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1. OBJECTIVE:
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3. PROCEDURE:
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3.3 Sick Leave (SL):

i.  Person availing Sick Leave must inform the respective P&A / Department head, about his/her
sickness as soon as possible.

ii.  Employee availing SL for 3 days or more shall have to submit a valid Medical Certificate issued by
a competent medical officer/Doctor on resuming the duties.




iii.  SL can be combined with EL in case of shortfall in SL.
iv.  Accumulation of sick leave will be governed by the units considering local laws but not more than
sixty days.

3.4 Earned Leave (EL):

i.  EL earned for the year shall be credited to employee’s leave account in the month of January of
the following year. However, an employee shall be entitled for availing EL only after confirmation
or completion of one-year service, whichever is later. For detailed rules please contact BU/Unit
P&A.
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3.6 Shut Down / NPD
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In case the Shut Down / NPD / Block Closure is announced, during that period 50% of the Total NPD Days
equivalent leaves shall be credited to the employee’s Casual Leaves account, additionally.

During the Shutdown Period, only assigned employees can attend their duty with approval of respective
RM.

Un-availed leave/s (casual) will lapse at the end of the calendar year. Availed leaves during this period
will be debited from CL/EL. Those employees who are required during this period and if they do not
come, they shall not be entitled to this benefit.




3.7 Leave Recommending and Sanctioning Authority:

Any employee seeking any kind of leave should take approval on Leave Management System - Online
Employee Self Service Portal.

3.8 Extension of Leave:

i.  Extension of leave will not be allowed in normal circumstances. If imperative, request for

extension should reach anctioning Authority well in time, before the expiry of earlier
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viii.  Maternity Benefit (Amendment) Act 2017 will be applicable to all women employees.




