member
should alert the reporting authority as soon as possible to explain the situation and
indicate the expected date and time of return.

Over-Staying: Employees are not allowed to extend their leave except for the reasons/
situations which are beyond the control. If this attitude is repeated, Admin may take up
the matter with the Principal/Secretary to take appropriate action against the erring

employee.

Absent: If an employee is absent continuously for more than 3 days, without any valid
reasons and without informing to reporting authority/Admin, the Institution may take

suitable disciplinary action against them.

Leave cannot be claimed in advance if sufficient amount of leave is not available at the
time of applying. Such kind of leave may be rejected if it is not being taken for any

genuine reason.

Freezing of all types of leave: In case of an employee tenders his / her resignation from
service all provisions of leave would cease to exist from the date of submission of
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resignation.
A member of the staff shall not normally or on any pretence be absent from his / her

duties without prior permission of his / her reporting authority authorized to give

permission.

Leave letter is to be submitted in advance and approval must be obtained prior to

availing the leave.

In case of absence on Medical grounds, intimation should be sent to the Principal /
Designated Authority within 12 hours of start of medical attention.

Leave of any kind will not be sanctioned when the services of the staff arc needed when
there is an unfinished job involving the employee.

Before proceeding for any type of leave, any teaching staff / non-teaching staff / HOD /
Principal must mention the name of the person in-charge who will perform the duties on
behalf of the person going on leave on application form itself and take his/her sign.

Leave without permission will be treated as leave without pay + penalty of one day
salary.

Banking facility of medical leaves will start after three years of service and it will not be
applicable to the staff leaving in between the academic year.
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Holidays:
Holiday: A day which the Institution will observe as a paid non-working day.

The list of holidays including National Holidays will be circulated among the employees as
per the guidelines received from the affiliated University / Board / ZP.

If the entire institute is working on a holiday, it should not be recorded as OD; instead, it
should be added to the institute’s records as vacation and can be adjusted against future

vacation holidays, either jointly for all staff or in batches.

Only if a few of the Staff are working on a holiday that day can be counted as OD for those
staff. A written record of the work details, signed by both the staff and their reporting
authority, is necessary for the approval of overtime. Additionally, the specific hours of OD
should be mentioned; for instance, if a person works for 2 or 3 hours, 0.5 OD should be
allocated, whereas if they work for 5-6 hours, a full day of OD should be granted.

Imp Note: The Secretary (or the competent authority appointed on his behalf ) has the

authority to make any changes in the above mentioned list of holidays at their sole

discretion.




