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(Leave) Rules, l972 and amendments ther of Al India Institutes of Medlcal 801ences
Regulat1on 2019 Department of Personnel & Tramlng s Gazette Notification No. G.S.R. 1209
- (BE) dated 11/ 12/2018 and OM No. 11020/01/2017 Estt. (L) dated 30/08/2019, ATIMS, New
' D lh1 letter no. F 20 41/2020-Estt I (F‘C' ) dated Ol Jan 2021 on Credrt of Earned Leave in

 2) Purpose and Seope: -

8 All regular faculty members of the I 'ncludmg Nursing faculty of any other post
declared as- academlc post by the Standmg Academlc Committee and ratified by the Govemmg :
Body from tlme to time are treated as ser he_.vacat1on department.

b). The leave ent1tlement of _persons vacation departments are different from
Goverhlment Servants serving in depart ier than the vacation department. _

. €) The purpose of th1s document is to:provide 'delmes on different types of leave. ent1tlement

of; persons servmg 1n vacatlon departmen - institute. PR

d) ThlS pohcy shall apply to all regular: faculty - members : (Professor/Addmonal-

sor); Med1ca1 Superintendent, Additional

1pal College of Nursmg, Lectures/ Semor

- a) Casual Leave (CL) it
i) Casual Leave is not a recogmsed fo

Government of Ind1a An employee ol
pay is lnot 1nterm1tted

for-more: than 5 days at any one time.
d: of casual leave are not counted aspart,‘of;

v) Casual Leave should not normally be; g
v1) Sunday/closed holrdays fallmg duri




~ b) Restrlcted Hollday (RH) o
(o 1) Llst of Restricted Holiday for the ye
at the beginning of calendar year v
11) Each employee can avail any, 0_2,re‘st day.s.- S
c) Application for CL/RH v
~“An application from the. employ
his/her controlling officer... ... -
- Format for application is attached ‘A’
d) Controllmg Officer for CL/RH
i) Followmg will be controllmg ofﬁce 1ng of CL/RH —

Sr No." ~ .- Post Nam. - Controlling Officer

no_ti_ﬁedby the administrative authority —

subm1tted for obtalmng pr1or approval of —

1 Head of Department Med1ca1
- Supermtendent ‘and - Prm ollege of | Executive Director
‘Nursing. '

-2, |.Faculty in department whe d: of Dept. is
-t | posted/nominated. i L

| Faculty - iti ~ Department - wher HoD - is
R .:posted/nominat'ed L
40 ~Nursmg faculty

Head of concerned Dept.

Dean (Academics) _

Principal College of Nursing

on L/HR shall maintain a casual leave — -
i format and balance of CL/HR at the credit

11) The «controllmg ofﬁcers author1ze to
account of each employee 1n“th‘ fo

Vear i ol e LR Dates of RH
'Nameé ' and f~j“_c"L-a 5.| CL-6 | CL-7 | CL-8 | RH-1 | RH-2
":vdes1gnat10n RO A R N L
of . o EE A
employee S DR A
Note In case of 1/2day CL 2 dates -m'-each,column' is to be mdlcated

» 4) Earned Leave (EL), Vacatlon, Ha ay eave_r«(HPL), Commuted Leave (CML) and

leave not due (LND)

a) Earned Leave (EL) :
Earned Leave is ‘earned’ by duty EL
i)’ Durmg first year of service-
11)No vacatior can be avalled by he

faculty ‘memhers shall be: -

their ﬁ'rst"'year"o_f ‘service. They will be
"S-‘fOr each completed calendar month of

111) Monthm whlch faculty member omtment should be: 1gnored if the date of

summg appomtment 1s aft

redtted to an employee during first year in |

After one: year of servlce
1) Faculty member shall be el1g1ble to:

ion after completion of one—year contmuous
o serv1ce They are entltled to earmed a

'*..E.c.) E"a_rne‘d_‘ Leave .1_n lleu of H_‘al
\ shall be credited with earned leave
B0 -the first day of. January and’ July of:

Ad) Earned Leave in lieu of ur
:§':f:ent1tled to-additional earned lea
- “days of vacation not taken b
L cred1ted shall not exceed th

ance in two instalments of five days each on
: alendar year.



b) summer vacation: 60 days (Two hal

d) It shall also be énsured that- .
a) Atleast 50% of the faculty sha
b) The Professor and Additional "P fe

- c) ‘Heads “of Departments should 1

e) A faculty member ent1tled to. Vacatlon

g _’order of a competent authorlty to forg,

6)

5) Vacatlon . '
a)- Faculty members are ent1tled to av

| N workmg day) . ‘
c). To ensure smooth functlomng of th

.Calculatlon of Earned Leaver,i ' he
.. Total number of daysin Vacation

- Number of Els adrmss1ble agamst \Y:

sUmmer' and winter vacation for the period as
nmg approval of competent authority.
days each with one 1nterven1ng common

notlﬁed by Dean (Academics) afte

workmg day). = , ,
Winter vacatron-lS days (Two , days each with one intervening common

: lty can avail only one half each of summer -
" and winter vacation S : ' '

on duty at any given time
annot avail vacation together

angements for duties of concerned faculty
member during their absence. :

considered to have availed himself/herself of
e/she has been required by general or special
ch'Vacatlon or portion of a vacatron

a vacation ora portlon ofa Vacatlon

lled portlon of vacation

N Addltlonal Earned Leave entltledrln nvelled portlon of vacation-

. .} a) NO of daVS of unvelled Vacatlo er of days of EL adm1ss1ble (20)

a)

b) . 'In that case add1t10nal Earned Lea

| 8)"

3 ‘}b) Total no. of days of vacatron
= c) For i'o‘r_:l_e"f halfof ‘silnfrher" y'acatl_o
| ,"~'d)'fFjbfr-;6fre’haif of wiriter vacation-"
Ifa faculty member is prevented

- from' enjoying more than fifteen days
B ava1led hrmself of no port1on of the

=08 days
- =02 days

Addltlonal Earned Leave 1f facul

Earned Leave to be credlted ln
a) El in lieu of Half Pay Les

" the first day: of January and

) Elinlieu of unveiled portion
" ‘winter vacation- 2 days).-
) EL if faculty does not ava

_ portron shall be credited in su
_prevented from - ava111ng T
SRR 'competent authorlty provrde
S '_da6ys ina calendar year.

ance ‘in two instalments of five days each on
very calendar year.
catlon- 10 days (Summer vacation- 8 days and -

acatlon- Addrtlonal garned leave for unveiled .
portion of twenty days, if faculty member was
fifteen days of the vacation by order of
arned leave credited shall not exceed thirty




9)

10)

b)

11){

12)

b)

13)

 Hialf Pay Leave (HPL)

A every calendar year

| For part of half y year of the calend

'Other Leave DR

'Provrsron for other types of leave v

, Government employees

The 1nst1tute shall adhere to provrsr

Carry forward of Earned Leave » ‘ o
The carned leave at the credit of‘a facul member at the close of the previous half-year

shall be carrred forward to.the next half-year, “subject to the condition that the leave so
_ar do not exceed the maximum limit of 300

,‘Leave as per amendment in the CCS (leave)
0/01/2017- Estt.(L) dated 30.08.2019.In lieu,
cave which shall be credited in their account
each on the first day of J anuary and July of

Faculty members are not entitled any
rule 1972 notified vide DoPT OM.1
they have been allowed 10 days of ]
in advance in' two 1nstalments of fi

arned leave in liew of HPL shall be credited

at the rate of 5/6 days for each c alendar month of service after completion of

one year of serv1ce

While affordmg credit of earned le
off to the nearest day ‘

>

Commuted Leave (CML) "and"bl’ea
Since Commnted Leave and Leav'v

_ also linked. to HPL faculty members are
not entitled any CML or LND.

Ordmary Leave (EOL), Maternity Leave (ML)
Child Care Leave (CCL), and Work-Related
ty: members are similar to that of other

Paternity Leave (PL), Adoptlon
Illness and In]ury ‘Leave (WRII

_?CS (Leave) Rules 1972, as amended for all

employees m accordance w1th the s fication in AIIMS Act, Rules and Regulations.

Appllcatlon for Leave

Prior approval for avallmg any kmd ust be obtained from the leave sanctioning

authorlty

An apphcat1on through proper ch"‘

ds‘.: to be submitted before atleast 14 working
days from the date of commenceme ‘ o :

Format for appllcatron for all typ




N

a)

‘o 14) Channel for sanctlomng of Leave

The authonty to approve leave shall vest on Executwe Director & CEO

Followmg will be controlhng ofﬁcers f anctlomng of leave-

S No Post Name Recommendlng Sanctioning
. ; - ~ Authority Authority
i) | Heads of D_epar.tmcnt, _Dean," : Executive Director
| Medical Superintendent ~ .
Principal College of Nursing .- v
Faculty in department whete Head of concerned | Executive Director

|'Head of Dept is posted/nominate Dept

iif) ‘Faculty in Department where T

Dean (Academics) Executive Director
is posted/ nominated o

Principal College of | Executive Director
Nursing ‘

Nurslng faculty

e)

. authorrty/ author1zed person m the forrn

- Sanct1on order of Earned Leave: shall
iof faculty after ava111ng sanct1oned 1e )

A record of leave shall be rnalntarne
" the Estabhshment d1v131on ‘of_ dminist

Appendlx B

| Medrcal Leave shall be granted on: subm:

- An appl1cat10n for Teave on med

-~,J ommg after Leave

v'prlvate hospital recogmzed under CG '

7 A faculty member who has been grai

Leave sanctlomng order

Sanctron order - for - Leave shall: s"‘sned by the respective leave sanctioning

{ fﬁce Order

Y 1cate balance of Earned Leave at the credit

e sanctlonmg order format for Earned Leave
1s attached as: Appendlx ‘D’. S

service book of respective faculty member by |

Faculty after complet1on/return fro ' her. approved admlss1ble leave shall: submrt
his/her Joining Report of assuming chatge of the post to his/her Controlling Officer for
needful action. In case of non-receipt, of Ji oining Report, it shall be assumed that the faculty
member is absent from duty. Format for Jormng Report after availing leave is attached as

Leave on medlcal grounds o ‘ o
n of Medical Certificate.

cate made by the faculty member shall be
Form 3 issued by an Authorized ‘Medical

ent Hospital or by an Authorized Doctor of the
‘ tral Servrces (Medical Attendance) Rules,

accompamed by a med1cal certi
Attendant of the Institute ora’ Go er

1 944

retion, waive the productlon of a medical
ave “for a per1od not exceeding three days at a

a medlcal cert1ﬁcate of fitness before res

Leave sanctioning authorrty may secure Ondmedlcal opinion, if considered necessary.




~

;o
) There is-no prov151on for unearned leave o rnedrcal certificate. Following types of leave

are adm1ss1ble to faculty member ag_ Ve‘ on’ medical certificate-

1) Earned leave- can be avarled of on medrcal '.grounds The amount of such leave granted :
shall be dabrted from the, eame' 't of the faculty member.

ii) Extra ordlnary--Leave- Incase

 ordinar; : iarned Leave is not available in account of
faculty member, EOL may be grante

ledical Leave.

18 Leave and extensnon of leave in em £

a) In extraordmary cases of medlcal em_ ‘gency/other emergency an email communication
should be made to the respectrve conti lling “officers requesting for leave or extension of

leave. A copy of email commumcatlo shall be marked to Establishment Division of -
Admrmstratlon for references and C

19 Power to relax

a) Where the Executlve Dlrectorkand C
caused under hardsh1p in any parti
at his/her discretion, may dispen
‘and subJect to such ‘exceptions and
with the caseina Just and equitabl

sfied that the operation of any of these rules
fot reasons to be recorded in writing, he/she
lax the requirements | of that rule to such extent
"as it may consider necessary for dealing

b) Where any doubt arises as to the it

e_tation. of these rules, decision of Executive
Director & CEO shall be final. - L . ‘

20 Al the faculty members offlcers and staff »members of the Institute are required to adhere
the. aforesa1d rules v

21 This iss‘ues- .with-the apbroval.of the apeten _authority.

(Col P neet Kumar Arora)
_ Deputy Director (Admin) .

Copyto: . ‘

' l.p}l;)xecutlve D1rector AIIMS Ra_]ko'" v COTﬁ:‘ﬁ;ﬂ:tf mam’ra,
2. All Heads of Department, AIIMS Ra'yi bl ﬁr&m (s 2’3;’0 ?,';imr (Admin),
3. DDO, AIIMS, Rajkot. = e AIIMS Ra]kot -360 oo1° Gu1arat
4. Deputy Medrcal Supermtendent & IMS, Rajkot.
5. Administrative Officer, AIIMS, Rajko c

6. Constltant Finance, ATIMS, Rajkot. SR :
7. TIn-charge IT Cell for uploading the:sam “AIIMS, Website and circulation to all

regular staff members through webmarl-. .

' dlcal College, Civil Hospital, Rajkot, Gujarat
¢hsil- Paddhari, District Rajkot 360110
@gmail.com

Temporary Campus, Oppos1te PMSSY block‘ P
360001 Permanent Campus: Village: K
- dda




Appendix A

Nature/ type of Date of lea ] No. of days Purpose of
“leave | From I ~ leave
Casual Leave
Restncted Hohdays
3. Sunday/Hohday, 1f any proposed to b ﬁ}iéd:‘ ......................... Suffixed:
4. Addfess and (v:bnta'cf't'r'iumber during 1
Nameand Signature of Reliever:
DAL . v ervieieinseanemeeeneee L e
o Signature of Applicant
5. Remarks of Controlhng__Ofﬁcer San Not sanctioned
]w)at,e; .......................................................................

Dates of R Dates of RH

CL-2 | CL3 | CL-4 | CL7 [ CL8 |RH-1 |RH2

\V Note-In case of %fday CL,2 déttéS’,ili-f,eiiéjﬁ 61i1i1’1'n is to be indicated
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All im&m Emtwu@@ of Medical Sciences, Rajkot,

Appendix B

Apphcatlon or Earned Leave/ Medical Leave/.
Extra Ordmary Leave/| Maternity Leave/ Paternity Leave
.Perrms,s;o_n to ‘le_ave HQ required (Yes/No)

Name of the Apphcant .............................................................
DemgnahonandDepartment _' ; O P U PP
. Nature/Type Of leave fliiiiiiidt i e

. Perlod of leave , v : ~ To..cssrversseesenenn Number of days.......ooeeennnen

8. Date of return from last leave. verennpeviie . fereenreeas Duration of last leave:..... ....‘.days

Name and Sighatur_e of Re,lie‘\_./er:

Date:..

- Signature of Applicant

v 9 R arks of Recommendlng Authorlty Recommended / Not Recommended

4 . Signature of Reeqmmending‘Authority

10 Rettiaiks of Sanctioning Authority: Sanctione / ’Qt:"Séthioned‘

Signature of Sanctioning Authority

‘s'tr'ati\}e Use Only

& ‘:EL'm'Aec'ount
“El Applied for: .

Zene of i
R\x\\; ek Bala‘nce‘




2fTiet euidla. wRyfEsiiet e, Awsle,
“All India Institute of Medical Sciences, Rajkot,

Appendix C

Apphcatmn for Child Care Leave -
(To be submltted before 15 days of availing child care leave)

1. Name of the Applicaht

2. Desxgnatlon and Depanment :
3. Name of the child for whom child care leave is apphed BOT Turtarereee et eeesee st rr e e teeeenaeeeae
4. Proof of date of birth in favour of Mmor chlldren availing child care leave @...........cooeiiiiiiiiinn

: '5 Dateonwhlch ch11dw1llbe attamlng 18 years :

-9, Purpose fOI‘Wthh leave is apphedfor ....... e vieeaeeneenianenshy
10. Total ch11d care leave avalledtlll date‘ PRI P P PPPRRRRS

Signature of Applicant

9, : Remarks of Recommending Authority: Reeommeodeq / Not Recommended

Datel. .. iveiviiiinnieens L e s
' ~Signature of Recommending Authority

10Remarks offsenctiooiﬁg Authority: Sahctibh'eq /Not 'Sa"nc‘tioned’

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

‘ Signature of Sanctioning Authority




Appendix D

Sanction of the competent authority for followmg leave(s) is granted

£ iereaecinninnens Lo, (Name) .o.enien e evasneaioraranasaes Designation) :
(@Rt® | Period B L AT EE Balance Leave at
smww/ | Number: | FTFT HEAR Credit
R | ofdays refix mg::ﬁr |
W)Type R I R Suffix ffr
of Leave R
(Earn . , e . Date
 Leave/ R of
Commuted ‘ I BN joining
Leave . i : ~ after
3 @ (t0). T [@y  [@eL)
S | (orm) | o g < 1
1 2 5 6 7
2 ﬁmﬁw%mwﬁwmﬁ T T BigA S SR it Sl 3

He/Shie is permitted avail preﬁxes and sufﬁxe as. mentloned above w1th permission to
', leave headquarter . e

3 a%wﬁm%mw%ﬁaﬁémw:ﬁﬁaﬁ

| [ ”ﬁamm@@mammmww :
’ mwwwﬁﬁ%&aﬁaﬁm%/sﬂaﬁta—zﬁaﬁa?maﬁqawmmwm%/m

SN\I

. é‘i“ : P
v T

" Certlﬁed that he/she would have contmued in he same post and same place held before

- proceeding on leave and he/she has Jomed/wﬂ 01n his /her duty on the post as indicated
above. ..

(aqﬁmrﬁ <51 T T TR
Name & Slgnature of Officer

ﬁ’crwr/ Distributioh o

L. wrfir it / el

" _Concerned Officer / employee

2 wﬁm st / = it e .

Personal File of Concerned Ofﬁcer,‘ e
~Administrative Officer

4, e e IR o

Ofﬁcer Order Book

"
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SUB: Joining Report after availing Vaéa ion Eé’rned Leave/ Medical Leave/Extra
Ordinary Leave / Maternity Leave / Paternity Leave

summer/winter vacation/

: Earned ,Leévé(Medigal Leave/ Extra Ordinary Leave/ Maternity Leave/ Paternity Leave w.e.f.

e by ~ report for duty

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

Signature of HoD

Copy to: Establishment section




