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Sharnbasva University, Kalaburagi 2007 .
| Sambaesna Vi Vathak Sogha Kaboag. 190 Leave POIILY

2. Gakea Engresmg Coliege for Women, Kaaburag i
3 Aps s of Engresring & Techoogy Kadbwag. 2002
4 Agge s of Engheerng Scence 8 Technokogy b

Miech in Comp. & Digtal Blhics

Veerappa w ¥ 21 . . .
D a Policy Statement & Objective
7. Dodéanpa A st for MCA, Kaaburag 199
8. Dosianpa Adma Instiute o MBA Kaabxrag 19 . ) : .
o A s MBA VUK aw The policy aims to encourage work-life balance for

§ Insiiute of NBA (For Women) 2mM . . .

e e A employees and provides details on leave entitlements for the
12. Veerappa Nisty bsite o MBA, Sorapr n year.
13, Appa Research nsiute Kalahwrag 0

ez by My Uty My
14 Shambasveshwar Soence College. Kalaburag: 1956 3 113
15. Post Grouate studes n Computer Scee amn App]lcabllll’y

Shambasveshwar Colege of Science, Kalaburag |

B . \

ey e These leave rules apply to all regular and contractual faculty, |
17, Post Gt Sues et oA an administrative, and technical staff of the University, based |
16, Pos et Sues in st of Fe s, 1% on the eligibility criteria specified for each category.

Shambasveshwar Arts College, Kalaburagi l
19 Shambasveshwar Residental Public School, 1967 R

vith S & CBSC Sybus, Kaaburag Right of Leave
0. Shambasva Pubic School Resdental ndpendent 0
21, Staasa P Sowols Reseril encent. 201 Leave cannot be claimed as a right by any employee. When

dmor Soerce Colege,Bitr bl . . ] . )
12 Sanbaswstma vy RodoPH )&, 209 exigencies of work arise, leave may bg refused, revoked,
2 Kk Ga s Py S Ylshong T postponed, or reduced by the authority empowered to
24. Mahadev Gris High Schoo!, Kalaburagi 1960 i
% Stanbasweshva Conposie PU Colege, Kaluag. 1949 sanction leave.

%. Shambesvestwar nd. P Colege of Scence, Kalaburag 1956
77, Shambasveshwar Coliege of Commerce, Kalaburag 191

i Post-Gradte Do n Busiess Nanagenet General Rules
2. SSK Basvestwar Colege of s & Scence, Basavakdyan 1967
. Stambasvestwar Pring & Pubicaion, Kaaburag 1969

3 Guts Dostgpa pa PU ol Vonen Kadurog 1971 i. Leave cannot be claimed as a right. The discretion
! mmmm * to grant, refuse, or cancel leave is reserved with the
e iy - Principal and HOD for teaching and non-teaching
. Doddappa Appa Resdental PU. Soence College Kalaburag 1999 staff.
me Sl ii. Leave is accounted for on a calendar year basis,
: mmxﬁ:mm . from January to December.
6 Dntgga g SCACl,Bsarcon 01 iii.  All employees must be present on the last working
ey day and the first working day of the academic
1. Stz B3 ree. By 2 term.
o mm(f m P iv.  Employees on leave are not permitted to take up
1 ot G O . 96 ) any employment for profit or gain, If they do so,
ﬁmawmw‘w 06 pppa E,\,é/--.\ their services may be terminated without notice or
@ wmzfﬁm o s <" pay, and all benefits accrued during their service
gm?‘:@mm b R<I07S \)may be forfeited.
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nstitutions Centenary Celebrated .

Shambasvestwar Vidya Vardhak Sangha, Kalaburagi | Ref. No. _ .

Shambasva Universty, Kalaburagi 2017 v. Leave sanctioning authority may refuse or revoke

Srambasvestnia Vidya Vardhak Kaigbwrag 1903 .

; mm-:mmnwt:m an any kind of leave.

3 A nsiate o Engreenng & Technoegy, Kaburay ? vi.  Leave will not be granted to staff members who are
4 Agpa Instuie of Engineeng Scence & Technology 1

Wlech  Corp & Dol Becrones under suspension.

:' ;@w‘"a’”‘?ﬁ;ﬁm - vii. Leaves should be applied at least one week in
7 Dntga opa e b MOA Ky 1 advance, except in emergency cases, and
& Doddanps Agps insitute of MBA, Katuray 198 . . .

o Appa st o WBA (VU] Kaahurg 0 sanctioned after makllng alternative arrangements
v g for the course work.

11. Lingaraappa . ' .

12 Veerapa Nty st o UBA Shorapr an viii. Absence from duty after completing the leave
1 mm;;::@m) an period will result in disciplinary action.
‘; :::wmmgw ‘2;)’5152 Unauthorized absence will interrupt service.

1 studes n Computer . . .. .

Sartaseshea Colege o Soen, Kadrog ix. Leave is a provision to stay away from office work
f Mmﬁ“ mm” o for genuine reasons, with prior approval from
17, Pos! Graduate Sudes i Master o/ Ats n 0 authorities.

Joumali & Mass Communicaon, Godutai Cotege Kb. . .

18, Post Graduste Sudies n Masir o Fre A, 1957 x.  Leave normally begins on the date it is taken and
B rarnioehs s - ends the day before duty is resumed.

i Seke  CBC Sy Kooy xi.  No leave will be granted beyond the date an
e, T employee must compulsorily retire. .

21. Sranbase Puic Schoo's Resderal et~ 201 xii. ~ Employees resigning from the Institute are not

Juwor Scence College, Bdar 21 " . :

22 Santaseshis e Conty RS FU Kb 208 eligible for any unuseq leave. .

e S o S xiii.  Any type of leave will result in loss of pay from

24. Mahadevi Gris High Kalaburagi .

25 Startasveshear Cangoste U Colege Karag 194 the full and final settlement salary.

ﬁmmmm,m'm ; 1:: Xiv. Leave accounts will be maintained separately for
with Post-Graduate Dipioma n Busness Management . each employee

28 SSK Basvestwar College of Arts & Science, Basavakalyan )

% Samtaseswa P § Pl Koz 199 xv.  Planned/unplanned leave. durmg semester

e working days should be avoided, as it affects the

1. Godta Doddappa Agpa A's & Commece 0 :

Caege ko Women, Kaburg academic process. In exceptional cases, approval
0 Sambasieswa Granthavsiwa Vidya Nizya, Kalaburag 1978 . AT ornalie e .
pm ol B o - may be granted if alternative arrangements are
4. g A Resdirta PU Sonce Colege Kalrag 1966 made. ,

Muitambica Residential Ind. PU. Soence College 19 . . .

: For Gt Kaabog " XVi. Leave should be availed only if necessary, rather

2 i et KA v g T than simply to complete the quota.

. Dot g B0A oege, Basaraln 2t xvii.  Leave salary for earned leave will be full: ‘

3. Snambasveshwar BCA Cotiege, Kalaburag mt - : .

40 Wt Roscer BOW Cole Vg~ 204 xviii.  Employees must ensure their duties are

AL Stamtpsthon 4 (bl o substituted while on leave. They must make up for

0 God\nanegeo(Emmm(BEd)Kam:ag i) )

4 Stambasveshvar BE¢ (E M), Kalabuag 0 lost classes/labs.

44 Goduta: D.Ed. College for Women, Kalaburags 200 -

15 KonataRes: U Colege b G Baoalyn. 2006 If an employee tak?s leave for more than 3

46 Stanasvestwa Rescenil Ptk S Basavaidyn - 206 consecutive days, they must arrange for advance

¢ et o “" lasses/ labs t the missed work.

4 Doogpe isa < Colee Bsaaaan o . classes/labs to cover the missed

& Samvasvestwar Pubkc Library, Kalaburag 1918 | ¢

& Basavarsappe A Degree Caiege o Conmere LN

asrapa g Shorp st Yadgn
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mmmmmim Ref. No. Date :
Starpasva Universt, Kalaburagl 01 xx.  Incase of late arrival, permission must be obtained
;m“’&;fmm o from the respective HOD and thg Principal gf the
3 AgasedEppresry ik ooy 7 Institute should be informed with a permission
‘ ﬁ?&:?&”ﬁ"m letter.

: wu:mwumg&:m 2:? xxi.  Once the employee has 'clocke.d in, they are
7. Dostapa s st r WA Kabag - expected to remain at the1'r de51g'nated location
. ?ﬂﬁm’@w a unless written permission is obtgmed from  the
" m.;.“:"&“;?m a1 reporting authority. If permission is not obtained,
12 Vesppa Ny Fstateof VA Shour an the reporting authority will decide whether to
’ m$$M) ” consider the absence or mark it as a half-day/leave
e 5":"&&"” ol of absence.

Sanbesveshar Colege o S, Kaarag xxii.  Public holidays for the next year will be
® mﬁ’,‘:ﬂwm o announced at the beginning of the academic year.

1. o Gkl Suesi kA n an xxiii. Holidays are determined by the Management,
8 . which may change holidays as circumstances
St s Qg kb require.

19&9&&0890%&“' " xxiv.  Holidays for students, teachers, HOD, Principal
mmwﬁ Pt and administrative staff may differ and will vary
i a by department.
12 Sartaseshi At Conmny R FU Kb, 209 xxv. If a public holiday falls on a Sunday, no
e s adjustments will be made for that day.
7% St CaroostePU. Coege Kahwog. 1089 xxvi. Employees may be required to attend official work,
S;;"m&?mw 1,:61 examinations, meetings, workshops, or othe.:r
m&mmhm% . activities on hohdays, regardless  of their
1 Suntesesa Prig§ Pokan Kby 198 entitlement to holiday leave. |
fxmﬁi‘immm ::2 xxvii. Unforeseen events like heavy rains, f'loods, riots,
Cage fr Women Koo strikes, etc., will not be treated as holidays unless
ﬁmm.vm - :2 officially declared by the Institute. In such casgs,
. el P mmm o the lost holiday mgst be compensa.ted by working
Fo Ges K on another holiday, as decided by the
ﬁmmgﬁsmm ;f,: Management.

% Doddappe App BCA Callege, Basavakalyan 01
y mﬁﬁm Kazbur ut Responsibilities of Employees Before Going on Leave
¢ mmwﬁ;ﬁmm o i.  Employees must inform the Head of Department
o popts . and the Principal of the Institute of their contact
s ﬁiﬁ”&mﬁm | hpp\a\\_ details during leave for emergency purposes.
e om @) N i f leave needs to be extended, the employee must
« ot i B2 (77 g seek approval from the HOD and inform the
lii‘;”iﬁﬂm ag: '4‘-,& /‘él | Principal either via mail or in writing, before the
ey 1q Swaps Dst Yage =3 -T.f,; /
% Ak
:/a@
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Instituions Run by Centenary Celebrated
Shambasveshwar Vidya Vardhak Sangha, Kalaburagi
Shambasva University, Kalaburagi -~ 2017

| Sambasesha Vidye Vathat Sangha, Kaburag 190

2 Goduta Engmeesmg Colige fr Women, Kaaburay M
3 Ama insfue of Engnearg & Technabogy Kaiaburag 00

4 Agpa i of Engineenng Scence & Technalogy M
Wlech in Comp. & Digal Bectronics

5 Veerapna Nty Engreening Colege, Shorapur 210

6. Lingra Az Engneery College. Bidr Pl

7. Doidane A Insiue for MCA, Kalaxrag 199

§ Doddapna Apa Instute of MBA, Kalaburag 198

9 Awa insiule of MBA (VIU) Kaawrag 0

10. Godutal bnsSute of NBA (For Women) Kaatxrag m

11. Ungaaappa Instiude of MBA, Bdar .l

12 Veerappa Nesty nstiue of MBA. Shorapur M

13 Apa Research Insiue, Kalaburag 21
(Recognized by Mysore Unwversly, Mysore)

14. Shambasvestwar Scence College, Kalaurag 1%

15. Post Grduate studes n Campuier Soece M
Shambasvestwar College of Scence. Kaizurag

16. Post Grouate studies n Master of Toursm 07
Admiesraion § year ntegrated Course (MTA)

17 Post Graduate Sudes in Master of Ats 200
Joumaism & Mass Communicabon, Godutal Colege Kb.

18. Post Graduate Studies in Master of Fine Ats, 1957
Stambasvestear Ars Colege. Kalaburag

19, Shambasveshwar Residenal Public Schoal, 1967
with Size & CBSC Syabus, Kalaburagi

2. Shambasva Public School Residental indipendent 01t
Junir Scence College, Shorapur.

21. Shambasva Pubic Schools Residental Indipendent 201
ix Scence Colege, Bar bl

2. Shambasvestwar Antharwani Communiy Radio,(FM ) Kb. 2009

2. Mahade Gris Highes Primary School, Kaaburagi 194

24. Mahadevi Gais High School, Kalaburagi 190

. Stambasveswar Composie PU. Colege, Kalaburagi 1049

2. Shambasvestwar Ind. P.U.College of Science, Kalaburagi 1956

2. Shambasveshwar College of Commere. Kalaburag 191

with Post-Graduate Diplomz in Business Management
2 SSK Basveshwar College of Ats & Scence, Basavakalyan 1967
2 Stambasveshwar Pting & Pubication, Kalaburag 1969

%), Godta Doddappa Appa PU Callege fr Women Kaaburag 1971
31, Godta Doddappa Appa Ars § Commerce 1973

Coligefor Women Kaiahwrag
% Snambasvestar Granthavisia Vidya Nisy, Kaabwrag 1978
3 Srambasveshwar Cobioge of BBM, Kalaturag 19%

3. Doddagpa Appa Residental PU. Soence College Kalaburag: 1999

35, Mutambie Residentia Ind. PU. Science College 1999
For Grks, Kalaburag

% Goduta Doddanpa Appe BCA Colege or Women, Kaaburag: 2001

37 Mukambika Resdental BCA College for Women Kaiaburag 2001

41. Shambasvestwar BBM Coliege, Basavakalyan
42. Goduta Coliege of Education (B £d) Kalabirag
43 Shambasvestwar B Ed. (E M) Kalaburag

1
01
0
20
204
20
44 Gona DEE Colege fr Women Kalaburag 244

4 Kot Res P Calege b Gs Basavakavan YD

Ref. No.

4ssrammkemmmw.w>,aer ~ N
47 Sratasveswa DE¢ Colege Basavakavan ;,»f',/’/ 0 Nt
& Dootege Appe 8 Colege Basavakan 5/ S ‘\
€ SamaewaPokc oy e | 1k !
% besorraappa s Degree Colege o Connere o | 206 | 5 /
Hesnap 7o Sz D Yadgr ~\ 7y 10
/

iil.

Date :

leave expires. Any unapproved extra leave will pe
treated as leave without pay.

If the leave extension is for medical reasons, it

must be supported by a certificate from a medical
practitioner specifying the illness and expected
recovery period.

The HOD of the respective department will

inform the employee whether the leave extension
is approved and how it will be categorized.

Types of Leave
The following Table 1 presents the types of holidays and
leaves.
Table 1: Types of holidays and leaves
On roll Staff Functional Probation Peri
Heads robation Period Staff
Type of
Leave/Holid . , -
a . . on- . Non-
y Teaching Teaching Teaching Teaching
As Per As Per As Per As Per
) Institute Institute Institute Institute
General Holiday Calendar | Calendar | Calendar | Calendar
of the Year | of the Year | of the Year ' of the Year
As Per As Per As Per As Per
Public Holiday
SVVS SVVS SVVS SVVS
Casual Leave (CL) 12 12 7 12 ,‘ 12
|
Compensatory Off T
Leave - - - -
(Comp OFf) |
‘ acation Leave (VL) | 30 Days in - : 15 Days in | )
\ ‘ | -
4
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Institutions Run by Centenary Celebrated V
Shambasvestwar Vidya Vardhak Sangha, Kalaburagi | Ref. No. . Date:
Sharnbasva University, Kalaburagi 2017 a year a year
1 Sramhasveshea Vidya Varhak Sangha, Kabag 190
2 Godta Engnesrg Calege fr Women Kazburag :; 10 days 5 days
3 Appa Insfute of Engreenng § Technalogy. Kaaburag
{ N ihied Engresig Sone L ooty 21 after Even ]
Wech in Comp. & Digiaf Electroncs 'cl“(?l' lL\‘(ln
5. Veerama Nisty Engierng Colege. Shorapur a0 . e \
6 Ligaipa ExhestngCoee Blr g Senlestel .
7. Dosaga Ao nsitte kr MCA Kaaburag ester
§ Docarpa Aa i of MBA Kaaburag 19% & 20 days
9 Appa instiute of MBA (VTU) Kaaburag 000
10, Godta nsiute of MBA (For Women) Kalaburag an after odd & 10 days
11, Lingarapome nsiase of WBA, Bl P o
12 Veerappa Nty Insitute of NBA, Shorapur 21 ester
13, Agpa Research s, Kaburay an Sem after odd
(Recogrizad by Mysore Unversty, Mysore)
14, Srambesveswar Scence Colege Kasburag 1955
15. Post Geaie s n Computer Siece 21 Semester
Snambasvestwer Callege of Scence, Kalaburag
16. Pt Gkt stoes n Maste of Turim a0 - — -
Admistaion § year iegrted Course (NTA) On Official Duty | Maximum | Maximum ]
17 Pust Grackzte Sufes i Maser of s 20 ~
Joumaits & Wass Communication, Godutal College K. Leave (DL) 10 Days 10 Days
18 Post Graate Sudies n s of Fre A, 1957
Shambasveshwar Ats Callege, Kataburagi .
19 Srambasveswar Residenial Publc Schoal, 1967 Mater nlty Leave 30 30 _
it S § CBSC Syas Kaahurag
2 Stambasve Pubic School Resderta ndoendent 1 (DL)
Juror Scaence College, Shorapur I S ~ . . .
21, Shambasva Publc Schools Resdental ndpendent. 2011 Matrimonial/ . 6 0 +
Junir Scence College, Bida 21 R
" ance Cormty Rago M) Kb, 208 Marriage Leave
23, Mahadev Gris Highes Prmary Schoo, Kalaburag 194
24 Nahater Gets Hgh School Kaaturag 160
25 Srambesvestwar Composte PU. Colege, Kaldbwog. 1949
2% Shambasveshwar Ind. P College of Science, Kalaburag 1956 ‘
27 Shambasveshwar Coliege of Commerce, Kaaburag 191
e st Casual Leave
% SSK Basvestwar Colege /s § Soence, Basavaialyan 1
& Publicaton, Kaaburag 1969 ) . . S
:mmmuwvm Katg 1971 i, Casual Leave is not earned by duty. A staff on CL is
Bl GUG Onkle oo " not treated as absent from duty. CL cannot be claimed
Coliege for Women, Kalaburag . \ .
2 Santasesua Gatorswa Vs N, faaizg - 17 as right and is subject to a maximum of 12 (Twelve)
33 Shambasveshwar Colege of BBM Kaabuag 19% . ] ted basis (Q)
“WWW”Z‘;W . days in a calendar year quarterly prorated basis. (
35, Muktambia Resdentia Ind PU
For Gt Kaaburag CLs per Quarter)
3 Gocuta Doddappa App BCA Colege o Women, Kaaurag 201 « will he itled for 16
37 Mekianbia Resdent BCA Codge o Women Kaizbrag 2001 ii. Employees on contractual basis will be entitl _ |
3% Doddappa Appe BCA College. Basavatalyan 201 arter]|v ) Of casua
% Stambasveshvar BCA Colege Kaahuray 201 days (Monthly One and & Quarterly one) of casuc
40 Wotzmt Resdenta BBV Colege Katauag on o < (e brorated from lanuary to
1 Samtasvestwa BBN Colege, Basavaatn 0 leave on prorate basis. (i.e prorated from ] )
? Goata Colege of Ecueaton (8.E6) Kaahurag 0 ]
:; mm lg_.,.ﬂ @m 0 December) |
ey wimmmo S i CL can be suffixed or prefixed with Special Casua
& Komaiaia UG i . .
: ek, ’ . iy , - kind of
& antasmsthws Resoenta Puc Scho Basavakavan, 20 . Leave and holidays but not with any other ki |
¢ Survaena U (o oo A 33
4 Cengagpe Agpe B E4 Colege Basavasalan ~~\~,m°’~?iﬁ V20 leave.
& St Pk Ly Kassg ,""1‘“‘5 &
3 caraegus A Degee: (olege of Commerce ‘. :"l”f % ) }
nasae 1y Sesape 08 Yol ) 7. /
e
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Institutions Run by Centenary Celebrated
Shambasveshwar Vidya Vardhak Sangha, Kalaburagi | Ref. NO. , Date :
Sharbasva University, Kalaburagi  a0t7 . : . :
s mwysm - 21:3 iv.  Normally only three days CL will be sanctioned in a
3?&’;7”@““ :'Mhmmmm s month during working semesters. Availing CL. more
¢ A inse o Enes Soeve L ey 201 than 3 (three) consecutive days is not entertained.
Wiech i Comp. & Digl Beckonics ’ ) ‘
5 VeszapaNety Exgre Colee S an v.  CL shall not be granted for more than 3 (three) days in
6. Lingraj Appa Engmeerng College., Brdar 21 . .
7. Dofna A e b WCA Kihrag - a month, Incase more than Three CL are availed, it
& Doddanpa Apa stse of MBA Kaaburag 198 S -
P s would be considered as EL or LOP or as the case may
10. Godutai Insiute of MBA (For Women) Kalaturag M be )
11, Lingaraaops Insfute of MBA, Bidar 0 '
‘ém:‘:“‘*w » vi. CL is calculated on a calendar year (January to
ecogrizety by ety My December) basis for regular and contractual
14, Stambasvestwar Scence Colege. Kaauragi 1% '
15, Post e s n Comier S an employees.
Srambasveshwar Colege o Soene. Kaburag . .
16 Pos Geate s Meserf T an vii. CL cannot be carried forward to subsequent years or
Admesstraton § year miegrated Course (MTA)
17, Pos ke Sues n Masi fATS - to the next calendar year.
ks § Wass Comunican, Gt Colege Kb. .
18. Post Graduate Stdies in Master of Fine Ats, 1957
Santasesar s e Kbz Vacation Leave
19. Shambasveshwar Residental Public Schoo!, 1967
wih Ste & CBSC Sylabus Kaiaurag
o i. Only teaching staff employees are eligible to avail
3 m&wm o vacation leave.
22 Stanbasress At Coundy R Fl 0.~ 208 ii. Vacation leave can be availed onlv during the
23 Mahader G Hier Prnay Scool Kaogi 1934 ) ) ) - .
24 Vet s oh oo Krg % vacation period. The vacation period will be
25 Stambesvestar Conposie PU. Colege Kabrag 1049 . .
26 Stnbaseshr i PU Cabge o S Kooy 196 declared by the competent authority.
21. Shambasveshwar of Commerce, Kalaburag 19%1 ees . . . .
mmmnmmm iii. Vacation leave is further bifurcated into odd and
2 S5 o oy S8 Sn a1 even semester. For Teaching staff who have
% Srambasvestwar Pring & Pubication, Kaaburag 1969 o )
e successfully completed two semesters are eligible for
Qg b Honen Kt 10 days and 20 days during odd and even semesters,
0 Sranbesreswar Grathavshwa Vidya Niaye, Kataurag 1978 ) . ) B
5 Stz Colge o BB ety 19 respectively. For Teaching staff who have not
4. Dosdanps Agpe Resdertal PU. Soence Cobege Kalaurag 1980 .
§ WoicReeia d PU Somz Cege~~ 199 completed two semesters are eligible for 5 days and
ForGes Kaaturay .
%5 ot Dodtpe e B0A ol b Wenen Kirag 200 10 days during odd and even semesters,
31, Mudambica Resdental BCA for Women Kalaburag - 2001 .
@ wwwmﬁ?@ 21 respectively.
% Stantasestwar BCA Cokege Kazburag ! . . . . )
9 e e iv. Holidays falling between the vacation period
Wb Rescersd B0 Calge fahrog. 20K Y k
41, Shambasvesiwar j . . .
2 G ol ;mfwd} o - including Sundays or any other declared holidays
. WSHNSD':H.WMQ;MJ@M@ Y would be considered as part of the vacation period.
i:KmmR&Rdeege:ims,::m ol N Ao% v. Vacation leave starting or ending with Sunday or
ambasveshear Residenta  Basavaiayan 2006 oA 3
A 3 .
0 Stz mimase |0 NGy any other declared holiday would be treated as
4 Dostagoa Apga B E4 Colege, Besavataln ¢ ) P & . ’
4 Sarosvesn P Lray Kl g *21  vacation leave only
% Bassraraagps A Depes Caege o Cormere o ¥ J
Heraps Ty Snorapr D Yadgr Iy ~ / l
- =N % !
by '/r\
Y
"x F
R
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Shar basxa;::\\':ﬁysﬁaburagi 2&3 vi.  Any holiday and study leave falling with in vacation
? Godta Engresmg Coege o onen iy~ 201 Jeave will be consideréd as part of vacation leave.
3 Az insiue of Engreenng & Tedmology, Kaabwray a7l . . . . .
4 ke st Expreory Soene ey 20 Vacation leave cannot be prefixed or suffixed with
Ve Comp. & Dgtal Eleckoncs . .
5. Vezana ety Exgresing Coege Sorar an any kind of leave. To consider the same, approvals
Engneemg B M . . .
: ::::mmmm o9 required from Principal /HOD.
L - vii.  The vacation salary shall be payable only on the
» m""ﬂ:’:“& "‘:"‘"‘“’ ;‘)’1'1’ condition that the Faculty/staff is present on the last
12 Vesapy Nty It of WBA Sharaas a working day before the vacation and the first
13 Aopa Research s Kaaburag i) i )
sl m working day after the vacation.
15 Pos Grte s . Compter Soce an viii. ~ The employee will not be eligible for vacation pay if
Shambasvestwar College of Soence, Kalaburag . . . : |
1. Pt G s sk o rsn a0 he/she is serving the notice period.
Adminesiraton 5 year réegraed Course (TA) . . . . . :
1 o Gt Sues n Masr s ) ix. Vacation period will not be considered as notice
Joumaksm & Mass Communcation, Goduta Colege Kb. : 3
18 Pos Gadiae Sutes n eriod for the separating employees.
Sudes n Maskr of Fre A, 1957 P p
. “Wm_ . x.  Vacation leave may b,e taken in two stretches if
2 Stk St mﬁ 21 required during the vacation period.
s i Clegs, e xi. Institute may call the staff during vacation leave, if
21, Srambasva Pubic Schools Residental Indpendent b g '
Ay SoenceCoege, B a his/her services are required. In such case, that day
2. Srambasvestwar Anfenvn Conmundty RadoFM ) KB, 2008 . . . ’
23 Maoe s pe Py S Karogt 1604 will not be considered as part of vacation leave.
24, Nehaderi Ges High Schoo, Kalaburag 190
25 Shambasveswar Conposte PU. Colege, Kaiauag. 1949
2% Snambasvestwar Ind. PU College of Soence Kalabwrag 1956
27 Stambasvestwar Cotege of Commerce, Kaabnrag 191 '
s e Do i s nagenen On Official Duty-OOD
2. SSK Basvestwar College of Arts & Soence, Basavakayan 1967
2. Sambasvestwar Prting & Publication, Kalaburag 1969
30 Goauta Doddapga Appa PU College for Women, Kalaburag 1971 3 fficial w r Institut
- o ot bl Any employee is sent for. official work by Institute,
Clge forYomen Kty sanctioned by with the concerhed
32 Shamiasveshwar Granthavsig Vidya Niaya, Kalaburag 1978 . . . ) . .
% Snambasveshwar Colege o BBM. Kalarag 1% authority/Principal/ HOD will be considered
34 Dodappe Appa Resdental PU. Soence Colege Kaiaburagi 1999
35. Muanbia Resdenta b PU. Soence Colege 19 OQOD.
For Gis, Kalaburag

36. Godutai Doddappa Appa BCA Cobege for Women, Kaiaberag 2001

37 Muktambika Residentia’ BCA Coliege for Women Kaizburag - 2001 '
38. Doddappa Appa BCA College, Basavakalyan 201 '

3. Stanbasvswar BCA e ke a1 Maternity Leave

40. Mudambika Residential BBM College, Kaiaburag

41. Shambasveshwar BBM Colege, Basavakalyan

42 Godtal College of Education (B Ed), Kaiaburag

43 Shambesvestwar B.EG (E M) Kaiaburag

4 GodutaiD.Ed College for Women, Kalaburagi

45 KomalataiResi PU. College for Gis, Basavakalyan

46 Snambasvestwar Residential Publc Schoo, Basavakalyan

47 Snambasvestwar D.£4 College, Basavakalyan

& Doadanps Apsa B £0 Colege, Basavakalyan

4 Sramvasveshua Pubc Ly Kalauag

5 Bosavaraapga A Devee Colisge of Commerce
asage To S Dt Yage

i.  This facility is given twice in the entire service
with LAEC spacing 3 years from the rejoining date

3\ Apfb\ ‘ of first maternity leave.

ii.  The staff should have completed probation period

31 . ) .
§ ‘ and continuous service with college.
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va University, Kalaburagi 2017 : : .
| Sharnbas vmu;ywn g ol ii. Maternity leave is permitted as per the norms with
2 mmwwrmm o full salary for 30 days.
1 A Engreenny § Tecrokogy Kadirag . .
( wmdﬁg;mm‘w an iv.  Extension of Maternity leave is not allowed, only
Wech n Comp. & Bectoncs .
5. Verapa Nty Exreeng Clee, S0 z:? on medical grounds. The extension of maternity
§ Lo foma Engresmy Colge, B . . .
7 Dutige A e b A Ky 1 leave is considered as leave without pay.
8 Dodapa Aps st f UBA Katurog 128 . . . .
0 g e MBA VU] e aw v. Maternity Leave in combination with any other
Gotta Insiate of MBA (For Women) Kaabrag Pt . .
 Lopme Pl 1A B an type of leave (Ex.: EL, SCL, CL) is not permitted. [t
et UBA an :
‘émm.mw o’ must be maternity leave only.
gty s sy My R ni
. O - vi. Employee should apply for maternity leave at
15 Pos! Grke st n Computer Scece m . )
S S g least 3 months in advance, to make necessary
et a arrangements for the smooth running of the
1. s ke Sudes n Masr s n s classes/curriculum.
S & Mass Communcaton, G Colege Kb, '
18. Post Graduate Studies in Master of Fine Ars, 1957
Srambasveshuar A Calege, Kalaburag
19, Shambasvestwar Resdental Public Schod!, 197
it St § CBSC Sylahus Kaaburag . . .
2 Stk it Matrimonial/Marriage Leave
Junior Soence College., Shorapur
21 Shambasre Pk Sccofs Resdea ndpendent. 2011 . . o )
norSoeeeCree B o i.  Employees in both Teaching & Non-Teaching who
2. Stambasveshwar Artharwan Communéy Rado FM ) Kb~ 2009 . . .. .
2 o G g Py S St 101 are getting married are eligible for Marriage leave
24 Mahadeni Gits High Schwol, Kalatnrag 1950 > T
x sl s of Four (4) days only. The Leave application
;Mm?wmm :: should be submitted atleast a month before
. gw&mkw - enclosing the Marriage Invitation Card for
% Suntaesha Prngh Picaton Kooy 1989 sanction.
). Goduta' Doddappa Appa PU Coliege for Women Kaiaburag 1971 .. .
31 Godsa Dot Apa s  Camnere a7 ii.  The faculty should make alternative arrangement
Coliege for Women, Katzburag . . ; o eqe
2 S Gt . e 19 for entrusting his/her teaching responsibility to
Stambasveshwa Colege o B3H, Kaaburag 19%
1. Dntgepe s P, e ree g 199 any other faculty and he/she has to make up that
35 Mkambika Rescenta nd. P Scence Colege 19% . . ) :
- subject teaching before the Last working day.
36, Goduta Doddappa Agpa BCA Cobegefr Women Kalaburag 2001 R . . .
S M o o tsten, 20 iil.  Principal and HOD is the authority to sanction the
38 Doddappa Appa BCA College, Basavakalyan 20 ]eave
38 Stambasveshwar BCA Cofege, Kataburag 0 ’
40 Wukambia Restental BBY Cotege, Kaaburag 04 ,
47 Snambasvestwar BBM College Basavakaiyan 2004
42 Gooutas Cosege of Educaton (B £d), Kaiaburag 2004
43 Snambasvestwar B Eq (EM ) Kalaburag 20
“ Gonl oo iaom | 202 Leave Encashment
& Komsatz Res: PU Colege for G, Basavaayan > 201~
& Sramtasvesin Resvensa Pubkc Schoo, Basavakalyan W
¥ Swessesion D¢ Colen. aamiaben - ¥ / 204 No encas! t is all '
£ Colege Banonr X / iment 1s allowed on General Holiday,

@ Ot e 52 Coloe S ()] 204 |
£ Farnasseg Mo iy Kasmg ]
& Do A Do Lol of Commiey S %
ey | Segw s Gy

Restricted Leave, Casual |eave Compensatory
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Insfitutions Run by Centenary Celebrated
Shambasveshwar Vidya Vardhak Sangha, Kalaburagi
Shambasva University, Kalaburagi 2017
1. Sambeseswa Viya Varthak Sangha Kby~ 1903
7. Gtz Engesrmg College for Wormen, Katurag a
3 Agpe sute o Exgreerng § Technoiogy Kadwag. 2002
4 Agos nsfde of Exgineerng Soence & Techmology bl

NTech in Comp. & Digial Bectoncs

§. Veerappa Ny Engreenng Cofiege, Sharapur a1

6. Lingrg Aopa Engmeenng Colege. Bl a

7. Doddanpa Aopa Inséiute for MCA Kalaburag 199

8 Doddapoa Ama Instiute of MBA Kaiaurag 198

9 Appa Instiute of MBA(VTU) Kalaburag 20

10. Goduta Instiute of MBA (For Women) Kalabhuragi il

11, Lngaganpa Insiute of MBA, Bdar 20

12 Veerappa Nesty Insiute of MBA, Shorapur M

13 Appa Research instiute, Kalaburag 212
Recoze by Wysre Unnesy,Mysare

14, Shembasvestmear Scence Coliege, Kalanragi 1956

15, Post Grduate studes n Computer Scece 2412
Shambasvestwar College of Scence, Kalaturag

16. Post Griuate stufies m Master of Toursm 2207
Admrestraton 5 year ntegrated Course (MTA)

7. Post Gradugte Studes in Master of Ats 209
Joumaism & Mass Communicaton, Godutai Colege Kb.

16. Post Graduate Stdies in Master of Fre Ars, 1957
Stambesveshwar Ars Colege, Kalaurag

19, Snambasveshir Residental Pubic School, 1%7
wih Sizie § CBSC Sylabus. Kalaburag

2. Shambasva Pubic School Restdenti indpendent il

21. Srambasva Pubic Schoo's Residentia indpendent 20
Junir Soence Colege, Baar putl

2. Shambasvestwar Ariberwan Communiy Radio (P ) Kb. 2009
73, WabadeviGs Higher Primary Schaoo, Keaburag 19%
24. Wahate Gets High Schoo, Keaturay 190
2. Stambesveshwar Coposie PU. Colege, Kaabrag 1949
%, Shambasvestwar Ind. P Colege of Scence, Kaawrag 1956
71. Shambasveshwar Colisge o Comerce, Kaaburag 191
with Post Gradate Dipomz n Busness Menagement
2B. SSK Basvesinear College of As & Soence, Basavakalyan 1967
8. Suambasvestwar Pring & Publcaion, Kauray 1969
3. Godita Doddappa Appa P Colege for Women, Kalaburag 1971
1. Godta Doddappa Appa A & Commerce 1973
Cobege for Viomen, Kaaburay
Q Stemtasvesiwar Granthavstwa Vidya Niaya, Katauray 1978
%, Stambasvestwar Colege of BBM, Kaiaburag 19%
4. Dosdapps Aopa Resdental PU. Soence College Kaaburagy 1999
% Mitambia Residertal Ing PU. Scence Colige 19
For G, Kalaburag
3. Godutz Doddappa A BCA College for Women, Kataburagi 2001
3. Muktanbics Resitental BCA Callege for Women Kalaburag 2001
3. Doddappia Appa BCA Colege. Basavakalyan mt
39 Shambasvestwr BCA Colege, Kaaburag 0
40. Midambica Resiental BBM Collge, Kazburag
41. Stambasvestvwar BB Colege. Basavalaiyan
42 Gothda Coege of Education (8 ) Klaburag
43. Srambasvestwar BES. (E M. Kalahurag
44 Godutai D.E6. Colege for iomen Kalaburag
45. Komalatai Res. . College for Gl Basavakalyan
4. Shambasvestwar Residental Pubic Schoo! Basavalalyan
47 Shambasvestwea D.E4. College, Basavakalyan :
48. Dodizppe Apra BE¢ College, Basavakalyan
49 Shambasveshwar Publc Livary, Kalaburay
. Basacsagga Aope Degree Cabege of Commerce
Vasapy To Soragnr Dt Yadgn

BEESBEEEEREE

Ref. No.

ii.

iii.

iv.

Vi.

VIi.

Viil.

ix.

Date :
Leave, Vacation Leave and Special Casual Leave.

Encashment is allowed only on EARNED LEAVE. -
Confirmed employees have the option of
encashing his/her accumulated EL more than 240
days.

This encashment will happen on his/her current
BASIC salai'y pay only.

A minimum balance of 240 EL has to be
maintained all time up to such accumulation
before encashing it.

Maximum of 30 EL can be encashed on BASIC pay
atatime.

EL encashment to be done considering the base as
30 days in a month.

EL encashment is allowed to both Teaching 4nd
Administration staff during a year.

Employees eligible for EL encashment should
submit the EL encashment application atleast one
month in advance.

The ceiling limit for EL accumulation is 240 days.
During separation if the employee has more than
90 days EL at credit, 50% basic salary will be paid
for the days at credit beyond 90 davs.

Separation/Relief

[

Staff members, desirous of resigning their
post/ position, have to necessarily to give NOTICE
period of ONE FULL MONTH, in case he/she is
on probation period and THREE FULL MONTHS,
in case he/she has completed probation period
and is a confirmed employee of LAEC.
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Institutions Run by Centenary Celebrated
Shambasveshwar Vidya Vardhak Sangha, Kalaburagi
Sharnbasva University, Kalaburagi 2017
| Srembasesha Vida \adhak Sagha Kabrag 190
2 Godvta Engneen Colege fox Women Kalzwrag 21
3 Againsthte of Exgresrg  Tecmoogy Kaabrag 202
4 Agpa insfde o Engneeng Soence & Techvolagy M

Mech 11 Comp 8 Digial Blectoncs
5 Veerama Nisty Engresring Colege, Stopur 210
& Lnga Apa Engesnng Calege. B 21
7. Daddzpe Ana insitute for MCA Kaaburag 199
8 Doddappa Aa nstiute of MBA Kaizburag 1998
9 A insiiute of MBA (VTU) Kaizrag 07
10. Godua tnsfiate of MBA (For Women) Kalaturag 20
11 Lngaaape instue of MBA, Bidar 201
12. Veerzppe Nty Inssute of MBA Shorapur 201
13 Ampa Reseath Instie, Kaaburag 21
(Recognezed by bysare Universdy, Mysore)
14 Shambasveswar Soence Coliege, Kalaburag 195
15 Post Grauate studes n Computer Soece 2012
Shambasvestar Collge of Soence, Kalaburagi
16 Post Grdugte studies n Master of Toursm 2007
Admmistraton 5 year nkegrated Course (MTA)
17 Post Graduate Studes in Master of Ats n 2009
Joumnzism & Mass Communication, Godutai Colege Kb.
18 Post Graduate Studies in Master of Fine Arts, 1957
Shambasvestwar Arts College, Kalaburag
19 Shambasvestwar Resdential Publc Schoal, 1967
wih Sizie & CBSC Syabus, Kalaburagi
20. Shambasva Public School Residenti Indipendent il
Junior Scence College, Shorapur.
21. Srambasva Pubiic Schoo's Residential Indipendent M
Jnor Scence College, B M
22 Srambasveshwar Antharwan Communty Radio (FM ) Kb, 2009
23, Mahadevi Gris Higher Primary School. Kalaurag 1934
24, Nahadevi Gets High School, Kalaburag 1960

2. Shambasveshwar Compaste P.U. College, Kataburag 1949
2% Shambasvestwar Ind. PU.College of Soence, Kalaburag 1956

27 Shambasveswar Coliege of Commerce, Kaaturag 1%1
with PostGraduate Dipioma i Busniss Management

7 SSK Basvestar Colioge 0f AT § Scence, Basavaiatyan 1967

% Srambasveshwar Prrting & Pubicaton Kaaburag 199

%0 Gotz Dociappa Appa PU Callege for omen Kaiahurag. 1971

%1 Godta Doodappa Appa ATts & Commerce 1973
Coblege for Women, Kalaburag

% Srambasveshwa Granthavishwa Vidya Niaya, Kaaburag 1978

3. Srampasvestwar Coliege of BBM, Kalaburag 1%

. Doddagps Appe Resdental PU. Scence Coliege Kalaurag 1999

35, Muktambika Residential ind. PU. Scence Coliege 199
For Gets. Kalaburag

%  Goduta Doddappe Agpe BCA Cotege for Wamen Kataburzg 2001
37 Mukizmbika Residential BCA College for Women Kalaburag 2001

3. Doddappa Appa BCA Colege. Basavakalyan 201
% Srambasveshwar BCA Coliege Kaauag &
40 Mutambika Resdential BBM Coliege, Kalaburagy W
41, Snambasveshwar BBM Coliege, Basavakalyan pi]
& Godua Coliege of Education (B Ed), Kalaburag b
43 Shambasvestwar BEd. (EM), Kataburag LRI
44 Goduta D.Ea. College for Women, Kalaburagi 0 |
1 Komalaa Res. PU College for G, Basavakayan 2006
6 Snanbasvesha Resdensal Pudc Sl Basavakahan 20,
47 Sarntrsvesthwar D £ Coliege, Basavakalyan o
4 Dosdagpe Appa B E6 College, Basavakalyan e
£ Sampasveshea Pubkc Livary Kaawag B
 asevariono Agpn Degroe Colege o Commece e

s 1o oy Det Yadgn

e

Ref. No.

il.

1il.

il.

iil.

1v.

Date :
During Notice period, no vacation Leave, Earned

Leave, Casual Leave or Compensatory Leave in
their credit will be taken into account. In case of
any shortage in the notice period appropriate
recovery will be made.

Staff members are normally considered for relief
only at the end of the semester, as relief at the
beginning or middle'of the semester is likely to
affect the academic work.

Process of Leave Application

Leave requests must be submitted in advance,
with proper documentation and approval from the
respective authorities.

An employee must submit the leave card to the
reporting authority at least 2 weeks in advance for
all types of leave, except for Casual Leave (CL), for
which it must be submitted at least 2 days in
advance. Once the' leave is sanctioned, the
employee must submit the approved leave form to
the HOD for record-keeping.

A record of all leave—sanctioned, refused, or
postponed —along with the reasons for refusal or
postponement,, must be maintained in the
individual Leave form. The Leave form must be
submitted to the HOD of the department for
records. _
For planned Casual Leave, written permission
must be obtained on the Leave form, along with
the signature of the Principal, and submitted to the
HOD of the respective department. In the case of
unforeseen. leave, the employee must notify the

to
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Institutions Run by Centenary Celebrated
Shambasvestwar Vidya Vardhak Sangha, Kalaburagi | Ref. No. Date :

Sharnbasva University, Kelaburagi 2017 immediate supervisor at least one hour before the
| Samaesna Ve Vota Saga Kooy~ 1903

Fartasesne vy

2 Gobga Egreemg e e ahazg. - 201 scheduled reporting time, and the same mus; e
3 Apa bsiue of Engresrmg § Tecogy Kawag 2002 ) ‘ ' .
{ kmisie b Seed oy 211 recorded in the Leave form immediately upon

Wiech i Comp & Diga Eectoncs ) .

5 Veerappa Ny Engreeg Colege, S ::o resuming duty_

6 Lnga Az Engmeerng Colege, B 1 » . 1s »

7 It e b MK e v.  Employees wishing to take Earned Leave muyst
E e - apply in writi the Reporting Office

3 Agpa s f NBA V1) Kaag an pply ting to p ‘ g er through
10 Gutda bsateof VBA ForWonerj g 01 the Leave form and submit it to the HOD. Such
11 Lngargapa instue of MBA, B am . .

12 Veerappe Nty irsibde f VBA Shuapr an applications should normally be made at least 15

13 Agpa Researth e, Kaaburag m

Recopze ty re Uversty, Mysre) days before the leave commencement date, except
1 Stambasreshvar Soence Colege Kaaurag 1% . . ford . t
15 Pos Gtz sues n CompierSoie an in urgent or unforeseen circumstances where

Srambasveshsar Colege of Soence, Kalaurag o .

16 Post G st s Tarsm o advance notice may not be possible.
o e gt o T vi. Leave for both teaching and non-teaching staff in
17. Post Graduate Sudes in Master of Ats n 2009

A § o Cobou i Gt gt various departments must be first forwarded by
18 Post Graduate Sudies n Master of Fine Arts, 1957 o -

Skt s rep, Kb HOD and approved by Principal, before it is
19 Shambasveshwar Resdental Pubic School, 197 l 1

wih Sate § CB5C Syl Kaabura availed.

Srambasve Resdental Indpendent il B ) . . .
zommaww vii. For a Principal, the leave application must be
21 Shambasva Pubiic Schoo's Residental Indipendent M ' .

e Soence obege B 2 approved by Secretary of Institute.

2 Srambasveshwar Antharwan Commundy Rado (FM | Kb, 2008
23 Mahadev Gets Higher Prmary School. Kalaburagi 1934 .
24 Mahaderi Geis High Schoo, Kaaburag 1960

25 Snambasvestwar Composte PU Colege, Kaiawrag 1349
% Shambasvestwar Ind. PU Colege of Soence, Kalabrag 1356

71 Stambasveshwar Colege o Commere, Kaabg 1961 / -
wit PostGraduate Dipoms n Busmess Wanagement - \ 754
2 SSK Basvestwar Calege o s  Soence Basavaiatyan APAL
2 fhdiistonn B ' PRINCHPAL
% Gatt Dostpa pa PU Caege b Woren Kaag 1971 ingarej Appa Engincering Colleg:
31 Godta Doddanpe Appe At & Commece 1973 Gomalli-Bidar
Calge o Woren Kaaburog
2 Sanvaseswa Grtarsive Ve Niage. Kaaowg 1976
£ Srantasveshva Colege o 83W Kaaburg 1%
% Doddappe Apga Resdental PU. Soence College Kaiaburag 1999
% Moantia Resdeta g P Soence Colege b
For Gats, Kalaburag

3 Godutal Doadanpe Appa BCA College fx Women Kalaburag: 2001
37 iuktambika Residential BCA Coliege for Women Kaiaburag - 2001

3% Doddappa Appe BCA College. Basavaialyan 20
¥ Shambasvestwar BCA Coliege Kaiaburag: 20
40 Mutamdia Resdental BBM Coliege. Kaiaburag

41 Sramhasveshwar BBM Coliege Basavakalyan

42 Goduta College of Education (8 £d], Kalaburag:

43 Snempasveshwar BEC (E M| Kalaburag

4 Goauta D £o Colege for Women Kaiaburag:

4 Komaiata Res PU Colege for Girss Basavakaivan

& Swmpasseshwa Resoent Pudic School Basavakalyan

¢ Sartasweswa [ £0 Colege Basavasahar

& [ussagpe Appe B £0 Colege Basavaaya

& Swrcaveing PO D0 \aua)

5 Smaary e g ey ¥ Lo
L Pesape e Tey
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