
International Travel Dates:

 • Travel dates should be as such that the arrival is a day before conference and flying out on 

the last day of the conference.

 • Any additional stay shall be on personal expense.

 • In case, employee clubs the holiday with travel dates then the print of ‘Cost of Air Ticket’ as 

per seminar should be attached and then the ticket for extended days should be planned. 

The difference of fare should be borne by the employee.

 III.  Air travel, even if admissible under rules, be used to economise lodging charges. Travel in 

the evening by air and then staying at the place visited in the night will be permissible only with 

prior specific approval.
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HOLIDAYS
 • Holidays are off days granted by the employer to the employee. 

 • The Institute will observe 15 holidays in a calendar year at all the campus, 

 • In addition to this, employees will also be entitled to take two Restricted Holidays from the 

published list. 

 • Corporate Office will observe 9 days of holidays, which will be notified at the beginning of the 

year. In addition to this, employees will also be entitled to take one Restricted Holiday from the 

published list.

LEAVE RULES
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The expression 'leave' means leave of absence with permission obtained from the employer. Leave 

of absence cannot be granted as a matter of right.

9.1 Kinds of leave provided by Jaipuria Institute of Management

 1. Vacation Leave  

 2. Earned Leave (EL)

 3. Casual Leave (CL)

     a. Full Day 

     b. Half Day (4 hours)

     c. Short Leave (2 hours)

The leaves are created on pro-rata basis. An employee is credited with 1 CL and 0.5 SL per month. 

In all, an employee gets 12 CL, 6 SL and 24 EL in a calendar year.

An employee needs to apply for the leaves on HRIS and get it approved by the reporting supervisor, 

in advance. All such leaves shall be approved or rejected within a working day of receiving the leave 

application by the leave approving authority.

No leave is admissible to faculty on the scheduled day of the class, faculty council meeting, Faculty 

Development Program and other important events at the Institute. In an exceptional case, based 

on the case, a leave without pay (LWP) can be granted by the HoD/ Director of the institute.

9.2  Basis of calculation of leave

 Calculation of all types of leave shall be with reference to the English Calendar only.
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4. Sick Leave (SL)

5. Maternity Leave

6. Paternity Leave

7. Leave Without Pay (LWP)

Table No. 10: Date of Joining (DoJ) based leave entitlement

th
Type of Leave DoJ on or before  DoJ from 11  to  DoJ on or after

th th st
 10  of any month 20  of any month 21  of any month

Casual Leave (CL) 1 0. 5 0

Sick Leave (SL) 0.5 0 0

Earned Leave (EL) 2 1 0

Box 2: Process of application of vacation leave in HRIS Application - People Strong:

I. Employee willing to go for vacation leaves apply for earned leave on People Strong 

under the tab “Leave Type”. “Leave Reason” shall be selected as “Vacation 

Leave”. If the number of leaves shall be limited to the part of the employee only.

II. Post applying on People Strong, an email requesting the approval of vacation 

leave along with the total period of vacation leave along with start and end date, 

is sent to the HoD and the HR by the employee.

III. HoD may approve the same and inform the HR.
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9.3 Vacation Leave

 The organisation grant vacation leaves which are reciprocal leaves. This means that the 

employee will get equivalent number of complimentary leaves from the organization, that he 

has applied for, during the vacation period. The vacation leaves are the types of leave which 

the management wants an employee to avail with family and friends to rejuvenate.

An employee who has worked with the organization for at-least continuous 6 months can avail these 

leaves on pro-rata basis. The applied leaves will be adjusted against the available earned leaves in 

his account.

These leaves can be availed only once in a year and cannot be split into more than one occasion. It is 

recommended for the entitled employees to avail the vacation leave. The un-availed vacation leaves 

will be lapsed and shall not be carried forward to the next calendar year. The concept of pro-rata will 

apply here as well.

a) Faculty

All faculty shall be required to avail minimum of 9 days up to maximum of 15 days reciprocal vacation 

leave. For e.g. If a faculty applies for 15 days earned leave, then the faculty will be given equivalent 15 

days from the organization. So, the effective leaves available to the faculty for vacation will be 30 

days.

If an employee avails more leaves beyond the allocated vacation leaves (30 in case of faculty), then 

the additional leaves will be deducted from the faculty’s earned leave balance.

These leaves shall be availed during the period as announced by the management.

During the probation period, at the max, a faculty is entitled for 9 days of reciprocal vacation leave. 

Contractual faculty shall also be eligible for 9 days of reciprocal leaves over and above their normal 

leaves.
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b) Non-Teaching Staff

All staff members shall be allowed to avail 3 to 5 days of reciprocal vacation leave. It can be availed 

as and when approved by the management.

Admission and CMC team will be allowed vacation leave on centrally organized tour, if any, approved 

by management. Any centrally organized tour, if any, for Admissions and/or Placements team will 

consume the vacation leaves of the participants. For e.g. if the tour is organized for 6 days, then 3 

days shall be deducted from the EL balance and remaining 3 days shall be given by the organization.

Holidays and Weekly Offs falling within the period of Vacation Leave shall be counted as leave. 

Holidays can be suffixed & prefixed with leave.

9.4 Earned Leaves (EL)

Per month 2 Earned Leaves are credited to an employee’s account.

May a person join or leaves the organization in the middle of the month, the EL of that month shall be 

calculated based of the date of joining/exit as mentioned in the table number 10 (pro-rata as a 

joining rule).

In case any employee remains absent / avail leave without pay (LWP), no EL shall accrue for such 

period.

Maximum 15 ELs for faculty members and staff members of a calendar year shall be carried 

forward from the calendar year of 2025.

Earned leaves can be accrued to the balance of maximum 120 days. Earned leaves over and above 

120 days will be encashed at the beginning of each calendar year. EL cannot be clubbed with any 

other leave, except:

 1.  When there is a situation of leave without pay

 2. Wherein 3 or more CLs are approved, then all the approved leaves shall be treated as Els.

May an employee exhausts his entitled CL/SL for the year, then he can avail the remaining period of 

his leaves from EL days.

EL over and above 15 (Fifteen) days can be encashed in the month of January and July every year 

based on the request of the employee. Earned leaves balance till the end of previous month shall be 

considered for encashment purposes. The leaves for encashment purposes, only Basic Pay 

(including Grade Pay) will be taken into account. Encashment will be done on written application 

made by the employee and approved by the Director of the campuses / VP - HR in the case of HO.
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9.5 Casual Leave (CL)

 • An employee is eligible for 12 days casual leaves.

 • Casual Leaves are credited to an employee’s account per calendar year and credited on pro- 

rata basis.

 • In case of joining or leaving the organization, eligibility of CL for that month shall be 

calculated on proportionate basis as mentioned in the table number 10.

 • A maximum of 2 days CL can be availed at one go. Approved more than 2 consecutive CLs 

shall be treated as Earned Leaves while preparing the leave balance for the next month.

 • Un-availed CL will automatically lapse at the end of the calendar year.

9.6 Half Day / Short Leave

Half day and short leaves are a part of Casual leave only. It is, therefore, essential to have a 

sufficient balance of casual leaves before applying for the same.

(A) Short Leave

 • Short leave up to maximum of 2 hour may be taken with the prior sanction from the Head of 

the department.

 • Four short leaves will be counted as one casual leave in a month.

 • Sum of total working hours in a Week is 40hrs (Faculty)/ 48hrs (Staff). In case one falls 

below weekly working hours, additional leave shall be deducted proportionately in intervals 

of 2 hours (in terms of Short Leaves).

(B) Half Day

 • Half Day leave may be taken after prior sanction from Head of the department.

 • Two half day leaves will be counted as one casual leave.

9.7 Sick Leave (SL)

 • An employee is eligible for six (06) days sick leaves.

 • Sick Leaves are credited to an employee’s account per calendar year and credited on pro- 

rata basis.

 • In case of joining or leaving the organization, eligibility of SL for that month shall be 

calculated on proportionate basis as mentioned in the table number 9.
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 • Un-availed SL shall be carried forward subject to maximum of 120 days and all SL 

accumulated in excess therefore shall lapse.

 • All accumulated SL are non-encashable at the time of separation from the organization.

 • Employees will have to submit medical certificate from registered medical practitioner, if he 

takes continuous sick leave for 3 or more days.

 • Any sick leave availed after submission of resignation shall be treated as follows:

  • The number of availed Sick Leaves shall add on to the last working day and the new last 

working day shall be calculated, accordingly.

  • Earned Leaves in case the person does not want to get the last working date to be 

extended.

9.8 Maternity Leave

 Maternity leave is admissible to female employees during Pregnancy, Miscarriage and 

abortion.

9.8.1 Period of Leave

 a) For pregnancy: 182 days, of which not more than 56 days (08 weeks) preceeding the 

expected delivery.

 b) For miscarriage and abortion: 45 days (6 weeks) in the entire service.

9.8.2 Conditions

 a) In case of maternity leave for pregnancy, employee should have less than two surviving 

children. For women who are expecting after having 2 children, the duration of paid 

maternity leave shall be 12 weeks not more than 6 weeks preceding the expected date of 

delivery.

 b) Maternity Leave will be granted to only those women employees who have completed 

minimum 3 (three) months of period in the organization at the time of applying the 

maternity leave.

 c) Maternity leaves are a special set of leaves altogether. The leave entitlement under this 

category is subject to the medical verification only. These leaves cannot be adjusted with 

any other leave.

 d) In case, an employee does not join back after availing maternity leave or resign within 6 

months after availing leave, maternity leave benefit granted earlier, shall be disallowed 

and management will have a right to adjust the same from her EL account or deduct pay as 

the case may be.

 e) In case of adoption, a leave of 12 weeks shall be provided, if the adopted child is younger 

than three months of age.

 f) It can be combined with any other kind of leave as per below order:

  ♦ Earned Leave

  ♦ Sick Leave

47

9.9 Paternity Leave

 • Paternity leaves can be availed for a period of maximum upto 10 days before or within 6 

months from the date of delivery of child in a set of 5 days. If such leave is not availed within the 

period, it shall be treated as lapsed.

 • Paternity leave is admissible to all employees (including HO) with two or less surviving children. 

With a service of six months or more preceding the applied leaves.

 • Paternity leaves are a special set of leaves altogether and hence, requires submission of 

medical reports of spouse. These leaves cannot be adjusted with any other leave.

9.10 Bereavement Leave

 • Bereavement Leave is a paid leave that an employee can avail in the unfortunate death of a 

close family member (Parents, Spouse, Children and parent-in-law)

 • An employee can take a maximum of 5 working days (from the day of the mishap) as 

bereavement leave.

 • Bereavement leave can be taken in the absence of earned leave.

9.11 Unauthorized absence from duty

 • The consecutive unauthorized absence of 8 days or more shall be treated as non- 

willingness of the employee to continue with the organisation and hence it shall be treated 

as auto-terminated by the employee himself. The final settlement shall be initiated or 

payment/recovery.

9.12 Leaves during Disciplinary Proceedings

 No leave shall be granted to an employee against whose disciplinary proceedings are on.

9.13 Recall from Leave

 Leave once granted can also be cancelled. If the exigencies of the employer require, the 

employer reserves the right to cancel the leave & recall the employee before the expiry of his 

leave. The balance of un- availed leave in this case shall be credited to employees account and 

the employee shall be reimbursed to and from traveling expenses applicable as per the 

eligibility.

9.14 Compensatory Off

 Compensatory offs are applicable to all employees falling in the Grade M3 and S. 

Compensatory offs cannot be accumulated and has to be availed within 2 months. 

Compensatory offs cannot be combined with any other leave. An employee can take a 

maximum of 2 compensatory off consecutively.

 Further, the compensatory off shall only be given when the employees have been called to 

work on a holiday or an off day. An employee who has been called for work in such scenario 

shall be given conveyance reimbursement as per TA/DA rules (Table No. 8).

 For Grade S, the reimbursement of conveyance charges shall be permissible, to perform 

duties on off day/holiday, as per the following guidelines:
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 1.  No reimbursement will be given for working less than two hours.

 2. Rs.150.00 shall be given after the first two hours and then Rs. 75.00 per hour for 

completion of every hour shall be given. The maximum of Rs. 300.00 per day can be given 

to an employee under this policy.

 3.  For Drivers: On Duty during Lunch/Dinner: Rs. 100 INR. If driver is out for duty between 1-3 

pm or 8-10 pm.

9.15 Weekly Off

 An employee in a regular/contract employment is allowed a day of rest every week which is 

generally a Sunday. But in case of some departments which are required to work on 

weekends, can modify the weekly off on any of the week day instead of Sunday with the prior 

approval from the HoD/ Director / CO.

9.16 Special Leave Policy for Hostel Wardens and Nurses staying in Hostel

Nature - 

 This is a full-time role which requires working on all days of the week. The warden(s) and 

Nurses staying in hostel are required to follow a special approved leave cycle made in 

consultation and coordination with the hostel team. For any leave of absence from work, the 

Warden will have to notify and take a prior approval from CAO.

Entitlement -

 Wardens are entitled for all the leaves as per institute's policy. Hostel Warden shall depute 

someone responsible to take charge of his/ her duties in his/ her leave of absence

 Other leaves over and above the organisation leaves available to the Hostel Warden:

 Special leave for warden(s) / Nurse(s) staying in Hostel -

 1) Short Leave/comp. off - As the duties of warden(s) are of 24×7 nature, they are allowed to 

take short leave / comp off in consultation of CAO.

 2) Emergency Leave - Sometimes warden(s) has to attend emergency call (Hospital cases , 

overnight working, long working hours etc). In such cases the warden can be allowed to 

take rest on the very next day against the duty performed by him/her. Such leave can be 

taken in consultation and approval of CAO.

9.17 Treatment of leaves during Notice Period

 • During the Notice Period an employee can only apply for Earned Leaves with prior  

permission, otherwise it will be treated as LWP. 

 •  Earned Leaves can be accumulated till the last date of working as per the table no. 10.

 •  Although the employee can see the provision of applying for leaves in the leaves section on 

HRIS but will be unable to submit the request as it 

9.18 Treatment of leaves during Notice Period

 • During the Notice Period an employee can only apply for Earned Leaves with prior 

permission, otherwise it will be treated as LWP.

 • Earned Leaves can be accumulated till the last date of working as per the table no. 10. In 

these cases, approval of leaves shall be taken in writing/ emails and forwarded to the HR 

Department.

 • In case the employee is unable to serve the required notice period, then the deficient 

number of days shall be recovered from the accrued EL. If there are insufficient number of 

ELs in the account, then the same shall be recovered from the salary.
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