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CIRCULAR

Al the units under Vikhepatil Institute of Medical Sciences are hereby informed that, new Leave Card vall be in

existence with effect from 1¢ January 2014, The Teaching and Non Teaching staffs are requested to note the following

points for strict compliance.

LEAVE:
3

The grant of leave to an employee shall depend on the exigencies of the wark & shall be &t the discretion of
the leave sanctioning authonty. The leave cannot be clzimed as a matter of fight.
The employee, who desires 10 obiain leave of absence, shall apply in witing along with substitute's signature
with the remarks of Head of the Deparment lo the leave sanctioning authority, at least one day prier.

i Medical College (Pre & Para Depariments) : Principal, through Head of the Department.

i Medical College (Clinical Depariments) - Principal, through Head of the Department &
t4edical Superintendent

fii. College of Physiotherapy - Principal.

iv. College of B.Sc. Nursing : Principal.

v. institute of Nursing Education : Principal.

No employee shall proceed on leave before obtaining prior sanction & confirmation of the same.
Empioyee may avail only sanctioned leave by sanctioning Authority.
If the leave is refused of postponed, the fact of such refusal of postponement shali be communicated to the
employee immediately by the Head of the Depariment.
i a permanent employee after proceeding on leave desires an extension of leave, he / she shall intmale
telephonically or gither through SMS / e-mail to the sanctioning authority. If the employee overstays the
sanction pericd or his / her leave without permigsion, he / she shall not be entited to any leave salary for that
peried
Dunng the pericd of long leave as applicable, the employee should give his / her address and conlact
numbers to the Head of the Department before going on leave.
The instiute has every right fo recall the employee who ic on sanctioned ieave, if his / her services are
essentially required and the remaining sanctioned leave shall be automatically cancelled and the same be
credited fo his / her leave account.
Leave without pay may be grantéd in special circumstances 1o an empioyze, when no other leave of any kind
is due to him / her.
Study leave with pay / without pay may be granted by the Management gapending on the requirement of the
institution at the sole discretion of the Management.
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E setigned leave bul alterwards desies 10 cancel tha sanchoned leave. oan

istion of the sanctioned leave The sanclioning authorly shal
m. The leave year shall pe recagnized from 19 January 10 318 December gvery year
n. Public holidays & Weekly off can be prefixed or suffixad {0 casual leave and eamed leave
p. A leave record shall be mantained by the Personnel Depaniment. All leave of absence, which is sanclioned,
refised, pasiponed of cancelied and orders passed and rezsons for refusal or postponement. canceliaion,
shail in every case be enfered in the regisier

¢ Noleave can be adiusted after the receipt of notice of resignation.
s. The empioyes on probation shall not be entitied 1o availl leave for more than 15 days in & year, ofherwise his

rohationary peficd shall automatically be extended by number of days avalied In excess of 15 days, resulling

i

nio postponement of date of completion of probation and date of increment with future effect,

t  Theleave cannct be claimad as 2 matter of nght. The employee proceeding on lsave vathout pror permission
shall not be entitled to leave saiary.

. Halfday leave is not permissibie.

v, The Tesching & Nondeaching siall who ever comes isie in 3 month than the scheduled ime (Le8.05 AN )
his / her one day Casual Leave shall be deducted from his / her accourt for every twa deys (1.2 ) in
cage of non availabitity of Casual Leave, the same will be marked as leave withoul pay

CASUAL LEAVE:
2 The tolal casual leave admissible to a staff member during the calendar year will be 15 days from 1% January

to 31¢ December every year.
o # any siaff member avails casual leave mote than the propertionate, it will not be considered and will be
freated as lesve withoul pay (LWP]

s Not more than 3 days casual leave can be Ulifized al a time. Casual ieave cannat be preficed or suffixed with
eamed leave, medical leave of vacalion.

d. The leave on Saturday where it is observed as half working day shal he treated as & casug! leave for full day.

e Excess casual leave will not be agiusted against any other kind of ieave, but it will be reated as leave withoul
pay

f No encashment of casual leave is permitied. The casual ieave cannot be camied over to next year i not
avaied during the previcus year

g A person appoinied during the calendar year would be sligible for proportionate number of casual leaves,

SICK LEAVE: :

a Every employee including probelionas shall be entilied o 07 days sick lsave during the calendar year

b. if such leave s taken for a period less than 2 days with intimation, medical certificate is nol essential.

e Sick leave for 3 days & more, shall be sanctioned oniy on the production of medical certificale, cblained from

the Registersd Medical Praclitioner of Medical Superintendent of Dr. Vikhe Patil Memonal Hospital,
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g The employse has 1o produce the unfit certificate oblained from the Registered Medical Practiioner o

Medica! ag(_af intencent, Dr Vikhe Patil Memenal Hospital, Ahmednagar along with the sick leave appiication
265 ae:‘-c?;cata shall also be requirted o be produced by such empioyee, on the day on

which he / she resumes Tis / her duty. iHihe leave was ulilized for more than days.

€. Sick leave can be caried fonward 1o & maxmam sxient of 14 days and Wil not be fapssd, i not avalled

f Holidays including weekly holidays falling within the period of sickness shalt be treated as sick lsave,

. No leave s encashebe

MATERNITY LEAVE:

2. &l female empioyess ae entiied for 80 days of matemity leave for each confinement with 2 gap period of 24
months.

b Sick / Eamned leave if due shall be granted to 2 maximum exient of 02 months in continuation fo malermily
leave.

C Malernity leave vall nol be granted for 3¢ & subsequent confinements.

d. To quatify for this leave, zhe female empioyee must have put in 2t least 12 months of continuous service with
three month's salary 25 securily deposit and shall be refundad within three months after joining the dulies.

e No leave is encashable.

EARN I PRIVILEGE L EAVE { Non-Teaching Staff )

a An employee is entified for 30 days eamed leave afier completion of probatienary period of one year.

b Earned leave can be accumulated up fo 240 days.

G Earned leave shal be availed minimum 4 days 2t a time.

4 Earned leave should rot be availed without prior sanction and may be avalled as under: -

anuary lo dune ¢ 15 days.
July to December 16days.

e if an employee avals eamed leave, no other lype of leave will be sanctioned in conlinuation with eamed
leave, in the situation when eamed leave is prefixed with holidays or Sunday, the leave immediately after
holidays & Sundays will be tregted as eamed leave.

f. Leave schedule will be prepared by the Depardmental Heads in consuliation with employees for smoolh
funcioning of the institute. If all other faclors are equal, senionty within organization will be used to sellie a
conflict when two or more employees desize to proceed on leave &l the same time.

g No leave is encashabie.

COMPENSATORY OFF:

a Compensalory off is applicable to only non teaching stafi below Officer Cadre,

b Employess if asked o work on Sunday / Public holidays by the compelent authority wath prior order shall be
entifled 1o have compensatory holiday, provided they work for mare than six hours on that day.

25 Compensalory helidays should not be accumulated for more than 3 days el a lime.

Cﬁﬁ‘.m"isakyy offis o be uilized on full day basis (No naif day Compensatory off isqparmissibie}. Mf}.«
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u;rf,&mcf i Earn leave. Casugl leave or Vacation Compensatory

€ Compensalo suffined :

o musibe g nihs from the daie of work.
f Compensaiony of combined with sick leave
SUPERANNUATION

Ageof re

stirement for Teaching & Non Teaching Stalf ;88 Years.

ELIGIBILITY OF TEACHERS FOR SPECIAL LEAVE { ON DUTY FOR ATTENDING UNIVERSITY WORK &

CONFERENCES:

4
%

Presenting scientific papers.

If 2 teacher is presenting 2 scientific paper ( First Author only) the Professor [ Bssodiate Professo
 Asgistant Professor shall be efigible o travel by 1l AC sleeper & others shalibe e figide fo travel by
sleeper incloding reservation charges once for nationa! }internasonal level in india & once for state
level in a year. If someone travels by four wheeler car, the charges will be paid, whichever is fess.
D.A will be as per the rules of Vikhepalil institute of Medical Sciences, Ahmednagar.

These teachers are required to produce acceptance leller, origingl copies of the lickets, altendance
ceriificate eio. On submission of payment receipt, 100% of registration fees will be bome by the

institute, The period of absence will be lrealeC &5 special ieave.

The permission for attending conferance / seminar / workshop el without presentation of scientific
paper or chairing the session / speaker in & Symposism may be granted once for National /
infernational and once for state lavel activly in 2 year by the Principal & Head of the Depariment,
subject to special leave rules and contingencies of service. A copy of the inviation for the above 1o
he submitiod 1o the Office of e Principal through Head of the Depariment. However, no TAIDAS
admissible.

Before proceeding for the conference, copy of the scientific papers approved by Institutiona! Ethical
Committee {1 £ C) should be submitied o the Prncipal and on retum from the conference a written

report should be submitied regarding the oroceadings and observations In the conference elc.

University Exams

All personnel nominated by MUHS, Nashik for performance of exemination duties including Central
Assessment Programme shall perform assigned duties. Al such personne! will be treated on duly
leave.

The faculty member on his / her refum from exam duly shall produce aitendance certificate of
examinership. duly signed by the concemed Dean / Principal of the respective culiege along wilh

appointment letter issued by MUHS, Nashik to Establishment Section.

3. The teacher shall be enttied to special leave (ie. Clause 1 and 2) on foliowing grounds with prior
%mz:ssaca% of the Priacinal { Management and Head of the Depariment subjeci o FQ{‘{:@WY of SE’FW%M
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The teacher atiending the meeling 2l other non - remunerative official business o any olber ceniral/

ik s PPt Bl R et R s il
State Govi bodies shall be reated as special

wer attending the meeting / conference / seminar { workshop [ any other con remunerative

ss of any universities / college / institutions / professional associations ‘cated in

india and examination work of any universities inclding Maharashira University of Heallh Sciences,

Hashik shall be entitied for special leave with 8 prior permission of e Management

Maximum special leave entitied will be 15 days in a year.

UNIVERSITY VACATION:

Only &l ¥me teaching facuities are enfitied for vacation leave.

1

B Full ime teaching facully is entitled lo hall vacalion leave only a8 deciared by the MUHS, Nashix
Proportionate haf of the duty pericd during vacation in terms of eam leave shall be credited o
her account.

c The stafl who have completed one vear of service are entitied for vacation leave. Mo vacation leave
will be granted during his/ her first one year of senvice.

4 Part time teaching faculties are not entiied to any type of leave / vacation.

e The Visifing Teaching faculties are not enfitled for any type of leave / vacation. In case the public
holikday falfs on the visifing day, the concemed faculty member should visit on any clher working day
in consultation with Head of the depariment.

{ The vasation programme should be submitted to the Office of the Principal for approvel as per the
format given below:

Name of the Depariment
Vacation Period
Sr.No. Neme | Vacation to be availed | Duty to be performed
i 1
G2
03
{4
€5
Signawire
j,,,‘) Head of the Depanment
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