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1.6 Leave / Vacation Policies  

(w.e.f. 25/12/2018) 

TEACHING 

 
Sr. 
No 

 

Appointment Cadre 
Faculty 

Casual 
Leave 

Medical & 
Private Ground 

First/ 
Third Saturday 

Vacation 

1. University approved 08 *10 

Yes 
(After completion of 
probation period 
and permission of 
higher Authority) 

- After completion of 
one year & 
permission of higher 
authority, they can 
avail winter vacation 
of 7 days. 

 
- They can avail 

regular vacation 
after completion of 
probation and 
sanction by higher 
authority. 

2. Management Order 08 *10 

Yes 
(After completion of 
probation period 
and permission of 
higher Authority) 

3 
Adhoc Appointments 
 

a Professor 08 
#5 days 

(Special/Medical) 

After completion of 
1 year 
( As per permission 
of higher Authority)  

After completion of one 
year & permission of 
higher authority, they 
can avail winter vacation 
of 7 days. 

b Associate Professor 08 
#5 days 

(Special/Medical) 

After completion of 
1 year 
( As per permission 
of higher Authority) 

c Assistant Professor 08 
#5 days 

(Special/Medical) 

After completion of 
3 years continuous 
service in RIT 
 ( As per permission 
of higher Authority) 

d 
HOD, Lecturer 

(Diploma) 
08 

#5 days 
(Special/Medical) 

After completion of 
3 years continuous 
service in RIT ( As 
per permission of 
higher Authority) 

 

 

*  5 days of Medical & Private ground leaves will be credited on 1st January and 1st July of 

every year. 

 

#  5 days Special/Medical leaves of adhoc faculty are to be considered for marriage of 

employee/ sad demises of close relatives/ medical emergencies (hospitalized) of close 

(blood relation)  relatives with prior sanction. 
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NON TEACHING 

 

Sr. 
No. 

Appointment Cadre 
STAFF 

Casual 
Leave 

Earn Leave and 
Medical & 

Private ground 

2nd / 4th 
Saturday 

Vacation 
Special 
Leave 

1 
Regular Class – III & IV 
(Office / Library) 

08 *30+10 **Yes No No 

2 
Regular Class – III & IV 
(Other Departments &  
Laboratory ) 

08 *0+10 **Yes 
##Yes (Can avail 
7 days winter 
vacation after 
permission of 
higher authority 
after 1 year and 
within 
probation) 

 

No 

3 Drivers 08 *0+10 **Yes No 

 

 Adhoc Appointments 

Sr. 
No. 

Appointment Cadre 
STAFF 

Casual 
Leave 

Earn Leave and 
Medical & 

Private ground 

2nd / 4th 
Saturda

y 

Winter Vacation 
( After Completion of 

Three Years) 

a 
Class III  & Class IV 
Office /Library/Hostel/COE 

08 
#5 days 

(Special/Medical) 
No 

Winter Vacation of 7 days 
can be availed after 
permission of higher 
authority.( May not be in  
continuation)  

b 
Class III & IV 
All Departments 

08 
#5 days 

(Special/Medical) 
No 

Winter Vacation of 7 days 
can be availed after 
permission of higher 
authority. 
 

d Drivers 08 
#5 days 

(Special/Medical) 
No 

 
* 15 days of Earn Leaves and 5 days of Medical & Private ground leaves will be credited on 1st 

January and 1st July of every year.  

 

# 5 days Special/Medical leaves to adhoc staff are to be considered for marriage of employee/sad 

demises of close relatives/ medical emergencies (hospitalized) of close (blood relation) relatives 

with prior sanction. 
 

** 2nd & 4th / 1st &3rd Saturday off will be considered after completion of probation period and 

approval of the committee. 

 

## Regular Vacations will be considered after completion of probation period and approval of 

the committee. 

 
 

 

 

 

REGISTRAR             DIRECTOR 
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