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,A leave card shall be maintained by all Teaching and Non-Teaching staff which will be kept in office as 
a record. All Teaching and Non-Teaching staff shall get the sanction to leave, before utilizing it. If prior 
Ssanction is not taken then it will be treated as Leave without pay (LWP). It is applicable to all kinds of 
leaves. (Except emergency with intimation to Principal). 

New leave policy 

All Teaching and Non-Teaching staff is entitled to get 12 casual leaves (CL) per year (Jan. -Dec.). 
3 All Teaching and Non-Teaching staff is entitled to get 10 ful pay medical leaves (SL) per year (Jan. 

4. Maximum 2 consecutive CL will be permitted at the HOD'S level. 

5. Up to 3 consecutive CL will be permitted with Principal prior permission. 
6. After 10.05 AM thumb will be considered as late mark. Maximum 3 late marks will be allowed in a 

month. For more than 3 late marks half day CL will be consumed. If CL is not in balance, it will be 

treated as LWP. 

Registrar 

7. Movement register will be kept in the office. The teaching and non-teaching staff, who are going 

outside the college have to enter their names in the movement register. 

Mr. Hemanth Kargar 

Date: -0I/04/2024 

8. Compensatory off (CO) will be entered in the leave card by the office and can be utilized with prior 

permission. 

9. Duty leave (DL) will be permitted with prior permission of the principal. DL will be sanctioned only 

after submission of required documents. 
10. Study leave may differ from case to case with the Management decision. 
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