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The ICFAI University, Dehradun [CFAI

HR Policy of the ICFAI University :

1. Applicability and scope: The modified leave rul
2. Effective Date: The modified leave rules will be
3. Leave entitlement:

a) During the period of probation, the employees are entitled to only Casual Leave @ 1 day for
every month of completed seryice,

es are applicable to all the employees on rolls,
applicable with effect from January 01, 2013.

belb) On successfi] completion of the period of probation, employees are entitled to leaves as indicated
ow:

T i S o | Entitlement (Per Ann um)
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Casual Leaves T T | - 12 Days

g_rl_ca_@_qgle Earned L‘e_a;:a_s_ﬁ(_f_ﬁé)_hh = [ - _]5'J_D'z-1ys X

Non-Encashable Earned Leayes D R NN T T

' on fi
L | 10 Days 0:1 ull pay
_ _ J - 20 Days on half pay |
4. Date of crediting of the leaves: Leaves y wil_lqbchdIiEdEn; calendar y'éar_t')asf}s (January 01 to
December 31) as detailed below:

a) Casual Leave will be credited @ 1 day per month of completed service.
b) Earned leave: Earned Leaves (EELs & NEELSs) will be credited to the account of employees @) 7
/2 days each of completed service on the |st day of July and 1st day of January every year.
c) Sick Leave: Sick Leave will be credited to the account of employees @ 5 days on full pay or
10 days at half pay of completed service on the st day of July and |st day of January every year.
S. Except Encashable Earned Leave balances, no other leave balances are encashable.
6. Accumulation of Leave:
a) Unavailed casual leaves as on December 31, will not be carried forward to the next calendar year.
b) The unavailed Non-Encashable Earned Leaves and Encashable Earned Leaves taken together can be
accumulated up to 180 days.
¢) The unavailed sick leaves can be accumulated up to 60 days.

f leave(s) has to obtain the sanction of the competent  authority by

or the purpose of calculating number of days on EL.
no employee shall be granted more than seven
‘not be permitted to be absent on casual leave for




1o extra-

i) A femalt_a employee who has actually worked in the establishment for a period not less than
80 days in the twelve months immed

: _ iately preceding the date of the expected delivery (i.e. 13
weeks prior to the delivery and 13 weeks after delivery).

i) A female employee who has actually worked in the establishme
80 days in the twelve months immediately preceding the date o
has more than two surviving children may be granted maternity |
of 12 weeks or 3 months of which not more that 6 weeks sh
expected delivery (i.e. 6 weeks prior to the delivery and 6 weeks

nt for a period not less than
f the expected delivery and
eave for a maximum period
all precede the date of her
after delivery),

iii) Maternity leave not exceeding 45 days may also be granted to a fe
ﬁm5_ pay scale (irrespective of number of surviving children) during the entire period of
service in case of miscarriage including abortion or production of medical certificate
provided she has actually worked in the establishment for a period not less than 80 days in the
twelve months preceding the date of the unfortunate incident,

male employee who is on

v) Maternity leave to be available t
as the ‘Commissioning Mother
the employee has not availed
mentioned modified rules.

0 mothers adopting a child below the age of 3 months as well
“** for a maximum period of 12 weeks or 3months. Provided
maternity leave benefit under clause i), ii). iii) of the above

**Commissioning mother has been defi

ned as biological mother who uses her egg to create an embryo
planted in any other women

V) Maternity leave may be combined with leave of any kind except CL.

absence from work for the purpose of observing

with wages on three national holidays viz,
ibove, to be observed

who cannot be

1 alternative day or

1e specific dates on which

heme for extension of
onately at the rate of one




towards PmVldent Fund is @12% on Basic Pay and DA, subject to maximum
. Oyees whose Basic and DA exceeds this limit, the deduction towards
d to Rs.1800/- per month (i.e., 12% of Rs.15000/-)”

f th BmpioyeeState Insurance Act, wherever enforced by the Government Authority,
1g Gross salary upto Rs.21,000/-per month shall be covered under E.S.I Scheme as per

€ on the time pay scale of the organization and have been in continuous service for
e shall be eligible for Gratuity as per the provisions of The Payment of Gratuity Act,



