AWADH CENTRE OF EDUCATION
Comm-IT Career Academy
Institute of Vocaticnal Studies

(academic units of Awadh Public Charitable Trust)

LEAVE RULES
(Effective from Aug. 1, 2020)

1. Objective

The objective of these rules is to formalize the grant of all types of leave to which permanent /
regular employee of ACE's Insiitutions is entitled. This will also provide an insight to all
employees into their zntitlement of leave, depending upon the nature of their employment

2. Applicability

These leave rules (LR) shall be applicable to permanent /regular'employee (Teaching & Non-
Teaching staff) of the Awadh Centre of Education (ACE) subsequently started in future in thiz
campus and henceforth shail be known as ACE employees.

3. Type of Leaves g

Casual Leave (CL)

Special Casuzl Leave (SCL)
Duty Leave (DL)

Restricted Holiday (RH)
Maternity Leave (ML)
Earned Leave (EL)

Medical Leave (Med.L)
Study Leave (SL)

&

*  Vacauonsg (Summer & Winter)
Winter Break. (during 22™ Dec. to 6" January)
Surnmer Vacation (during 1% June to 14" July)
{wiil_be followed as per University noims in_accordance with .the Acac Calender of the year
concerned)

4. Classification:

5.3

All mployees of ACE institutions shall fzil under one of the two categories mentioned below: -
0 Teaching Staff
. Non-Teaching/Administrative Staft

The designation, sa'ary, ptace and time of work shall have no bearing / effect/influence while
placing any staff in one of the two categories menticned above.

1 Teaching Staff: Directors, Principals, HCDs thcse whe are appointed / engaged to teach

regularly as per syllabus teaching schedule (Time-Table) fall under category of “Teaching
Staff”.

Nan-Teaching / Administrative Staff: The employees / Salaried persons working in the Awadh
Bhawan Campus in any capacity will be as Non-Teaching Staff including library staif
Lzboratory aitendants/ assistants/Lab. Technicians etc

All employees / salaried persons (Teaching & Non-teaching) will get their salary wef
01.058.2018 as per attendance record maintained | e gministration through Bio-Matric
System/prescribed format of leave application U
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6. Procedural Guidelines
5.1 Leave year (academic sessicn) shall run from 18 August to 31 July of every academic year.
8.2 Leave of any kind or description cannct be claimed as a matter of right by an employee.

6.3 When the exigency of the service so demands leave of any description may be refused or
revoked by the leave sanctioning authority at any time. In case a teacher recalled to duty before
the expiry of his leave, such recall to duty shall be treated as compulsory in ail cases.

5.4 Leave has to be earned by period spent on duty only and then availed at the discretion of
competent authority.

6.5 Prior approval of the competent authority is essential before availing any type of leave, except
in case of grave emergency.

6.6 Leave begins on the day an employee proceeds on leave and ends on the day previous to the
day on which duty is resumed; except in case:of half (1/2) day casual leave which comprises of
minimal working hours of 4.5 hours.

5.7 No leave can be accumulated and shall lapse at the end of accounting year.

6.8 No leave can be encashed by an employee.

6.9 Sundays and holidays can be prefixed or suffixed to the leave. Such prefix/suffix days shall not
be considered as leave.

5.10 No compensatory leave shall be admissible in lieu of any duty performed in the over zli interest
of the institution/organization

6.11 Leave availed over and above the entitlement shall be treated as extra ordinary leave (Leave
without pay)

6.12 No leave can be availed during the notice period.

6,13 “Authority Competent to grant leave” means the Managing Trustee (APCT) or any subordinate
authority to which the Managing Trustee may delegate the power subject to any condition that
may be specified in the delegation.

6.14 Leave without pay (LWP/Absence) beyond 15 days will be sanctioned by the Manaqging
Trustee

6.15 Leave should always be applied on prescribed proforma and reaching competent auth: Jr', to
consider leave, well-in-time

8.16 Leave should always be applied for and sanctioned before it is taken except in case of
emergency and for satisfactory reason.

6.17 (i) Teaching Staff would apply for leave directly lo the Principal concerned on prescribed
format and Principal/s will have absolute power to grant or reject the leave on need basis.

(i) Al the leave for the Principal/s would be sanctioned by Director concerned/Managing
Trustee.

(i) All the leave for non-teaching /administrative siaff would be sanctioned by the
Administrative Officer

6.18 Persons like Consultant/advisor eic., who are working on temporary employment for duration of
less than one year, on fixed remuneration will not be entitled for any type of leave.




7. Mzintenance of leave record

7.1 Administration shall be responsible for maintaining the leave record of all teaching and non-
teaching staff.

7.2 All employees of ACE shall also be individually responsible to ensure that they keep record of
all leave availed by them. This is essential to avoid their absence from duty without having
leave in their credit account, thereby converting the leave of absence into leave without pay.

7.3 Leave applications will be accepted cnly on the prescribed format through proper channel duly
approved and recommended with reason/s/views of concerned reporting authority.

8. Leave admissibility teaching staff

The following kinds of leave shall be admissible to permanent / regular teachers in an academic year
{August 1 to July 31). i '

8.1 Casual Leave: 8 days (on earned basis)
{in a year for domestic & private affair)

- Casual leave (CL) cannot be combined with 2ny other type of leave excent with special
casual leave. It may be combined with holidays including Sundays.

- Holidays or Sundays falling in between the period of casual leave or prefixing or suffixing
casual leave shall not be counted as part of casual leave.

> Casual leave cannot be carried over to the next leave year.

- A teacher on casual leave shall not be treated as absent from duty and his pay shall not
be intermitted on this account.

- An employee can avail casual leaves on prorate basis, and if date of joining falls on or
before 15" of month then only he/she will be entitled for casual leave of that month

- If casual leave availed by the staff exceeds the entitlement, the additional number of
days of absence from duty shall be treated as leave without pay (LWP).

8.2 Earned Leave
Earned leave admissible to a teacher shall be: -
1/3" of the period, if any, during which he/she is required to perform duty during
vacation

8.3 Special casual leave (SCL):
(Not exceeding ten days in a leave year, may be granted to a teacher)

On the recommendation of the Principal/s, the Director concerned/Managing Trustee may
grant SCL to a teacher for:-

a) Academic development / growth of the teacher under Faculty Development Programme
(FDP).

b) To conduct examination of a university/institution, boards of examination or other similar
bodies or institutions

c) Toinspect academic institutions attached te statutory boards, etc

Note: Supporting documents must be submitted@iﬁ-apﬁlicaﬁon of SCL

d) To participate in literary, scientific or ecucation,
cultural or athletic activities conducted by bodigie

Page 3 of 6

\ES, symposia, or seminar or
B the University




e}

8.4

Te academic pursuits limited to paper presentation, attending seminars, workshops,
Ph.D. related work provided mandatory submission of documents supporting the
relevance of the same.

To do such other work as may be approved by the Managing Trustee/Director concerned
as academic work

Note: Special casual cannof be accumulated. nor can it be combined with any other kind

of leave except casual leave, It may, however, be granted in combination with
helidays or vacations.

Duty Leave: -

(The duration cf leave shall be such as may be considered necessary by the sanctioning authority Managing
Trustee / Director concermed on each occasion).

a. Duty leave may be granted for performing any duty assigned by the institution

concerned. '

'
b. Counseling Duty for Admissions.

c. Institute representative in the meeting at University/DHE/ any cther deptts. concerned
d

. Any other assignment in the overall interest of the institution or any duty for the
institution,

e Duty leave may be combined with extra-ordinary leave/LWP at the discretion of the
leave sanctioning authority Managing Trustee / Director concernad.

8.5 Maternity Leave.

Maternity leave shall be admissible as stated below to the married female staff.

» Maternity leave on full pay may be granted to a female teacher with less than two
surviving children for a period not exceeding 6 months from the date of its
commencement.

» Maternity leave may also be granted in case of miscarriage including abortion, subject
to the condition that the total leave granted in respect of this to a female teacher in her
career is not more than 45 days, and the application for leave is supported by a
medical certificate confirming the facts as stated in such leave application.

» Maternity leave will be entitled to a female staff provided sha has completed four (4)
years of continuous service and has been confirmed in her appointment in this
institute.

» Maternity leave may be combined with leave of any other kind, except casual leave,
but any leave applied for in continuation of maternity leave may be granted only if the
request is supported by a medical certificate issued by registered Medical
Officer/Doctor/Medical Reg. No. ...

8.6

Note: Supporting documents must be submitted with leave application of Duty Leave
and special casual leave.

Medical Leave:
Grant of Leave on Medical Certificate

An application for leave made by a teacher on medica \,oun’ds, shall be accompanied by

a medical certificate in such manner and from s r$on as may be prescribed, defining
as clearly as possible the nature and probable durgtiaa.of the iliness and rest. whenever
applicable. #20CATR
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(all such matters will be considered/decided at the discretion of the sanctioning authority
and/or as per University leave rule.

9. Study Leave

Study Leave will be provided to the reguiar faculty who Has served the institute for not
less than 4 years continuous service and has been confirmed in his/her appointment in this
institute. The request for study leave must be duly recommended by the principal.

10. Vacation
10.1 No leave can be combined with vacation.

10.2 Vacations 1.e. 4 weeks can be availed during (Winter Break: 22"@ Dec.-6'" January) and
(Summer Vacation: w.e f. 1% June-14" July) (as per University Academic calendar of the
academic session of the year concerned), provided not more than 2 weeks at a time will be
granted as per aforesaid defined period at the discration of Principals with consultation of
Director concerned. Further, management will be having full power to rollback the
vacations. Principal will ensure at least 50% of staff member should be available at any
point of time.

10.3  All teaching staff are eligible for vacation up to a period of 4 weeks, provided not more
than 2 weeks at a time will be granted. For this purpose week will be counted from Monday
to Sunday irrespective of the fact that either Monday or Saturday may be a holiday. The
dates for Vacations are to be decided by the Principal of respective departments, keeping
the departmental requirement paramount as per aforesaid defined period. The dates of
vacations once decided cannot be changed. Applications for availing such vacation should
be put up 10 days in advance to the Principal/s who in turn will forward the applications
(after approval) to the Administration for further process/record.

11. Leave during probation:

Teaching staff on probation or appointed on temporary / confractual basis shall be antitled
to avail casual leave, Duty Leave, Special Casual Leave and Vacations.

194 Teaching staff during probation / contractual period cannot avail any leave except above
Any absence from duties due to tangible reasons when condoned by the sanctioning
authority will be treated Leave without pay.

12 Leave for Administrative (Non-Teaching) Staff

Leave admissible: The following type of leave shall be admissible to the administrative staff in
an academic year.

121 Casual Leave - 10 days
12.2 Earned Leave - 15 days
= Earned Leave: Leave shall be earned by period spent on duty only. An employee can

avail earned leaves on prorate basis, and if date of joining falls on or before 15" of
month then only he/she will be entitled for earned :e:ve offhat-month

J ned leave.

=5 Weekends and holidays may be prefixed/suffixed




= Earned leave can only be availed after the prior approval of the sanctioning authority.

= Earned leave can't be combined with any other type of leave except 50% of causal
leave entitlement if he/she couldn't available casual leave during the year. This benefit
can be availed only with prior approval of sanctioning authority.

= If earned l2ave availed by the staff exceeds the entitlement, the additional number of
days of absence from duty shall be treated as leave without pay (LWP).

13. Procedure for availing the leave:

13.1 The leave application of Principal/s/fHODs sanctiocned by Director concernaed /Managing Trustee
and, the Leave Applications of teaching staff and non-tzaching staff sanctioned by principal
coricerned and administrative officer respectively be immediately forwarded Administration for
information, maintain of leave record and further process for payroll purpose.

13.2 It will be responsibility of an employee to keep his/her leave record. .

13.3 It will be the responsibility of the Principals/HODs to send sanctioned leave application for
Teaching Staff (immeaiately after approval) to the administration so that his/her leave period is
properly accounted for the purpose of payment of salary at the end of the month.

13.3 If the leave application is not found in administration/Registrar's Office the availed leave shall
be treated as |leave without pay.

13.4 Leave should always be applied on the prescribed format and reach granting authority for further
process well in time at least 10 days before in case of EL, vacations leave and Maternity Leave,
and, in case of CL next working day of availing the leave.

Rizwan Ahmad
Administrative Officer
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Grant of Study Leaves to Teachers During 2024-25

Faculty Development is a significant aspect of quality institution which encourages constant
enrichment of faculty members and their skill enhancement. Institute of Vocational Studies has a
mechanism of institutional support for faculty development under which various benefits are
provided to the teachers who want to pursue higher studies like Master Programme or Ph.D.
Programme. In this line, IVS grants study leaves to the teachers who are enrolled with higher
education programmes or are willing to pursue the same. During 2024-25 following teachers
received the benefit of institutional policy of study leaves:

S.No. | Name Study Name of the Institution | Purpose
Leaves
1 Dr. Fozia Roohi 04 days IGNOU Writing & Submission of
Assignments
2 Ms. Neetu Sharma | 01 day Al-Falah University Ph.D. Final Viva




Awadh Centre of Education

(an academic unit of Awadh Public Charitable Trust
)
Awadh B.ha\.fvan. FC-31, Sheikh Sarai Phr;;e =1I,
Institutional Area, Press Enclave Road,
New Delhi - 110017

LEAVE APPLICATION
DATE | ?—[ 5{ 202€

o
Deptt.: B.Ed./D.ELEd./BCA/Admn.

Name of the applicant =
(in full with capital letters) : Dy 021 A RQQ Hl

Designati : scjot %!QQC

ignation : A&S Nature of appointment: R-CMA-Q-E’/L'
2]

Period of Leave : From 'g l 3 ‘252:

applied for
L To 21[3)202%
: Total Days Ol—fc(w
d

@ Nature of Leave . Casual = []  Matemity Leave =[]
applied for
SCL = [¥~ Earned Leave =[]
Duy = [ Medical Leave = []
Leave
RH = [ eouwpr =[]
Vacation = []
(Summer/Winter)

Ground/purpose on which the leave is applied: w‘ﬂ‘"}'b;—ﬁ ound -'SbJop-w: 11;\;1 M}M
LAJ«M‘FJ Cond oLl
_ Undvenl by slobi e it
sy alloaetud )

i

Total No. of days already availed (in case of SCL/DL):

Permission for station leave required (yes/No):

Contact during leave: 19 SayFoxst i .
Postal address : —2/2M 1 M arvasn W o, Deltas-53-

{

E-Mail: rFD’l;/}ﬂ‘WﬂM@ W Gon !

m.
e Telephone/Mob. 19¢ 234 Fo kuall
D J{_Q\’QJC‘L o NELREIRS cleim (“./Y]}Zf aie. GU’ofCLOI’\"LO/ i .
/41 /> V Sign of Employee
5222
Forwar commended.

Sanction Authority
g documents (in case of SCL/Duty leave/Medical Leave/ Maternit
d must be attached

y Leave)

Note: Supportin
duly approved/verifie

Entered. in the Leave Record Register — page No.




v il %’ Uoc aliowod A did
Smkl‘v Awk ’ H/\U,,e__, JI

Mewo Dol - 100(F- (F5j2a0s

Aol y - MF&W for S)Fwo«.ﬂ— Casewl Leowe
R%FW MQLAM;

D Tha s 43 Wwwﬁmwwﬂl
Cuvrent Aemion (202U-25) owd o Py ki Auuwt—ui

@W“/?Lbhmv, 9 howe LB Pl oo gament roovR A2

be Audorwss (i bt o Monetn 2028 U5 Lol Shudy
Codil - Ps. Lo dn dor Ranlm ool for am)gueests
Aol ge ool smisan—enls  sue Loy v(-ﬂ-"-?f.« Lo

o 3 yegyr i 5 ey sfpeme

Mo, 2825~ Ao dool I eoudd wy i avol Aubnu
W««MWK'

My Y%'EMM ditzal ownd vepuyewl ooum—euds auwe
Moot At Lk o fpaiiolic
T‘,W W'
Yeuns S\hwd.a,

beoZlq vaf—vu




Sﬁ'\'l'mh freafoey
@ 'gnou : w“?fm%—:n’ 110068

Hﬁﬁ%ﬁ Indlra Gandhi National Open Universlty

Maldan Garhi,New Delhi - 110058

Studen Identity Card

.‘(';:(§< e

RC Code:

Name of the
Programme :

Name:

Guardian's Name:

SAKHA‘WAT“%R REHMAN %

Address : c-12/241 'Yamuna Vihar Delhi DELHI \537‘//
Pin Code : 110053 p " o
Instruelions @ & s

1 Thscard:hoddbeprmwedmdamm‘atﬂw%%m

f, Enrﬁhmbn(:mmot mou-crammmammmo |E 2

use Its facitites.

2 The lacilities would be available only 1efating Ialhu P:oqrammrmu ror whlch 1he sludent is ragls!ered» nw;w
3. Thig ID Card is gencrated onfing, Students are advisad 1o Lake a color print of this 10 Card and gel il laminated. P Rogisuation Divitisn
4. The student details can be cross checked with the OR Code al www ignou.ac.in. PD 2025-03:17 A




K
o Awadh Centre of Education

(an academic unit of Awadh Public Charltable Trust)
Awadh Bhawan, FC-31, Sheikh Sarai Phase — I,
Institutional Area, Press Enclave Road,
New Delhi - 110017

VE APPLICATION

LEAVE DATE_ PS5 2- A5
Name of the applicant e

(in full with capital letters) . NEETU  SHARMA Deptt.: B.Ed. / D.ELEd./ BCA/AdmN.

Designation :MIE%L'__P}:HIWN“W; of appointment: ’%‘ﬁﬁg
Period of Leave . From cf‘_-{ ' ;§ ld 5

applied for _
: To
: Total DastnéAag/
Nature of Leave : Casual = [ ]  Maternity Leave =[]
applied for
SCL d\JZ/ Eamed Leave =[]
puy = [] Medical Urave = [
1 Leave
| rRH =[] eouws =[]
k! )
Vacation | = []
J (Summer/Winter)
- _p)o o
Ground/purpose on which the leave is applied: P Q M,Q V[\la

Total No. of days already availed (in case of SCL/DL):

Permission for station leave required (yes/No):

Contact during leave: &
Postal address : 45| [/Pr C[ﬂ-:'r&j D&Q’m oo F

E-Mail: noo hy- m-eal Iz@ (c};«ma‘.l- cam
Telephone/Mob. 40 €93339 G(*"
\/26 - -
1.‘01 Signature of Employee

Forwarded /\recommended.

Sanction Authority

Note: Supporting documents (in case of SCL/Duty leave/Medical Leave/ Maternity Leave)
duly approved/verified must be attached

Entered in the Leave Record Register — page NO. ========~
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R. No. AF
U/Edu/25/89 Date: 18/2/2025

‘NOTICE

!“'ina‘l Viva Voce of Ms. Neetu, Research Scholar in the Nepartment of Education on the
Topic “A Study of Effect of Academic Anxicty and Academic Achievement on Mental Health of
A‘dnlescents“ under the supervision of Prof. Mohd. Muzahir Al will be held on 24"
February 2025 (Monday) at 10:30 am in the Conference Room (Room Number B
Ground Floor, Administrative Block, AFU. Dhauj, Faridabad.

o
i Jf A

Y 4
! Y .

o Dr. Mohd. Muzahir Ali

Principal
AbFalah School of Education & Training
AlFalah Universty
Dheuj, Faridabad, Haryana
Copy to:

The VC, AFU, Faridabad

The Registrar, AFU, Faridabad

The Deputy Registrar, AFU, Faridabad -
All Deans, AFU, Faridabad \3'
All HOD's, AFU, Faridabad. ) &Q
Research Scholars of Al-Falah University

The Chancellor-for Information \

Ay BV gh B 05 R R

N7




