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Sub: Modification in Leave Rules
---

A few issues have come up on implementing Leave module of SAP. These have been examined and we are to convey the following modifications in the Leave Rules:

1. Earned Leave (EL) – EL is credited at the rate of 8 days for each completed quarter of service. Accrual and crediting of EL is reduced @ one day for every 11 days of Leave or Absence without pay. The period less than 11 days is carried over and added to subsequent period of such Leave or Absence without pay to determine block of 11 days.  

In partial modification to the above provision, for accrual and credit of EL for the period of Leave or Absence without pay, a fraction of 5 days of such Leave or Absence without pay would be ignored; and for a period of 6 days or more upto 11 days, accrual of EL shall be reduced by full 1 day. This rounding off shall be applied only on 1st January for the previous four quarters of the calendar year. In case of separation from service, the rounding off shall be applied on the last day of service. 

2. Special Leave Without Pay (SLWP) for Female employees to join husband – SLWP is admissible for a maximum period of 3 years during entire service and can be availed for a spell not less than one year at a time. 

The following modifications have been made with immediate effect:

· The existing restriction that SLWP can be availed for minimum spell of 1 year has been relaxed and it has been decided to allow SLWP to join husband in a spell that should not be less than a month. 

· However, this leave can be availed on a maximum of 3 occasions during the entire service.

· EL in credit, at the time of granting SLWP, shall be first adjusted and the balance period would be treated as leave without pay.

· If a female employee has availed this leave in the past in different spells, each spell shall be counted as one occasion irrespective of the period of leave during the spell. The provision of maximum of 3 occasions shall also apply in these cases. 

3. Child Care Leave (CCL) – CCL is admissible for a period not exceeding 2 years during entire service and can be availed in spells of 6 months or more. Following modifications have been made with immediate effect:

· CCL may now be availed in a spell that should not be less than a month. 

· However, it shall not be allowed on more than four occasions during entire service.

· If a female employee has availed this leave in the past in different spells, each spell shall be counted as one occasion irrespective of the period of leave during the spell. The provision of maximum of 4 occasions shall also apply in these cases. 

4. Sanctioning Authorities – The grant / sanction of ‘SLWP to join husband’ and ‘CCL’ should be in consultation with HR Dept. The sanctioning authority for grant of both these leaves shall be Region/Unit/State Office/Location Head in Gd. ‘H’ & above. For employees posted in Divisional HOs, the sanctioning authority shall be Divisional HR Head i.e. ED(HR)/GM(HR). 

Other provisions of the Leave Rules shall continue to be admissible without change.
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