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161 There are different Iypes of leave provided for the employees of

ABE

162 Authorized absence from duty is known as leave. Leave cannot b
claimed as a matter of right. While leave is the privilege of an
employee, itis granted subject to the exigencies of work. Hence, the
concerned authority has the discretion to refuse, postpone, curtail or
revoke leave according to the exigencies of service and the
situation.

163 All leave are in proportion to the number of days worked.

164  An employee secking leave shall submit an application BEFORE
proceeding on leave. He/she shall not proceed on leave unless the
said leave has been approved by the authority concerned.
Application for leave for more than three days should be made at
least four days in advance. Application for leave for more than ten
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In case of an emergency or unforcu.cn circumstances, when an
employee may not be able to obtain prior approval of leave, he/she
shall immediately contact and/or inform his/her authority about
his/her inability to attend office and the period, as well as the reason
for which such leave is required. If the grounds for leave are not
acceptableto the authorities, then the employee must report for m
immediately. If such oral intimation is accepted by the mnimmy it
should be followed by a written leave request immediately on
rejoining duty

If an employee does not have leave 1o his/her credit, the days of
absence from duty, if sanctioned, shall be treated as leave without

pay-

An employee who has absented himself/herself without prior
approved leave for a period of more than TEN consecutive calendar
days shall be deemed to have left his/her job on his/her own accord.
No two types of leave can be combined.

Any holiday falling within the leave period shall be treated as part
of the leave. Sundays and National holidays falling in between CL
arenot treated as CL

Taking leave during the term of work should be avoided, as far as
possible, in the interest of the students. However, the Management
will sympathetically consider an application for leave due to
emergency.

To avoid inconvenience to the students, a teaching staff member
availing himself/herself of leave should cither arrange for hisher
classes to be conducted by other teachers/colleagues, or on return,
should conduct additional classes to compensate for the missed
classes.
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Female staff, excluding those on contract appointment, [EMPOFAry, and
part-time service, are entitled to maternity leave under the provisions of the
Maternity Benefit Act 1965, on full pay for a period not exceeding &
months. Those who are eligible for compensation from ESIC will not be
paid from the MmagemmLThhleavewﬂlbeavm’hbk for two occasions
in the entire career of the concerned staff. Only those having less than two
surviving children are eligible for this benefit.
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17.7.1 Every employee 18 entitled to 3 days of sick leave in 4 Year,

17.7.2 Request for sick leave should be supported by a medical certificage.

{7.7.3 Management may grant an additiqnal leave of 15 days for Sefioug
""" accidents or hospitalization for serious ailments.

17.8 The Ménagemcnt gives 6 days of r_narriagc le;avc for the marriage of
the concerned staff member. This is notapplicable to employees
on contract, temporary, probationary and part-time employees,
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The teaching staff that do their doctoral studies with the approval of
the Management are eligible for 6 days of leave for the defence of
their thesis.

The Management may, at its discretion sanction extraordinary leave
on loss of pay.
17.11

17.11.1 Absence without leave shall be construed as misconduct unless it

is satisfactorily established that circumstances beyond one’s
control occasioned the lapse.
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Except in the case of sudden illness, previous permission should
be obtained from the Manager for availing leave, and
arrangement should be made before classes begin. Furnishing
information after the commencement of the classes will be
considered highly irregular and leave may be refused except under
extraordinary circumstances.

Salary for the day/days of absence without amhmzed leave shall
be deducted from the monthly pay unless satisfactory reasons are

provided by the staff to the Manager. Any salary paid during the
period of absence or for any other reason shall be recovered if itis
found to be irregular.

DISCIPLINEN

By accepting employment with ABE an employee agrees:

To work in a responsible, disciplined, harmonious and productive
manner.

To be loyal to the Institutions of ABE and to act in a manner
conducive to the accomplishment of its objectives.

To abide by the service conditions of ABE, as well as any other

lawful and reasonable instructions, written or verbal, given by
his/her Superiors.
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No employee shall keep in person or take out from the office, any
document of the Institution, either original or copies, without the
explicit written permission of the Management..

Matters relating to the affairs of ABE, its members, its clients or its
students shall not be divulged by any employee to an unauthorized
person (whether staff, student/employee/ or outsider).

Employees shall not represent ABE or any of its Institution withox
the prior permission of the Management/Principal/HM. e



