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POLICY REGARDING NUMBER OF LEAVES ANNUALLY

LEAVE RULES
Acvailing of Casual Leaves (CL), On Official Duty On Duty (OD) and Sick Leaves

[(als 5} 8
(Half pay/Medical Leaves) by regular siafl of BITS, BIPS, BIMS & DY from 1™ July, 2024
CALY. 2024-25).

I. Leave of any kind cannot be claimed s n matter of righl and will be granted only at
the sole discretion of Hol» / Principal.

2. Any leave under these rules can be grmnted in combination with or in continustion of
any other kind of leave, cxcopt casual leave.

3. Leave account of cach employee is maintained scparately by the Principal office.

4. Unauthorized obscene from duly not only results in cut in the emoluments for the
period but also consid i as misbehavior inviting disciplinary action.

5. An employocs, an leave, cannot take up any service or accepd any other employment or
FEMmUNCTATiOn,

6. Any employee on leave or on vacation can be called back to duty, in case of
exigencics.
7. All leaves require advancs approval by the sanctioning authority and the employves
has to make altemastive sarmangements for histher academic and office work.
E. Any loss of pay during the service in this college will result in comesponding shift in
the date of joining.
TYPE OF LEAVE
Casual Leave (CL)

a Total Casual Leaves admissibl

are 15 per year (Academic Yeoar July to Junc)

b. If an employes join the college in middle of academic vear (July 1o June), a number of
casual leaves admissible will be on promie basis in tha academic year afler qoe
muonth of service,

-

€. Casual leave should not be combined with any kind of regular leaves (On duty,
Vacation eic.)

d. In a stretch, an employee cannot apply for leaves for more than 10 days inclusive of
holidays (Sundays & Official Holidays)

e. Frequent availing of CLs/her leaves by an individual should be avoided.
For every 3 late attendance — One (01) CL will be deductesd.

o]

g- The unused ClLs in an scademic year cannol be to ihe T i
— wrieont carry forwarded o Boext academic
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1) Sick Jeave admissible to a regular employee on Medical or Health grounds shall be 05
days or 10 half pay days leaves for every year of completed service in this college.

2} Sick leave may be sanctioned only afler producing a discharge summary / report
MMMMMIWWWMWM

3) SmkluumhmmaludnnnmSﬂd&ysﬁmgﬂmm&m

4) Suafl members will be permitted 1o avail sick leave minimum of 03 days at a time or
maximum 10 days per year for self or dependent (Spouse, Children and Parents).

On Official Duty (O0OD)
- mmwiﬂwﬁmmmhmmiuﬁmfmmn;
mﬂnﬁmfmfﬂmftEmehnindEﬁmﬁnnmwﬂhﬁwk

related to administration, they may seek OOD.

On Duty (OD)

= Al the faculty are entitled to 07 On Duty Leaves per year after completion of 01 year
of service in this college.
Ot of 07 ODs, faculty are permitied to avail 02 ODs per year for attending project
viva or external lab examinations al other institutes under JNTUH cluster.

Remaining 05 ODs will be sanctioned for attending Workshops / Seminars /
Conferences al other Institutes.

Balaji Group of Institutions
Laknepally, Narsampet, Warangal — 506 331
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Free bus facility for Non teaching Staff
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The following non teaching staff are provided with free bus transportation for the
academic year 2023-24

S. | Non teaching staff
NG -
1 | Shaik Kaleem Baba
2 | Mr. A, Srinivas
3 | Mr. B. Ramesh
4 | R. Vinod kumar
5 | R. Rajini
6 | Y. Sai Harshini
7 | Baira Rajender
8 | B. Ashok
9 | Vishal Manchika
10 | M. Kumaraswamy
11 | Mydam Jeevitha
12 | D. Anil kumar
13 | Usha Sunkari
14 | Sandhya
15 | G. Rajesh
16 | P. Srilatha
aW
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Provident Fund
(2023-24)
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