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. Notification

All the teachers of the university are informed that before applying for any kind of leave, it will be mandatory for
all the teachers to follow the following rules under the leave rules of the University Grantq Commission Regulation 2018.

'

l. Commuted l,eave :

;

Commuted leave, not exceeding half the amount of half-pay leave due, may be granted to a permanent teacher on

the basis of medical certificate from a registered medical practitioner subject to the following conditions:

(i) Commuted leave duping the entire service shall be limited to a maximum of 240 days;

(ii) When commuted ledve is granted, twice the amount of such leave shall be debited against the half-pay leave account;

and

The total duration of earned leave and comrnuted leave taken in conjunction shall not

time;

exceed )40 days, at a

2. Earned Leave

(i) Earned leave admissible to a teacher shall be:
(a) 1/3Oth ofthe actual service, including vacation; plus
(b) l/3rd of the period, if any, during which he/she is required to perform duty during the vacation. For
purposes ofcomputation ofthe period ofactual service, all periods' ofleave except casual, special
casual, and duty leave, shall be excluded.

(ii) Earned leave at the credit ofa teacher shall not accumulate beyond 300 days. The maximum period
ofearned leave that may be sanctioned at a time shall not exceed 60 days. Earned leave exceeding 60
days may, however, be sanctioned in the case of higher study, or training, or leave with medical certificate,
or when the entire leave, or portion thereof, h spent outside India. l

For removal of doubt, it rnay be clarified :

L When a teacher combines vacation with earned leave, the period of vacation shall be reckoned as leave
in calculating the maxitnum amount of leave on average pay which may be included in the particular period
of leave.

2. Incasewhereonlyaportionoftheleaveisspentoutsidelndia,thegrantofleaveinexcessofl20daysshallbe
subject to the condition that the portion ofthe leave spent in India shall not, in the aggregate, exceed 120 days.

3. Encashrrent of earned leave shall be allowed to members of the teaching staff as applicable to the ernployees of
the Central Government or State Government.

3. DUTY LEAVE:

i. Duty leave upto 30 days in an academic year may be granted for the following purposes:

( iii)
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(a) Attending Orientation Programme, Refresher Course, Research Methodology Workshop, Faculty Induction .
Programme, Conference, Congresses, Symposia and Seminar, as a delegate nominated by the university or with
the permission of the university/college .

(b) Delivering lectures in institutions and universities at the invitation of such institutions or universities received by
the university, and accepted by the Vice- chancellor/principal of the College.

(c) Working in another Indian or foreign university, any other agency, institution or organisation, when so deputed
by the university/Col lege.

(d) Participating in a delegation or working on a committee appointed by the Central Government, State
Government, the uGC, a sister university or any other similar academic body.

(e)Forperforminganyotherdutyassignedtohim/herbytheuniversity/college.
ii. The duration of leave should be such as may be considered necessary by the sanctioning authoriry on each

occasion.

iii. The leave may be granted on fullpay, provided, that if the teacher receives a fellowship or honorarium or any
other financial assistance beyond the amount needed for normal expenses, he/she may be sanctioned duty leave
on reduced pay and allowances.

iv. Duty leave may be combined with earned leave, half pay leave or extraordinary leave, or Casual leave.
v. Duty leave should be given also for attending meetings in the UCC, DST, etc. where a teacher is invited to share

his/her expeftise with an academic body, government agency or NGO.

4. Casual Leave

(i) The total casual leave granted to a teacher shall not exceed eight days in an academic year.
(ii) Casual leave cannot be combined with any other kind of leave except special casual leave. However,
such casual leave may be combined with holidays including Sundays. Holidays or Sundays falling
within the period ofcasual leave shall not be counted as casual leave.

5. Soecial Casual Leave

(i) Special casual leave, not exceeding l0 days in an academic year, may be granted to a teacher:
(a) To conduct examination of a university/Public Service Commission/Board of Examination

body/institution; and
(b) To inspect academic institutions attached to a statutory board.

or any other similar

(ii) ln.computing the l0 days'leave admissible, the days of actual journey, if any, to and from the places where
activities specified above, take place, will be excluded.

(iii) ln addition, special casual leave to the extent mentioned below, may also be granted;
(a) To undergo sterilization operation (vasectomy or salpingectomy) under family welfare programme. Leave in this
case shall be restricted to six working days; and
(b) To a female teacherwho undergoes non-puerperal sterilization. Leave in this case shall be restricted to l4 davs.
(iv) The special casual leave shall not accumulate, nor can it be combined with any other kind of leave excepi the
casual leave' It may be granted in combination with holidays or vacation by the sanctioning authority on each
occasion. .

i6. Maternity Leave \ 
:

(i) Maternity leave on full pay may be granted to a woman teacher for a period not exceeding I 80 days, to be availed
of twice in the entire career. Maternity leave may also be granted in case of miscarriage, iniluding abortion, subject
to the condition that the total leave granted in respect of this to a woman teacher in her career iJnot more than +S
days, and the application for leave is supported by a medicalcertificate. ,

(ii) Maternity leave may be combined with any earned leave, half-pay leave or extraordinary leave, but any leave
applied for in continuation of the maternity leave may be granted if the request is supported !y a medical certificate.

7. Chikl-care Leavq 
.

:

Woman teachers having any minor child/children may be granted leave up to a period of two:years for taking care of
the minor child/children. The child-care leave for a maximum period of two years (730 days) may be grant;d to the
woman teachers during entire service period in lines with the Central Government woman employees. In the cases,
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where"the chiid-care leave is granted for more than 45 days, the University/College/tnstitution may appoint a part-

'time / guest substitute teacher with intimation to the UGC.

8. Paternitv L,eave

Paternity leave of 15 days may be granted to male teachers during the confinement of their wife, and such leave
shall be granted only up to two children.

,

9. Adgntion le?vq

Adoption leave may be provided as pgr the rules of the Central Government.

(a) All the teachers are requested that after availing the duty leave, commuted leave and earned leave, you should submit
Joining report through your HOD/Dean to the Adrninistration.

(b) Apart from all the above mentioned leaves, before applying for any other leave, the rules mentioned in the University
Grants Commission Notification 20 l8 should be followed.

---
Registrar (Adm
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Assistant Registrar (Admn. l)

j

This notification is being issued as per the orders of the competent authority
l

i
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Copy to information please- :

1. All Dean/Head of the depaftments
2. PS to VC/Registrar/Finance Officer
3.System Administrar-with a rqquest to post it on the University Website.
4. Office Order File . 
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