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Subject' '. Leave & Vacation Pollcy for Faculty at AIIMS, Rajkot.

1) Leave and Vacation policy for Faculty have been defined in the Central Civil Services
(Leave) Rules, 1972 and amendments thereof, All India Institutes of Medical Sciences
Regulation, 2019, Departn‘ient of Personnel & Training’s Gazette Notification No. G.S.R. 1209
(E) dated 11/12/2018 and OM No. 11020/0172017-Estt. (L) dated 30/08/2019, AIIMS, New
Delhi letter no. F. 20-41/2020-Estt. I (F.C.).dated 01 Jan 2021 on Credit of Earned Leave in
- lieuof surrendered/cancellatron of vacatron Accordmgly, the same is compiled and elaborated
T as under e

2):Pu-rpose_an'd'”Scope:' -

a) All regular faculty members of the Institute including Nursing faculty of any other post
declaréd as academic post by the Standing Academic Committee and ratified by the Governing
Body from time to time are treated as servrng in the vacation department. |
b) The’ leave entrtlement of persons serv1ng in .vacation departments are different from
Government Servants setving in departments other than the vacation department.
¢) The purpose of thlS document is to. provide guidelines on different types of leave entitlement
- of persons servmg in vacation departments-of the institute.
d); “This - pol1cy shall  apply to all - regular faculty - members (Professor/Additional-
_ Professor/Assocmte Professor/Assmtant Professor) Medical Superintendent, Additional
. Medical Supermtendent and: Nursmg faculty"(Prmcrpal College of Nursing, Lectures/ Senior
Nursmg Tutors/ Tutors in Nursing) :
) e) It shall not be apphcable to faculty appomted on contractual basis.

3) Casual Leave (CL) and Restrlcted Hollday ('RH)
a) Casual Leave (CL)
i) Casual Leave is not a recognised form of leave and is not sub]ect to any rules made by the
Government of India. An employee on. c: al leave is not treated as absent from duty and his
pay is not intermitted. '
ii), Entitlement — 08 days ina Calendar Y‘ : Jan to Dec. ) C
iii) Employees joining during the mid-year’ shall be granted casual leave propomonately
iv) Casual Leave can be taken for half-day alsp.: -
v) Casual Leave should not normally be. granted formore than 5 days at any one time.
vr) Sunday/closed hohdays falhng durmg a penod of casual leave are not counied as part of -
CL.. . .
v11) Sunday and closed hol1day can be pr_e

'xed.or sufﬁxed to CL.

viii) Casual Leave‘can be. combined:with- Vacation/any holidays: but not with any other kind
- of leave CL and Earned Leave cannot be combmed




F 8 ? b) Restrlcted Hollday (RH) S i
i) List of Restricted Holiday for the year _be notiﬁed by the administrative authority —
at the beginning of calendar year. " =

it) Each employee can avail any 02 restrlcted hohdays
¢) Application for CL/RH St

An application from the employee nee

his/her controlling officer.. . e

- Format for-application is attached: as Appendlx ‘A’
d) Controlling Officer for CL/RH = ' .
i) Followrnglfrll be controlling. ofﬁcers for sancnomng of CL/RH ~

Sr. No. _ Post Name % - . Controlling Officer
1. Head - of - Department, - Dean Med1cal
| Superintendent and - Pr1ncrpa1 College of Executive Director
- Nursrng_
2. |-Faculty .in department where Head of Dept is Head of concerned Dept.
__< | posted/nominated. :
o 3. | Faculty  in Department where no- HoD is ' Dean (Academics)
-+ | posted/nominated, IR LR :
4. Nursmg faculty o B _ Principal College of Nursing

i) The controllmg officers authorrze to 's tion CL/HR shall maintain a casual leave —
-account of each employee in the: folloWlng format and balance of CL/HR at the credit
- of employee must be ensured before Sanctronmg it,

‘Year = “Dates'of CL B Dates of RH

Name and | CL-‘I CL- CL~: CL-4 .CL-5 | CL-6 | CL-7 | CL-8 | RH-1 | RH-2
desrgnatlon SR A B T R R

of = B

employee

Note' In case of 1/2 day CL, 2'dates in each column is to be indicated

4) Earned Leave (EL), Vacatlon, Half‘Pay Leave (I-IPL), Commuted Leave (CML) and
leave not due (LND)

a) Earned Leave (EL) - . . .

Earned Leave i is “earned’ by duty EL admls ble to faculty members shall be: -

i) Durmg first year of service- - :

11)No vacation ¢an be ‘availed by _the
credlted earned leave at the

Trgervice, .

11?) Month in whlch faculty member ass
assuming appointment is after 1S

1v) Maxrmum amount of earned leave tha
- 30days. -

b) After -one year of service. : :

i) .Faculty member shall be eligible to avail vacatron after completion of one-year continuous
service. They are entrtled to earned leave as under—

in theu' first year of service. They will be
‘days for each completed calendar month of

ed ippt})mtment should be ignored if the date of

be é.l‘edited to an employee during first year in |

€) Earned Leave in lleu of Half Pay Leave- The leave account of faculty member
) shall be credited with earned leave, in advance in two instalments of five days each on
| 7. the first day of January and' July of every-calendar year.
.d) Earned Leave in lieu of unveiled: ‘portion of vacation- faculty member shall be
“entitled to-additional earned leave in such proportion of twenty days, as the number of
days of vacation not taken bear; full vacation, provided the total earned leave
credlted shall not exceed thrrty d calendar year. V/




&) Vacation

a) Faculty members. are entitled to ‘avail. summer and winter vacation for the period as

‘notified by Dean (Academics) after obtaining approval of competent authority.

b) summer vacation- 60 days (Two halves. of 30 days each with one intervening common
~working day) . e
Winter vacation-18 days (Two halves of 09 days each with one intervening common
working day) e

¢) To ensure smooth functioning of the institute faculty can avail only one half each of summer
- and winter vacation | SPIPRE
d) It shall also be ensured that- . =~ o
" a) At least 50% of the faculty shall be present on duty at any given time
'b) The Professor and Additional Professor cannot avail vacation together
¢) Heads of Departments should make arrangements for duties of concerned faculty
- member during their absence. - |

¢) A faculty member entitled to vacation shall be considered to have availed himself/herself of

a vacation or a portion of a vacation unless he/she has been required by general or special
ordet of a competent authority to forgo such vacation or portion of a vacation.

6) Calculation of Earned Léave in lieuw qfﬁunve_iled portion of vacation
.- Total number of days in Vacation PGIi-QdZ 78 days.

- Number of Els admissible against vasatlon period- 20 days.

- Additional Earned Leave entitled in 11euof __uinveiled portion of vacation-

2) Nos of days of unveiled vacation x  Number of days of EL admissible (20)
b) Total no. ‘of days of vacation =78 L

~¢) For one half of summer Vacaitid.r:i_; ] Ox20 | =08 days
4) For ote half of winter vacation- 7 09x20 =02 days

7)  Additional Earned Leave if faculty does not avail any vacation
a)  If a faculty member is prevented by ‘a general or special order of a competent authority
" from enjoying more than fifteen days of the vacation, he/she shall be considered to have
availed himself of no portion of the-vacation. :

b) In that case additional Earned Leave 1sent1tled to him/her for unveiled portion of vacation
~ provided the total earned leave credited shall not exceed thirty days in a calendar year.

8) ‘Earned Leave to be credited in a calendar year-
-~ "a) Elin lieu of Half Pay Leave- int advance in two instalments of five days cach on
" the first day of January and July of every calendar year. -
Flin lieu of unveiled portion of vacation- 10 days (Summer vacation- 8 days and
* winter vacation- 2 days). - -
" EL if faculty does not avail any vacation- Additional earned leave for unveiled .
" portion shall be credited in such proportion of twenty days, if faculty member was
prevented from availing more than fifteen days of the vacation by order of
' _competent authority provided the total carned leave credited shall not exceed thirty
. da6ys in a calendar year. -~ : '




b)

11)

12)

b)

13)

Carry forward of Earned Leave

The earned leave at the credit of & faculty member at the close of the prev1ous half-year
shall be carried forward to the next half-year, subject to the condition that the leave so
carried forward plus the credit for the half—year do not exceed the maximum limit of 300
days. :

Half Pay Leave (HPL)

Faculty members are not entitled any Half Pay Leaveas per amendment in the CCS (leave)
rule 1972 notified vide DoPT O.M. No, 11020/01/2017- Estt.(L) dated 30.08.2019. In lieu,
they have been allowed 10 days of Earned Leave which shall be credited in their account
in advance in two instalments of ﬁve days each on the first day of January and July of
every calendar year. o

For part of half year of the calendar year the' earned leave in lieu of HPL shall be credited
at the rate of 5/6 days for each completed calendar month of service after completion of
one year of service. :

While affording credit of earned leave ‘ 'lgleu of HPL, freaction of a day shall be rounded

oft to the nearest day.

Commauted Leave (CML) and leave not due (LND)

Since Commuted Leave and Leave not due are also linked.to HPL, faculty members are
not entltled any CML or LND. i

Other Leave

Provision for other types of leavé \ viz Extra Ordmary Leave (EOL), Maternity Leave (ML),
Patemity Leave (PL), Adoption Leav 3}, Child Care Leave (CCL), and Work-Related
Illness and Injury Leave (WRIIL) or«-_ faculty members are similar to that of other
Government employees. e

“The. 1nst1tute shall adhere to prov1s1ons of CCS (Leave) Rules 1972, as amended for all

employees in accordance with the spemﬁcahon in AIIMS Act, Rules and Regulations.

Application for Leave

Prior approval for avaﬂmg any kmd of leave must be obtained from the leave sanctioning
authority. , -

An apphcatlon through proper ehanne eds to be submitted l:efore atleast 14 working
days from the date of commencemen cave. :

Apphcanon shall be processed on 1nd1v1dual Establishment file and putup to Executive
Dlrector for approval \ﬁ A




«14) Channel for sanctlonmg of Leave
a)  The authority to approve leave shall vest on Executive Director & CEO.

b)  Following will be controlling officers for Sancticning of leave-

S No. | PostName o }’3’:'{:  Recommending Sanctioning
SN Authority Authority
i) Heads of Department, Dean, R Executive Director

Medical Superintendent
Principal College of Nursing
ii) | Faculty in department where . . .| Head of concerned | Executive Director
| Head of Dept is posted/nominated | Dept
iii) Faculty in Department where 1o HoD Dean (Academics) | Executive Director
| is posted/ nominated _ -
iv) | Nursing faculty - .. | Principal College of | Executive Director
' B | Nursing

15 Leave sanctioning order

a)y Sanction order for Leave shall-be .:‘..is-sued by the respective leave sanctioning
~ authority/authorized person in the form of Ofﬁce Order.

b)  Sanction order of Eamed Leave shall also 1ndtcate balance of Earned Leave at the credit
of faculty after availing sanctloned leave. Leave sanctioning order format for Earned Leave
is attached as Appendix ‘D’. .

c) . Arecord of leave shall be mamtamed in- the service book of respective faculty member by
the Estabhshment division of Adm"' i ‘trauon : '

16 _Jolnmg after Leave

a) Faculty after completion/return from hls/her approved admissible leave shall submit
his/her Joining Report of assuming charge of the post to his/her Controlling Officer for
needful action. In case of non-receipt of Joining Report, it shall be assumed that the faculty
member is absent from duty. Format for Jomlng Report after availing leave is attached as
Appendlx ‘E’. L

17 Leave on medical grounds

a) Medlcal Leave shall be granted on subrmsswn of Medical Certlﬁcate

b) An: apphcatlon for leave on medicalcén ificate made by the faculty member shall be
accompanied by a medical cettificatein-Form 3 issued by an Authorized Medical
Attendant of the Institute or a Government Hospital or by an Authorized Doctor of the
private hospital recognized under CGHS/Central Services (Medical Attendance) Rules,
1944, ' ‘

\\The competent authonty may, at: 1ts dlscretlon waive the productlon of a medical
\‘;ertlﬁcate 1n case cf an apphcatlon for eave for a period not exceeding three days at a

a medical certlﬁcate of fitness before resunnng ‘duty.

e)  Ledve sanctioning authonty may s cured se_c_ond_ medical opinion, if considered necessary.



5? - f) There is no provision for unearned leave on medrcal certificate. Following types of leave
are admissible to faculty member agamst leave on medical certificate-

i) Eamed leave- can be availed of on medlcal grounds The amount of such leave granted
shall be dabited from the earned leave account of the faculty member.

i} Extra ordmary Leave- In case .suf_ﬁglen_t Earned Leave is not available in account of
faculty member, EOL may be granted as Medical Leave.

18 Leave and e:rteu-_sion of leave in emergency

a)  In extraordinary cases of medical emergency/other emergency an email communication
should be made to the respective controlling officers requesting for leave or extension of
leave. A copy of email communication shall be marked to Establishment Division of
Administration for references and records.\ . '

19 Power to relax

a) Where the Executive Director and CEO is: satlsﬁed that the operation of any of these rules
caused under hardship in any pamcular'case for reasons to be recorded in writing, he/she
at his/her discretion, may dispense with.or relax the requirements of that rule to such extent
and subject to such exceptions and tlons as it may consider necessary for dealing
with the case in a just and equitable mariner.

b)  Where any doubt arises as to the mterpretatron of these rules, decision of Executive
Director & CEO shall be final. . e

20 Allthe faculty members officers and staff members of the Institute are required to adhere
- the aforesaid rules TR

21 This issues with the approval of the competent authority.

(Col Paneet Kumar Arora). -
- Deputy Director (Admin)

Copy to: R S . . _
1. Executive Director, ATIMS, Rajkot -‘:"_ R Comg;h:t(?:gam’r&.
2. All Heads of Department, AIIMS, Ra]k’ :’. | WT;W(WH 3’;"0 Eiidmmi“)'
3. DDO, AIIMS, Rajkot. <A AIIMS Rajkot - 360 001. Gujarat.
4. Deputy Medical Superintendent 1 & II IMS, Rajkot. ] :
5. Administrative Officer, AIIMS, Rajkot. - * -

* 6. Consultant Finance, AIIMS, Rajkot. - S
7. In-charge IT Cell for uploading the same on AIIMS, Website and circulation to all

regular staff members through Webmarl

Temporary Campus, Opposrte PMSSY bleck, PDU Medlcal College, Civil Hospital, Rajkot, Gujarat
360001 Permanent Campus: Village: Khandherl, Tehsil- Paddhari, District Rajkot 360110

_ \q/ dda. alimsra;kog@gmanl com




ufilet eurella mleg[asuat Arllat, ews?la
) l_of Medical Sciences, Rajkot

Appendix A

~ Application for Casual Le,a'yé-:(iCL)lRestricted Holiday (RH)
Permission to Leave HQ required (Yes/No)

1. Name of the Applicant
2. Designation and Department :

Tartrr e e s R

. I R T I R I R R N A I I I I

..........

' Nature/ type of Date of leave _ No. of days Purpose of
- leave From Te ' leave
Casual Leave
Restricted Holidays
3. Sunday/Holiday, if ahy proposed fo be : . Preﬁxed ......................... Suffixed:

.....................................

Slgnature of Controlling Officer

CL and RH Record

Dates of CL- " Dates of RH

CL-7 | CL-8 | RH-1 | RH-2

CL-2 CL—3 CL4 [CL5. [ C

VV/ Note-In case of % day CL, 2 dates in eé-ch: column is to be indicated
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Appendix B

- Application for Earned Leave/ Medical Leave/.
.Extra Ordinary Leave/ Maternity L_eaVe/ Paternity Leave Permission to leave
HQ required (Yes/No)
. Name of the Applican:...................... e e
. Designation and Department: | .

1

2

3. Nature/Type of leave :...........
4, Period of leave - -‘:From
5
6
7

.......................................

Signature of Applicant

10.Remarks of Sanctioning Authority: Sanct’i,c:)‘iig?td_‘ / 'Not'Sanctione'd

.......................................

Signature of Applicant

For Administrative Use Only

,.EL‘ in Account:
El Applied for:

El B?,lance: V
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Appendix C

Apphcatlon for Child Care Leave -
(To be submitted before 15 days of aveulmg child care leave)

4. Proof of date of birth in favour of Mll’lOI‘ chlldren avallmg child care leave:..

5. Date on which chiid will be attamlng 18 years .......................................................
6. Is the child among the two eldest chlldren ' Yes/ No

7. Period of leave : From.. TO ........... Number of days:...............
8. Sunday/Hollday, if any proposed to be Prefixed .................... Suffixed:......................
9. Purpose for which leave is applied for TSP
10. Total child care leave availed till date e e ‘
11 Whether penmssmn to leave HQ requlred Yes/No

7. If Yes,Address and contact number durmg leave period ..o,

.......................................

Signature of Applicant

9. Remarks of Reco_r_nmending Authori_ty: ‘R;éco_lllil}_linended / Not Recommended

Signature of Applicant



Appendix D

S Office Order/fmfm e
| ﬁ .............. %1 ...... (13 T N, ( W)aﬁﬁmganmmfﬂﬁfﬁwaﬁ%ﬁ
g & It
Sanction of the competent authority for followmg leave(s) is granted
120 (Name) ........ B TN Designation)
get o E IR ) Y
(afim Penod dear | e Ll Balance Leave at
AT/ Number = | J3TA FRIWTR Credit
affore - | ofdays | Prefix En
e Type s |me
_ Suffix fafx
of Leave -
(Earn | _ Date
Leave/ ' .0.01..
Commuted joraing
Leave . after
I leave
® % (to) | (E) | (HPL)
1 2 3 4 5 6 7 8

2. 5% s s 3 e 3 37 i R St v s S g ot e
He/She is permitted avail prefixes- and sufﬁxes as mentioned above w1th permission to
_ leave headqua.rter :

L3, %Wﬁa%mm%aﬁaﬁ%mﬁ?ﬁwqﬁaﬁ?ﬁémﬁmm&@malamaﬁmmﬁqrmsﬁﬁqar

mwwﬁmﬁgﬁﬁﬁﬁaﬁaﬂm%/eﬁaﬁrﬁﬁw STIHIETE ST T2 1 T e a6 Rorar &/ a0
' F‘h‘ﬂ :

Certlﬁed that he/she would have continued in the same post and same place held before

proceeding on leave and he/she has Jomed/\mll _]011’1 his /her duty on the post as indicated
above. S

(arferprdy = T T T
Name & Signature of Officer

frawor / Distribution
1. wrsifire sRrrt / e

- Concerned Officer / employee
2, wwifer sifeeRt / Fiem a:ﬁm?r fafear

Personal File of Concerned Ofﬁcer /ne‘mpl yee-
3. et At ' :

- Administrative Officer
4. Frfey smew gfem

Officer Order Book
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Appendix E

SUB: Joining Report after availin Vacatlon/ Earned Leave/ Medical Leave/Extra

Ordinary Leave / Maternity Leave / Paternity Leave

frtieserareerernesnnions 10 JOURRO OO il .,.'h_ereby report for duty

Date: oot e
- Signature & Name of Employee
Cernﬁcate I_)x Head of Dept
Certified tat MUMISMS/DE............coovt sy joined the department in FN/A.N
OfLi et o |

Signature of HoD

Copy ta: Establishment section

vy



