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NORMS FOR SANCTION OF LEAVE 

There is provision for availing different kinds of leave for the employees of 

AKGEC. All types of leave require prior approval / permission of the 

Director. The revised leave norms, applicable with etfect from 1s August, 

2007, are as follows: 

CASUAL LEAVE (CL) 

12 casual leave will be granted to an employee in a year. 

CL will become admissible proportionately in a year. CL accrued 

upto the following month can only be available upto that particular 

month. 
Not more than 2 CL can be availed in any calender month except 

during the vacation period (for faculty only). More than two 

casual leave at a stretch are not permissible. 

Sundays & Holiday falling during the casual leave period are not 

to be taken into account. 

In case of emergency, an employee can take half day Casual 

Leave. However, % day Casual Leave can be taken only as a stand 

alone leave and cannot be added to any other leave / casual leave. 

day Casual Leave is permissible only if there is no class 

academic commit1nent during the period of leave. 

Casual leave cannot be combined with any other kind of leave. 

No CL is permissible during the first month of service 

Casual leave cannot be carried over beyond a year. 
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EARNED LEAVE (EL)/PRIVILEGE LEAVE (PL) 

Earned leave shall be on full pay for a period of 10 days in a year 
for teaching staff and 15 days for non-teaching staff, as they are 
not eligible for summer break. Class IV employees will be given 
15 days salary as "Ex Gratia" in lieu of earmed leave. 
Earned leave can not be availed more than thrice in a year and not 

less than three days at a stretch. 
Earned Leave is to be applied at least one week in advance. 
Proceedings on Earned Leave without prior sanction/ approval 
will amount to severe misconduct liable for disciplinary action. 

Earned Leave can be accumulated upto 60 days. Accumulated EL, 
if more than 10 days, can be encashed at any time, either fully or 

in part. Encashment will be at 50% of one's average basic pay 
and DA, excluding HRA or any other kind of allowances and 
monetary benefits. 
Earned Leave can be prefixed or suffixed with holidays and the 
summer vacation leave. However, holidays falling within the leave 

period will be counted as leave. 

MEDICAL LEAVE/ SICK LEAVE (SL) 

An employee is eligible for 10 days Sick Leave in a year 
Sick leave will be granted only in cases of serious sickness / 

hospitalization. 
Sick leave cannot be availed more than thrice in a year and not less 

than four days at a stretch. 
A certificate of admission. / discharge and fitness from the doctor/ 

hospital is to be furnished at the time of joining. 

Sick leave can be accumulated upto 30 days. Accumulated SL, if 

more than 10 days, can be encashed at any time, either fully or in 

part. Encashment will be at 50% of one's average basic pay and 

DA excluding HRA or any other kind of allowances and monetary 

benefits. 
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MATERNITY LEAVE 

All regular female employees will be eligible for 12 weeks 

Matermity Leave (6 weeks Pre natal and 6 weeks post Natal). This 

facility can be availed only on two occasions in the total service 

period of employment. 

SUMMER VACATION 
All members of the teaching faculty will be eligible for 15 days 
summer break in an academic year. The exact period of summer 

vacation will be notified by the Director for that particular year. 
In case a faculty member is not permitted summer break or part 

thereof, due to college requirement, the period may be converted to 

EL @one EL for every three days of summer break. 

LONG TERM LEAE/ EXTRA ORDINATRY LEAVE / STUDY 
LEAVE 

For any other absence from duty due to prolonged sickness, for 
attending urgent legal matters, for acquiring higher education etc., 
an employee may be granted E.O.L /Study Leave without pay. 
Such leave will be granted in exceptional circumstances on case 
to-case basis. 

Period of leave from the college will not be counted for 
calculation of increments, gratuity and other monetary benefits 

relating to the length of the employee's service. 

GENERAL 

Leave is to be treated as a privilege and is not a right. The Director 

can refuse the leave or cancel the leave already sanctioned. 

The academic year (1° August to 31 July) will be taken into 

consideration for leave. 
Leave, other than CL and SL, will be admissible to an employee 

only after successful closure of probation and appointment in 

regular service. 
Prior permission is essential for all kinds of leave. 
In case an employee wants to avail leave other than at the place of 
his normal residence, prior out-station leave permission will be 
required. He/she will mention outstation address and the contact 

telephone number in the leave application. Pko 
Dr. R.K. Agarwal 

Director 

Ajay Kumar Garg Engg. College 
Ghaziabad 
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