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LEAVE:  

i)  This leave rules is subject to the law applicable to the Janseva Foundation. or 

any agreement settlement or award for the time being in force or the contract 

of the service.  

The leave cannot be claimed as a matter of right; Grant of leave to a 

permanent employee shall depend on the exigencies of the work of the Janseva 

Foundation and shall be at the discretion of the leave sanctioning authority. 

ii) The permanent employee who desires to obtain leave of absence shall apply in 

writing to the leave sanctioning authority. 

iii) Except in urgent cases or unforeseen circumstances when it is not possible to 

do so an application for the leave other than casual or sick leave shall be made, 

at least 24 hours a day previous to the time from which leave is required when 

the leave is asked for is for 4 days or less, and 7 days in advance when the 

leave is asked for is more than 4 days. If the employee is required to proceed 

suddenly on any leave and for reasons beyond the control, the leave 

sanctioning authority may on satisfying himself sanction such leave on his 

request application, which is submitted latter. 

ii) The Officer empowered to sanction the leave shall issue orders on such leave 

applications within 3 days on the Janseva Foundation of leave application 

when it is more than 4 days. In case of urgent nature without any delay if the 

leave is asked for is granted a leave pass shall be issued to the employee. 

iii) No employee shall start on leave before obtaining the leave pass except in 

urgent cases or unforeseen circumstances when it is not possible for him to do 

so. 

iv) If the leave is refused or postponed the fact of such refusal or postponement 

shall be communicated to the employee immediately. 

v) If a permanent employee after preceding on leave desires an extension of 

leave, shall make an application in writing before the period of his originally 

sanctioned leave expires. A written reply of the grant or refusal of the 

extension of leave shall be communicated to the employee at his known 

address. If such reply is likely to reach him before the expiry of the originally 

granted leave to him. If an employee overstays the originally sanctioned leave 



without prior sanction, he/she will not be eligible for the payment during such 

overstayed leave also it will be treated as misconduct.     

vi) During the period of long leave the employee should give his address to the 

Janseva Foundation before going on leave. 

vii) The JANSEVA FOUNDATION has every right to call the employee who is 

on sanctioned leave if his services are essentially required and the remaining 

sanctioned leave shall automatically cancelled and the same shall be credited 

to his leave account. 

viii) Leave without pay may be granted in special circumstances to an employee 

when no any other leave of any kind is due to him or balance in his leave 

account. It is at the discretion of the Management. 

ix) Study leave with pay / without pay may be granted by the Management 

depending on the duration of the course and it is sole discretion of the 

Management.  

x) If an employee proceeding on sanctioned leave, but afterwards desires to 

cancel the sanctioned leave can apply to the authority regarding the 

cancellation of the sanctioned leave. The sanctioning authority shall consider 

such application. 

xi) The leave year shall be recognized as from January to December every year.  

xii) Holidays declared by the Janseva Foundation and weekly holidays shall be 

prefixed or suffixed to Casual leave and earned leave. And if above Holidays 

falls during the period of earned leave, the leave will be calculated including 

holidays. 

xiii) The Board of Trustees / CEO shall not sanction more than one year leave 

without pay at a time. 

xiv) A leave record shall be maintained by the Janseva Foundation in a Register of 

all leave of absence which is sanctioned, refused postponed or cancelled and 

orders passed and reasons for refusal or postponement, cancellation shall in 

every case to be entered in the register. 



xv) Every employee shall be provided his leave record showing up to date leave 

balance on his credit. The leave record shall be open to inspection by the 

employee during the office hours. 

xvi) No leave can be adjusted against the notice period of resignation.  

 

CASUAL LEAVE : 

i)  Every permanent employee including probationer shall be entitled 15 days 

casual leave every year. 

ii) Casual leave shall be non cumulative and no leave of any kind shall be 

combined with casual leave. 

iii)    Casual leave shall not be availed more than 3 days at a time. Casual leave is 

intended to  

Meet special or unforeseen circumstances. It can be extended for a further period of 3  

days in certain circumstances. 

iv) Ordinarily the previous permission of the leave sanctioning authority shall be 

obtained before taking the casual leave. When this is not possible, the 

management of the Janseva Foundation is informed in writing.  

v) The casual leave for half day can be granted. Absence on Saturday where it is 

observed as a half working day shall be treated as a Casual leave for full day.  

vi) Casual leave cannot be encased at any circumstances. 

SICK LEAVE:  

i)  Every permanent employee including probationer shall be 

entitled to 10 days full or 20 days half pay sick leave during 

the leave year.  

ii) If such leave is taken for a period less than 3 days, with 

intimation medical certificate is not essential.  

iii) Sick leave more than 3 days shall be sanctioned only on the 

submission of Medical Certificate obtained from the Medical 

Board appointed by the Janseva Foundation every Medical 

Certificate should be signed by any two Doctors of the 

board. 



ii) The employee has to produce the unfit certificate obtained 

from the Medical Board appointed by the Janseva 

Foundation along with the sick leave application with 3 

days. A fitness certificate shall also be required to be 

produced by such employee on the day on which he resumes 

his duty if leave is required more than 3 days. 

iii) An employee can accumulate sick leave up to 30 days. Sick 

leave more than 30 days shall automatically lapse in that 

year if not availed. No compensatory benefit in the form of 

Cash or Leave shall be paid in lieu of such lapsed sick leave. 

iv) Holidays including weekly holidays falling within the period 

of sick leave shall be treated as sick leave. 

v) Sick leave without pay shall be granted to an employee in 

certain circumstances, on medical ground for the period of 

one year. 

vi) Sick leave cannot be encased in any circumstances.  

MATERNITY LEAVE:  

i)  A permanent female employee who has completed 2 years service 

in the Janseva Foundation / any of its allied institute shall be 

entitled for 120 days Maternity Leave. 

ii) Sick leave if due shall be granted in continuation of maternity leave 

to a female employee.  

iii)      Maternity Leave shall be granted only for two issues. 

EARNED LEAVE : 

i) A permanent non-vocational employee who has completed one year service in 

Janseva Foundation in time scale shall be granted 30 days Earned Leave. 

ii) Earned leave can be accumulated up to 60 days. No compensatory benefit in 

the form of cash / leave shall be paid in lieu of lapsed / unveiled Earned 

Leave. 



iii) Earned leave shall be availed minimum 4 days at a time. 

iv) An employee who has not served for 240 days in Janseva Foundation. shall 

not be entitled for Earned Leave in respective calendar year. 

v) An employee who is eligible for vacation, if asked to work during the vacation 

by an written order of  CEO / Executive Chairman / Joint Secretary shall be 

entitled for leave in 3:1 ratio. 

 


