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LEAVI] POLICY

REGULATTONS GOVERNING THE KIND OF LEAVE AND OTHER CONDITIONS FOR GRANT OF'

I,EAVE TO VACATION AND NON.VACATION STAFF

1. SHORT TITLE AND COMMIINCEMENT

These Regulations shall be called "l.EAVFl RULllS IrOR RIIGIJLAIl FlMPt,OYEIiS" and shall

come into force from 01/01/2023.

2. APPLICABILITY

These Regulations shall apply to all regular employees of llGU, other than the following:

[al Adjunct faculty
(bl Visiting facu lty
(c) Honorary advisors to the tJniversity

[d) Whose te rms of appointmel']t do not include thc benelit ol lcave

3. DEFINITIONS

(i] 'Competent authority' neans the Vice-Chancellor or any othcr authority spccifically

empowered by hinl to sanction leave to thc enlployec concerned.

(ii) 'Year' means calendar year [January to December), except for Academic l,eave which

is maintained on basis ofAcademic Year (July to June)
(iii)'Month' means calendar month, provided that for reducing crcdit of Casual Lcave or

Earned Leave or Medical Lcave on account of Leave Without Pay availed by an

employee, cvery shall month shall be deemcd to havc 130 days

(ivJ'Vacation Staff" includes tlle teaching stalf viz. I)l'olissot s, Associate P

version
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Intended Recipients

All staff members of RGU [except sup port staf0
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Vacation Staffl includes Vice-Chancello r, Deans/lleads of Schools, Directors,

Principals, Vice-Principals, Associate Directors, 0ffice of Controller of Examinations

and administrative stafi An)/ other teaching staff holding full timc administrative
responsibilities will also be included in the Non-Vacation Staff.

4. KINDS OF LEAVE

(aJ Casual Leave

(bJ Medical Leave

(c) Earned Leave

(d) Vacation Leave

[eJ Academic Leave

(f,) On-Duty Leave

(g) Maternity Leave

(hl Extra-ordinary leave [with Iien)
(i) Short Study Leave

(j) Any other kind ofleave, as approved by the competent authority from time to time

5. DISCRETION TO GRANT OR REVOKE LEAVE

Leave cannot be claimed as a matter of right. Discretion is reserved to the
authority empowered to sanction leave, to refuse or revoke leave at any time
according to the exigencies of the University's work,

6. GENERAL CONDITIONS FOR LEAVE

6.L Any holiday, Saturday and Sunday falling between any of leaves/leave without pay

will be treated as a part ofthe leave/ leave without pay, as applicablc.
6.2 An employee, on leave, cannot take up any service or employment elsewhere.

6.3 Unauthorized absence from duty after expiry of leave renders an employee liable for
disciplinary action.

6.4 No employee shall leave the station without the prior permission oF the competent
authority, The employee shall inform the authorities about his/her address and

contact phone numbcr during thc days of absence.

6.5 In case of an employee leaving the country during thc leavc periocl, sanction of th(r

Vice-Chancellor/Char.rcellor will be required, ilrespective of the type or duration of
Ieave.

6.6 All leave rules shall be in reference to a calendar year.

6.7 All leave rules shall remain susBc-nded once/afte r an s-tt]llIll his/he r
resignation/notice of resignation or gelsl]lrh_a_!_attee frorn tlc llo ty-

7. CASTJAL LOAVE (CI,)

Vacation Staff & Non-vacation Staff
,l a"y.t p". half ycar'

[1'otaI - B tlays pcl r;alcndal ycar')
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7.1 In respect of a new joinee who joins the service of the University, the cL entitlement

during the first year of his employmcnt, will bc dcte rrr, incd on the pr0-ratla basis 0f
period ofservice rendcrcd by him/hcr fron the datc ofjoining.

7.2 Regular employees stationed outside (iuwahati will also be grantcd CL (@ 4 days per

half year.

7.3 CL is intended for short duration. It cannot be granted for more than 2 (two)
days at a time / maximum twice in a month.

7.4 Cl. rnay be tal(en in terms of Yz d,ay, for the first or the sccond half of a day, thc first

half ending with the conclusion of thc lunch interval and the second hall beginning
with the commencement of the lunch interval,

7.5 CL cannot be combined with any other type of leave, but can be prefixed or
suffixed with holidays/vacation/weekly-offs of duration of not more than 3

(three) days.
7.6 Unavailed CL cannot bc carried forward to thc itext calcndar year and cannot bc

encashed. The CL not availed upto 31$ December, will lapse,

B, MEDICAL LEAVE (ML)

Vacation Staff & Non-Vacation Staff
6 days per year
(Total - 6 daysJ

8,1 In respect ofa new joinee who joins the service ofthe University, the ML entitlement

during the first year of his cmployment, will bc de tcrmined on thc pro-rata basis ol
period olservice rendered by him/her front the date ofjoining.

8.2 ML application for beyond 2 (two) days, will be accompanied by a medical

certificate from a registered medical practitioner, Sanctioning authority may

take second medical opinion if it is necessary.

8.3 ML can be taken in combination with EL only, in case of emergencies.

8.4 ML may be taken in terms of 1/z day, for thc first or the seconcl hall ol a day, the fi|st
half ending with the conclusion of the lunch interval and tlle second half beginning

with the commencement of the lu nch intcrval.

8.5 Unavailed ML cannot be carried forward to tlre next calcndar year and cannot be

encashed. The ML not availed up to 31'r Decembcr, will lapse.

8.6 Hostel wardens are not eligiblc for ML.

9. EARNED LEAVE (Et)

H ostel trVardcIrs Outstation
I.irnployees
Royal
I nfo rnt;ttio tr
(.entrc

15 days per half
year
(Total - 30 daysJ

B days in the 1* halfyear
and 7 days in the 2u'r half
year
(Total - 15 days )

Non-Vac:rtion StaffVacation Staff

5 days per half
year
(Total - 10 days)
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9.1 EL @ 10 days, 30 days and 15 days for Vacation StaFt, Non-Vacation Staifand Ilostel

Wardens respectively shall accrue from the date of joining of service but shall be

credited and be available from the date of completion of regular service of one year.

Again, EL will bc credited on next 1stday ofJanuary or.July proportionatcly at the

abovc ratc. Subsequently the leavc will bc creclited @ 5 days, 15 days, and I days/7

days respectively ott subsequent 1s January or 1* July on halfyearly basis.

9.2 500/o of thc EL accrued in a year shall be carricd forward next ycar, if not ava ilcd a nd

can be accumulated upto 30 days for Vacation Staff and 90 days for Non-Vacation

Staff. Therefore, in case of Vacation Staff and Non-Vacation Stafl the carried forward
leave will be equal to maximum 5 days pcl year and maxirnttrn 15 days pcr year

respectively.
9.3 EL will be granted for a maximum of 30 (thirty) days for vacation staff, or 60 (sixty)

days for non-vacation staff and 15 days for hostel wardens per year and not more
than 3 times in a year except on medical ground/special circtrmstanccs as

considered by the competent authority.
9.4 EL should be applied minimum 15 days before the date of leave with proper

approval and for a minimum of 3 (three) days at a time.
9.5 EL cannot be suffixed or prefixed with holidays/vacation/week-off of duration

of more than 3 (three) days. In case EL is applied either in prefix or suffix, thc

entire duration of holidays/vacation/week-off shall be included as a part of the

earned leave itsell
9.6 EL can be taken in combination with auy other I<ind of leave, except CI,,

9,7 Encashment ol ljl, will be on retirement, terntination or on resignatioll after 2 (two)
years of minimum service/confirmation of an employee, whichever is earlier, and

the encashment of EL will be calculated only on the component of basic pay of the

gross salary.

9.8 Earned Leave due to regular employee [who is not on prollatiorlJ oll the date oI

tcrmination of employnlcnt may bc allowed to bc cncashcd. Providccl that in thc

case of termination as a disciplinary measurc, thc authol"ity irnposing the penalty

shall pass orders as to whether such encashnrent may be allowed,

9.9 EL cannot be adjusted against the notice period.

9,10Earned Leave will NOT be granted during the ongoing classes (in case of
faculty members)/ during peak season (for non-teaching staf! except in

cases of extreme emergencies.

10. VACATION LEAVE (Based on scope/availability as per the acadcmic calendar)

10.1 Vacation leave will be notified on thc basis of thc acadenlic calcndar atld

reopening of new sessio ns.

10.2 The Summer Vacation will be availed in two phases and tlle Winter

also be availcd in two phases.

Vacation Staff
15 days of Sumrner Vacation

6 days of Winter Vacation

[Total - 2L days)

Non Va cill ior) Staff

Not a p plicab lc
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10.3 Vacation Staff shall have to be present for duty on the last day preceding the

vacation and on the first day following thc vacation, failing whiclr, thc cntire

vacation period may be treatcd as absencc fronl duties [l,cavc Without PayJ trnlcss

proper justification acceptable to the conlpetent authority, arc forthconring

10,4 Vacation cannot be combined with any other kind of leave.

11. ACADEMIC LEAVE

S. No. Cadre No. of clays

1 ILegistrar/Director/Principal/Dean/Professor timeritus/
Professor & equivalent

l0

,2 Associate l)rofessor & equ ivalent i:l

3 Assis[a nt I)r'ofcssor & ccluiv:rlt-'nt 6

4 Other academic/admin staff 5

11.1 The competent authority may grant Academic Lcave to attcnd an acadenlic

coniercnce/workshop/seminar etc.

11,2 This leave will be calculated on the basis of Academic Year i.e. July - June.

11.3 Maximum number of lcaves shall be rcstricted to 5 ffive) days at a time.
11.4 Availing of such leave shall be sublect to the following conditions:

o With prior approval through proper channel in the prescribed format.
o Submission of a copy of invitation letter/e-mail from the host

organization.
. In case of paper presentation at a national or international conference,

the employee shall be required to submit a copy of the full text paper

accepted. And shall submit a report on resumption of duties.

11.5 Academic lcave can be taken for maximum 3 times in a year in the ratio of 2:2:1
days or once availing full 5 days

11.6 Any weekend/holiday falling in between the academic leave shall not be counted

as a part of the leave.
11.7 For reimbursemcnt of expenses/registration etc., the Reimbursemcnt Policy nlay

be referred to.

12. ON-DUTY LEAVE

12.1 The competent authority may grant On-Duty Leave to perfotnl such duttes as

u nde r:
o To perform work of academic or technical nature such as evaluation of

answer scripts or conduct of viva-voice or sports activities like training,

coaching etc. (for sports personnel)
o To chair a session in a seminar/conference/workshop or represent the

University in a meeting as a moderator
. To deliver academic lectures at a University or College or any prolessional

institution.
. l'o attend meetings of any committec/board constituted by the

Governmcnt / Proiessional Bodics.

\d- s,r
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12.2 On-Duty / special casual leave may be granted on full pay, provided that if the

employee receives an honorarium or any other financial assistance beyond

the amount needed for trormal expenses, he/she will have to give S07o of the

amount to the University on a working day, On a non-working day 300/o will
be given to the university, excluding the conveyance allowance & TDS (if
deducted), In case, no revenue sharing is done, then these leaves shall be

treated as LWP

12.3 Maximum number of leaves shall be restricted to 5 ffive) days at a time

within India and 10 days abroad [to be approved by the Vice-(lhanccllor')

12.4 Availing ofsuch leave shall be subject to the following conclitions:

o With prior approval through propor channel in the prescribed format
o Submission of a copy of invitation lcttor/e-mail from the host ot-ganization

13. MATERNITY LEAVE

13.1 Regular female employees, after completion of 1 (one) year of minimum scrvice,

may be granted Maternity l,cave with full pay for thc first 4 5 days and hall pay lor

the next 45 days. Such leave for the same duration would, however, bc adnlissible

on not more than two occasions in the entire service, provided the rtumber of

surviving children does not exceed two.

13.2 Maternity Leave shall bc granted on production of requisitc nledical certificatc.

13.3 The Maternity Leave can be combined with Mcdical t,eavc [ML) and liarncd Leave

(EL). However, the payment of Earned Leave / Medical Leave shall bc given post

jo ining.
13.4 l'he leave may also be availed in two phases i,e in pre-llatal period and post-natal

period.

13.5 Vacation Leave overlapping with any portion of Maternity L,eave shall be counted as

Maternity Leave.

13.6 Maternity l,eave is not debitable in the leave account. IIowever, a record of such

leave will be maintained in the personal file of the staff concerned

13.7 lf the employee is entitlcd to bcnefits under thc IiStC, thc lcavc salary will bc

reduced by the amount payable by the ESIC for which documentary proof shall be

mandatory or a seli-declaratio n

13.8 Maternity Leave for 15 days only [with full pay) may also be granted in case of

miscarriage only after the first trimester. ].he application for leave has to be

supportcd by a medical certificate.'Ihis leave will bc gr-ar.ttcd maxinrunl twicc in

whole career.

14, PATERNITY LEAVE

14.1 Rcgular male cmployces, afte r completion of 1 (oncJ year of minimrtnl scrvicc, may

be granted Paternity l-eavc with full pay lor a maxinlum of 7 days Such leave,

howcver, be admissible oll not more than two occasions in the entire service,

provided the number ofsurviving childrcn does not cxcee.l two

14.2 Paternity Leave shall be granted on production of requisite medical

14.3 l'he Paternity l-eave cannot be combined with any other leave.

14.4 Vacation Leave ovcrlapping with any portion of Patcrnity L,cave shall bc

Patern ity Leave.
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14.5 Paternity Leave is not debitable in the leave account, llowever, a record of such

leave will be maintained in the personal file of the staff concerned.

15. EXTRA-ORDINARY LEAVE (WITH tIEN) DURING EMPLOYMENT/STI.IDY LEAVE

15.1 Extraordinary leave (with lien), ifsanctioned by the employer as per set procedure,

will assure the beneficiary (employee on leave) the same position in the University
on which he/she has been grated leave, after his/her rejoining the University.

15.2 An employee may be granted Extra Ordinary leave (with Iien) to acquire higher
qualifications or pursue a special line ol study or to undcrtake stucly or rcsearch or
other academic pursuit solcly with the objcct of increasing thcir proficicncy and

usefulness to the University and education system.
15,3 An employee, after confirmation ofservice, may be granted Extra Ordinary Leave

fwith Lien), subject to proper process and subsequent approvals from the

competent authorities ofthe Llniversity. This leave shall be leave without pay.

15.4 This leave will be granted to an employee for an initial period of one year only,
which may Further bc cxtended/renewcd on ycarly basis, subiect to rcccipt ol
application from the employee requesting extension and subsequent approval ol

the competent authorities.'l'he employee on lien has to submit the application for
continuity atleast 10 days prior to end of leave period. However, in no case, the

extension of leave shall be granted beyond 3 years.
15,5 If an employee remains absent beyond the period of leave originally sanctioned or

subsequently extendcd pcriod, he/shc shall lose his/hcr lien on his/hcr
appointment unless he/she (a) returns within ten days of the expiry of the leave,

and (bJ explains, to the satisfaction of the t-lniversity, his/her inability to return oll
expiry of his leave.

15.6 In case of extra ordinary circumstances, if an employee wishes to take lien again
after completion of 03 years, the second lien may be granted only when he/she
rejoin the university and completes the cooling period of one ycar, post which the

leave can further be extended.
15.7 This leave rnay be granted not more than twice during thc cmployec's cat'ecr.

However, the maximum peliod of Leave admissible dul'ing the entire service shall
not exceed 5 (five) years.

15.8 This t,eave shall not be granted to an employee who is due to retire within 3 (three)
years from the date on which he/she is expected to return after the expiry of this
Lea ve.

15.9 The last month salary or the security deposit or the EL encashmcnt, whichever is

higher, shall be kept as a deposit during the entire pcriod of leave ln case, the licn
is terminated by either the employee or the Univcrsity before its completion, the

amount kept as deposit may be released, subiect to approval and clearance of no

dues certificate.
15.10 Where Extraordinary Leave with t,ien or Study Leave precedes and/or follows

Saturday (where it is not working day)/Sunday or any othcr off-day applicablc to

the cmployee concerned/U niversity's Iioliday, then such Saturday/Su nday,/

Holiday, etc. will be treated as part of this Leave.

1.5.11 ln case, it is found that this leave is wrongly utilized or has been taken against false

reasons, the leave shall immediately be terminated by the University, which shall

lead to termination of the employee. In such cases, the management/U niversity
shall not be liable to pay/clear the ducs/deposit of thc ernployee.

16. SHORT STUDY LEAVE

.,\
16.1 Short Study Leave, for not more than 5 (five) days in o n e calendar ygar may be ' '1\

granted to an employee for completing work related to Ph.D, subjcct to sllbrnjs$jo'h" i!'ll, r. .\L' I



ofColroboratingevidcncefromthcconcerneduniversityolaCertificat0fronrthc
gu id e.

16.2 ihe leave may bc considcred only upon the writtcn recommctldation througll
proper channel after ensuring that all classes/worl< are adiusted against the

f-aculty/employee and that academic calendar/work is not disturbed'

16.3 The employee availing such leavc shall not be eligible for any other leavcs during

the approved leave Period,
16.4 Incasc Shor.t Study Leavc is cxhaustcd, thc additional days rlray bc adjLlstcd against

Et,, C1, [in the sarre order].

17. LATE ARRIVAL/EARLY DEPARTURE

17.1 Late arrival to the office (post 9:05AM) for 3 days in a month leads to 1-day

LWP.Therefore,adherencctotheofficetimingsandmarkingofattendance
(log in and log out) in the biometrics (face attendance) is mandatory'

77.2 t\ll faculty & staff mcmber.s of RcU arc allowcd carly cleparture only twicc a

month, Early cleparture means leaving one hour prior to the schcduled timc, in

case of emergencies. However, prior approval must be taken from Hon'ble

Vice-chancellor for the same else the early departure will not be allowed,

and will be adiusted against halfday leave/leave without pay, as applicable'
17.3 It is nlandatory to also mark attendance (like regular days) in the biometrics ill

case oF late arrivals/biomctt'ics, In case, an cmployce dcpa|ts early for morc than 2

days in a month will liave to apply for half day leave for that particular dayfs)'

77.4 An employee leaving early without prior inrormation will bc marked as LWP for

the day.
17,S The eirly departure & late arrival policy is only given as a facility in case of

emergencies. lt should not be treatcd as a right.

18. LEAVE APPLICATION PROCESS

I t].1 Subjcr:t to the tcrnts :rrrd conditions of arplloirltlncnt, ctttployccs will Ilo cligiblc for'

leavc ill at:col tlatlcc $,itl.l tlicsc RLtlcs, iis altlclttlctl l|olll tiltlc ttl titnc

18.2 An employcc who tlcsit'es to procccd ott lcavc shall :rpply in the hat'd copy

lcavc :rpplication / IiliP pr.ior- to availit)u tlre lcave. II1 cxtraordilral'y cases

whe|e for r.cason beyo d his/her control, it is not possiblo to obtaill pfior
s: tction, thc cnrployce will scok telephonic sanction fi'om thc compete,rt

authority; :rIrd on resumption of duty, apply in the hard copy leave

application/ ERP withitr llext three worhing days. ln casc tllc application for-

puit tn.tu s.llction rs 1ro1 sLrlltnitlc.l and/or sarrcliorlctl, lhc sal;rty 1-ot tltc lcavo

pcr.iorl will Itc cleclur:lcrl cvr-.n il thr: Cntployoo has sttflit:iont lcavi-' halarlctl jn

his/h e r clt:dit.
i tl.3 Thc steps to apply for lcavt: arc as uttdct'-

. The leave application is to be filled in by an cmployee (availarblc with

HR deptt.), prcfel'ably befbre availing lcave (for CL & ML only) [or
Ill,/Academic/othet'c:rtegoriesoflcavc,timcfr'rmcnrentionetlundel-
the spccific lcavcs arc to l)c followcd.

o To bc brought to thc HIi deptt. fol' filling rrp of 'l'cave Stirtus' bctwecn

3:00 PM to 5:00 l'M.
To be forwarded lry deParttnent coordinator/ HoD/ Hol/tl OS/Section

IIeads (:rs applicatrle), l:rtcst within 3 working days post availing the

leavc. In case of schoo ls/dcpartmcnts where both ttoDs & Hols '
av:rilable, thctr the application has to bc forwarded by both

%*,,, Ntr a"s$'441r_M



administrative staff nrembet's, it has to lrc signcd by thc Rcgistral, post

forwaxling by the sectional head.

To be sullmitted to tho HIt department
Vice - Chanccllor. oncc al:)provcd, it shall
via official entail.

for final upproval of Hon'blc
be intilrrrred to ttre nlcnrbcrs

18.4 KINDLY NOTE

o These steps are applicable for only those staff members of RGU who are

covered u nder the leave policy & benefits of RGU

. Before the final submission ofthe application to Hon'blc Vice-Chanccllor for

approval, the leave status should be filled-in and signed by the IIR
department,

o 'l'his process is applicable for all teaching & non-teaching staff members,

except Professor, Professor Emeritus, Deans & Principals. The senior

staff members, as mentioned, may send their leave applications

through peons/assistants and do not have to come personally to

submit the forms. l{owever, it is expected that they will allot alternative

arrangements of their classes/extra responsibilities if any.

. In cases of emergencies, the leaves ICL/ML only) may be applied within 3

working days post availing the leave.

. For earned leaves, the form has to come 15 days in advance (as per the

leave policy of RGU).

o There is a separate form to apply for any Academic Leave,

19. RESTRICTED HOLIDAY

19.1 0nly one restricted holirlay is allowed per member oi RGU in one calcndar

year.

19,2 All employees will have to makc alternate arrangements for their

classes/duties. In case, the person assigned responsibility need to take an

emergency Ieave, the RH will be postponed till further alternate

arrangements are done.

19.3 RH will be allowed after 6 months from the date of joininS.

19,4 The leave applications should be submitted to respective

H o Ds/coord inators/ Hols/Section Heads by the notified dates every year,

after which the applications will not be entertained.

19.5 Any further change in the approved restricted holiday can only be done

with prior written approval of Hon'ble Registrar and llon'ble Vice-

Chancellor.

19.6 No other leave/s can be prefixed or suffixed with RH. In case any other

leave is applied for, the RH will also be treated as a part of the same

leave.
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