


 

EPF contribution (Status as in August,2022) 

CENTURION SCHOOL OF RURAL ENTERPRISE MANAGEMENT TRUST 

Sl No Year No. of Beneficiaries Employer's Contribution Employee's Contribution 

1 2017-18 435 7,667,388 6,842,875 

2 2018-19 439 7,423,441 7,009,351 

3 2019-20 426 7,799,526 7,233,193 

4 2020-21 423 6,468,171 5,420,817 

5 2021-22 441 8,158,455 7,641,943 

     

 

CENTURION UNIVERSITY OF TECHNOLOGY AND MANAGEMENT 

Sl No Year No. of Beneficiaries Employer's Contribution Employee's Contribution 

1 2017-18    

2 2018-19 21 317,981 319,886 

3 2019-20 24 599,283 527,400 

4 2020-21 23 402,643 383,282 

5 2021-22 27 440,915 407,296 

     

 



Payment Confirmation Receipt

TRRN No : 3622202002277

Payment ConfirmedChallan Status :

14-FEB-2022 19:35:09Challan Generated On :

ORBAM0010031000Establishment ID :

JAGANNATH INSTITUTE FOR TECHNOLOGY - MGT. TRUSTEstablishment Name :

Monthly Contribution ChallanChallan Type :

670Total Members :

JAN-2022Wage Month :

19,74,791Total Amount (Rs) :

13,24,497Account-1 Amount (Rs) :

39,514Account-2 Amount (Rs) :

5,71,264Account-10 Amount (Rs) :

39,516Account-21 Amount (Rs) :

0Account-22 Amount (Rs) :

Payment Confirmation Bank : State Bank of India

002150222801759CRN :

Payment Date : 15-FEB-2022

Payment Confirmation Date : 15-FEB-2022

15/02/2022 14:17:Generated On

947Total PMRPY Benefit :

Page 1 of 1

EPF Payment Receipt Samples



Payment Confirmation Receipt

TRRN No : 3622203002041

Payment ConfirmedChallan Status :

12-MAR-2022 14:36:08Challan Generated On :

ORBAM0010031000Establishment ID :

JAGANNATH INSTITUTE FOR TECHNOLOGY - MGT. TRUSTEstablishment Name :

Monthly Contribution ChallanChallan Type :

715Total Members :

FEB-2022Wage Month :

21,17,006Total Amount (Rs) :

14,17,773Account-1 Amount (Rs) :

42,339Account-2 Amount (Rs) :

6,14,553Account-10 Amount (Rs) :

42,341Account-21 Amount (Rs) :

0Account-22 Amount (Rs) :

Payment Confirmation Bank : State Bank of India

002150322606776CRN :

Payment Date : 15-MAR-2022

Payment Confirmation Date : 15-MAR-2022

15/03/2022 17:33:Generated On

0Total PMRPY Benefit :

Page 1 of 1



Payment Confirmation Receipt

TRRN No : 3622204002468

Payment ConfirmedChallan Status :

13-APR-2022 13:04:14Challan Generated On :

ORBAM0010031000Establishment ID :

JAGANNATH INSTITUTE FOR TECHNOLOGY - MGT. TRUSTEstablishment Name :

Monthly Contribution ChallanChallan Type :

717Total Members :

MAR-2022Wage Month :

21,13,884Total Amount (Rs) :

14,18,076Account-1 Amount (Rs) :

42,277Account-2 Amount (Rs) :

6,11,254Account-10 Amount (Rs) :

42,277Account-21 Amount (Rs) :

0Account-22 Amount (Rs) :

Payment Confirmation Bank : State Bank of India

002130422306347CRN :

Payment Date : 13-APR-2022

Payment Confirmation Date : 13-APR-2022

14/04/2022 15:08:Generated On

0Total PMRPY Benefit :

Page 1 of 1



17/08/2022, 16:15 ChallanDoubleVerification

https://www.esic.in/InsuranceGlobalWebV3/RevenueOne/Monthly Contribution/ChallanDoubleVerification.aspx?userPk=CSFqTrqQNOaT0xKcb2… 1/1

DISCLAIMER: Content owned, maintained and updated by Employee's State Insurance Corporation. Copyright © 2009, ESIC, India. All Rights Reserved. Best
viewed in 1024 x 768 pixels, Designed and Developed by Wipro LTD.IP Address : 83.ASP Session ID : xu4jln55uv5h2245q1mpma45

User
Login: 44000201110001303 Wednesday, August 17, 2022

4:16:23 PM           

Transaction Details * Required Fields

Transaction status: Transaction Completed Successfully

Employer's Code No: 44000201110001303

Employer's Name: Centurion University of Technology and Management

Challan Period: Jan-2022

Challan Number : 04422106389081

Challan Created Date 15-02-2022 11:15:13

Challan Submitted Date 15-02-2022 12:38:34

Amount Paid: 251765.00

Transaction Number: CHI6999739

Print Close

Monthly Contribution > Online Challan Status

ESIC PAYMENT RECEIPTS



17/08/2022, 16:16 ChallanDoubleVerification

https://www.esic.in/InsuranceGlobalWebV3/RevenueOne/Monthly Contribution/ChallanDoubleVerification.aspx?userPk=CSFqTrqQNOaT0xKcb2… 1/1

DISCLAIMER: Content owned, maintained and updated by Employee's State Insurance Corporation. Copyright © 2009, ESIC, India. All Rights Reserved. Best
viewed in 1024 x 768 pixels, Designed and Developed by Wipro LTD.IP Address : 83.ASP Session ID : xu4jln55uv5h2245q1mpma45

User
Login: 44000201110001303 Wednesday, August 17, 2022

4:17:03 PM           

Transaction Details * Required Fields

Transaction status: Transaction Completed Successfully

Employer's Code No: 44000201110001303

Employer's Name: Centurion University of Technology and Management

Challan Period: Feb-2022

Challan Number : 04422109614715

Challan Created Date 13-03-2022 04:30:27

Challan Submitted Date 14-03-2022 15:26:38

Amount Paid: 250388.00

Transaction Number: CHI9218045

Print Close

Monthly Contribution > Online Challan Status



17/08/2022, 16:16 ChallanDoubleVerification

https://www.esic.in/InsuranceGlobalWebV3/RevenueOne/Monthly Contribution/ChallanDoubleVerification.aspx?userPk=CSFqTrqQNOaT0xKcb2… 1/1

DISCLAIMER: Content owned, maintained and updated by Employee's State Insurance Corporation. Copyright © 2009, ESIC, India. All Rights Reserved. Best
viewed in 1024 x 768 pixels, Designed and Developed by Wipro LTD.IP Address : 83.ASP Session ID : xu4jln55uv5h2245q1mpma45

User
Login: 44000201110001303 Wednesday, August 17, 2022

4:17:36 PM           

Transaction Details * Required Fields

Transaction status: Transaction Completed Successfully

Employer's Code No: 44000201110001303

Employer's Name: Centurion University of Technology and Management

Challan Period: Mar-2022

Challan Number : 04422114623070

Challan Created Date 23-04-2022 11:03:46

Challan Submitted Date 25-04-2022 10:46:49

Amount Paid: 252939.00

Transaction Number: CHJ2579367

Print Close

Monthly Contribution > Online Challan Status



17/08/2022, 16:36 ChallanDoubleVerification

https://www.esic.in/InsuranceGlobalWebV3/RevenueOne/Monthly Contribution/ChallanDoubleVerification.aspx?userPk=CSFqTrqQNOaT0xKcb2… 1/1

DISCLAIMER: Content owned, maintained and updated by Employee's State Insurance Corporation. Copyright © 2009, ESIC, India. All Rights Reserved. Best
viewed in 1024 x 768 pixels, Designed and Developed by Wipro LTD.IP Address : 83.ASP Session ID : xu4jln55uv5h2245q1mpma45

User
Login: 44000201110001303 Wednesday, August 17, 2022

4:37:09 PM           

Transaction Details * Required Fields

Transaction status: Transaction Completed Successfully

Employer's Code No: 44000201110001303

Employer's Name: Centurion University of Technology and Management

Challan Period: Apr-2022

Challan Number : 04422117181274

Challan Created Date 13-05-2022 11:59:19

Challan Submitted Date 13-05-2022 14:29:32

Amount Paid: 244597.00

Transaction Number: CHJ4152456

Print Close

Monthly Contribution > Online Challan Status



17/08/2022, 17:04 ChallanDoubleVerification

https://www.esic.in/InsuranceGlobalWebV3/RevenueOne/Monthly Contribution/ChallanDoubleVerification.aspx?userPk=CSFqTrqQNOaT0xKcb2… 1/1

DISCLAIMER: Content owned, maintained and updated by Employee's State Insurance Corporation. Copyright © 2009, ESIC, India. All Rights Reserved. Best
viewed in 1024 x 768 pixels, Designed and Developed by Wipro LTD.IP Address : 83.ASP Session ID : xu4jln55uv5h2245q1mpma45

User
Login: 44000201110001303 Wednesday, August 17, 2022

5:05:15 PM           

Transaction Details * Required Fields

Transaction status: Transaction Completed Successfully

Employer's Code No: 44000201110001303

Employer's Name: Centurion University of Technology and Management

Challan Period: May-2022

Challan Number : 04422120726060

Challan Created Date 13-06-2022 14:15:47

Challan Submitted Date 13-06-2022 14:33:54

Amount Paid: 247291.00

Transaction Number: CHJ6522296

Print Close

Monthly Contribution > Online Challan Status



17/08/2022, 16:59 ChallanDoubleVerification

https://www.esic.in/InsuranceGlobalWebV3/RevenueOne/Monthly Contribution/ChallanDoubleVerification.aspx?userPk=CSFqTrqQNOaT0xKcb2… 1/1

DISCLAIMER: Content owned, maintained and updated by Employee's State Insurance Corporation. Copyright © 2009, ESIC, India. All Rights Reserved. Best
viewed in 1024 x 768 pixels, Designed and Developed by Wipro LTD.IP Address : 83.ASP Session ID : xu4jln55uv5h2245q1mpma45

User
Login: 44000201110001303 Wednesday, August 17, 2022

4:52:57 PM           

Transaction Details * Required Fields

Transaction status: Transaction Completed Successfully

Employer's Code No: 44000201110001303

Employer's Name: Centurion University of Technology and Management

Challan Period: Jun-2022

Challan Number : 04422124424878

Challan Created Date 13-07-2022 10:20:06

Challan Submitted Date 13-07-2022 10:37:23

Amount Paid: 243094.00

Transaction Number: CHJ9017105

Print Close

Monthly Contribution > Online Challan Status



BHUBNESWAR

25/11/2021

CIN: U66010DL1947GOI007158  All the Amounts mentioned in this policy are in Indian Rupees

IRDA Regn. No. 556 - Now you can buy and renew selected policies online at www.orientalinsurance.org.in

In case of any query regarding the Policy please call Toll 
Free No. 1800 11 8485 and 011 33208485.

This is an electronically generated document (Policy Schedule).The
 Policy document duly stamped will be sent by post.

Place :

Date  :

For and on behalf of
The Oriental Insurance Company Limited

Authorised Signatory

Page 1 of 2

345300/48/2022/1262Policy No.          Prev. Policy 
No.   

Cover Note No. ROBBS582 Cover Note Date : 20/11/2021

Address BHUBANESWAR

-

-

BHUBANESWAR ODISHA 751001

Address 1st FLOOR , OCHC COMPLEX

NEAR RAM MANDIR, UNIT- III, 
JANPATH
-

BHUBNESWAR ODISHA 751001

Period of Insurance FROM 00:00  ON 21/11/2021 TO MIDNIGHT OF 20/11/2022

: :

 /  / 0 / NA
0674 2392554 /  / 
345300@orientalinsurance.co.in

: :

 45,36,440Gross Premium  1  53,53,000Stamp Duty Total: : : :

GROUP MEDICLAIM TAILORMADE POLICY SHEDULE

:

:

Tel. /Fax /Email Tel. /Fax /Email

Collection No. & Dt. CD A/C AB0000045565          GST INVOICE NO :2120177600        UIN :0:

: :

Insured's Name CENTURION UNIVERSITY OF 
TECHNOLOGY AND MANAGEMENT 
(GSTIN: 21AAATC9278Q1Z6)

Issue Office Name 
  

:: DO BHUBANESHWAR (GSTIN: 
21AAACT0627R3Z9)

Insured's Code AB0000045565 :: 345300Issue Office Code

-

Co-insurance Details : NIL

TPA Details :

Sr No  : 1 Emp/Dependant
 Name

CUTM 
EMPLOYEES

SI 256100000 No Of 
Dependants

3289: : :

Particulars  of  the Persons covered  

Sr. No. Name Relationship Sex Age Pre-existing Ailments, If 
Any

Risk Details
As per attached Annexure

Agent/Broker Details           

LC0000000363 M/S UNILIGHT INSURANCE BROKERS PVT LTD [1446]Agent/Broker :

Dev.Off.Code :

B-802, SARVODAYA,,BUILDING NO. 11,KHERNAGAR M.H.B. COLONY, BANDRA 
(E),MUMBAI,MAHARASHTRA,400051

:Address

022-26477771/SH. BISWAJIT GUPTA/022-22672455/Tel/Fax/Email :

 8,16,560

YA0000000333

TPA Name       : M/S HERITAGE HEALTH 

TPA  Address  : Nicco House, 5 th Floor 2 Hare Street Kolkota 
heritage_health@bajoria.in

18003453477Toll Free No     :CALCUTTA 700001

033-22100837033-22486430  Toll free 
18003453477

Telephone No :  Fax No              :   

TPA ID              :

UIN : OICHLGP449V022021

GST

This Document is Digitally Signed

Signer: GEETHA SANTHASEELAN
Date: Fri, Nov 26, 2021 07:13:26 IST
Location: NOIDA
Reason: Signing Policy for OICL



BHUBNESWAR

25/11/2021

CIN: U66010DL1947GOI007158  All the Amounts mentioned in this policy are in Indian Rupees

IRDA Regn. No. 556 - Now you can buy and renew selected policies online at www.orientalinsurance.org.in

In case of any query regarding the Policy please call Toll 
Free No. 1800 11 8485 and 011 33208485.

This is an electronically generated document (Policy Schedule).The
 Policy document duly stamped will be sent by post.

Place :

Date  :

For and on behalf of
The Oriental Insurance Company Limited

Authorised Signatory

Page 2 of 2

Attached to and forming part of policy number 345300/48/2022/1262

Total Sum Insured in words :  Indian Rupees Twenty-Five Crores Sixty-One Lakhs  Only
Total Premium in words       :  Indian Rupees Fifty-Three Lakhs Fifty-Three Thousand Only

Mr AMARESH ROUT

Warranted that in case of dishonour of premium cheque(s) the Company shall not be liable under the policy and the policy 
shall be void abinitio (from inception).

The insurance under this policy is subject to conditions, clauses, warranties,endorsements .

The policy shall pay for hospitalization expenses for medical/surgical treatment at any Nursing Home/Hospital in INDIA 
as an in-patient defined in the policy
USER DEFINED 1
USER DEFINED 2
USER DEFINED 3
USER DEFINED 5
In the event of a claim under the policy exceeding Rs. 1 lac or a claim for refund of premium exceeding Rs. 1 lac,the 
insured will comply with the provisions of the AML policy of the Company.The AML policy is available in all our operaing 
offices as well as Company's website.

Warranted that in case the person covered under the policy has lodged any claim under the previous policy and the sum 
insured is enhanced under the current policy, for a further claim for the same disease during the current policy, the earlier 
Limit of Sum Insured shall be applicable and not the enhanced sum insured

In witness whereof the undersigned being authorised by and on behalf of the Company has/have herein to set his/their hands
at DO BHUBANESHWAR (GSTIN: 21AAACT0627R3Z9) on 26-NOV-21

The policy shall pay for hospitalization expenses for medical/surgical treatment at any Nursing Home/Hospital in INDIA as
an in-patient defined in the policy

"We at Oriental continuously strive to ensure that you get the best possible treatment from our network hospitals. 
Please contact your TPA or any of the Oriental offices for our preferred hospitals in your area before going for a 
treatment. This will help us serve you in the best possible manner"

Entered By       :

JADU NATH SETHIExamined By    :

For and on behalf of
The Oriental Insurance Company Limited

Authorised Signatory

Installment Details  

100  45,36,44021/11/20211  8,16,560  53,53,000

Inst. No Installment 
Date   

Installment 
%   

Installment
Amount

Remarks Tax Total

Policy Printed By :

Policy Printed On : 

IP :

MAC : 

900851

26-NOV-21 07:09:46

"In case of grievance related to any issue related to this policy the same may be addressed to the office In-Charge or the Grievance
Officer at above policy address. If the grievance remains pending, it may be escalated to Grievance Officer of the concerned Regional
Office 4TH FLOOR ,ALOK BHARATI TOWERS,SAHID NAGAR,BHUBANESWAR,. The next escalation in case grievance remains
unresolved is CSD, Head Office, situated at Oriental House, A-25/27, Asaf Ali Road, New Delhi-110002.
If the insured is not satisfied with the resolution/reply provided by the company, he/she may approach the Office of Insurance
Ombudsman, within his/her jurisdiction. The list of offices of Ombudsman is available on Company's portal."

This Document is Digitally Signed

Signer: GEETHA SANTHASEELAN
Date: Fri, Nov 26, 2021 07:13:26 IST
Location: NOIDA
Reason: Signing Policy for OICL



Date Vch Type Vch No. Debit Credit

16-Apr-21 Cr Gratuity Payment BP/04/089 84654.00

Ch.No.241434 issued towards Gratuity amount of M 

Achyut Rama Raju

16-Apr-21 Cr Gratuity Payment BP/04/090 56769.00

Ch.No.241438 issued towards Gratuity amount of 

Chandra Sekhar Patra

16-Apr-21 Cr Gratuity Payment BP/04/091 118560.00

Ch.No.241437 issued towards Gratuity amount of L 

Kashi viswanatham

16-Apr-21 Cr Gratuity Payment BP/04/092 46038.00

Ch.No.241436 issued towards Gratuity amount of 

Kundala Saraswati

16-Apr-21 Cr Gratuity Payment BP/04/093 68192.00

Ch.No.241435 issued towards Gratuity amount of Y 

Krishna Rao

16-Apr-21 Cr Suman Pandipati -W/A Journal JV/04/032 186300.00

Being the Gratutity amount Transfered to Suman 

pandati now account for

21-Sep-21 Cr Gratuity Payment BP/09/092 123008.00

Ch.No.840528 issued towards paymetn of gratuity to 

Ch Panchamukheswar Rao

23-Sep-21 Cr Gratuity Payment BP/09/104 92885.00

Ch.No.840545 payment of Gratuity to Susanta Kumar 

Mohanty

23-Sep-21 Cr Gratuity Payment BP/09/105 45433.00

Ch.No.840546 payment of Gratuity to K Surya 

Narayan

08-Oct-21 Cr Gratuity Payment BP/10/028 130095.00

Ch.No.822058 issued towards Gratuity amount of 

Ram Prasad Das.

12-Oct-21 Cr Gratuity Payment BP/10/060 17596.00

Ch.NO.822087 issued towards gratuity amount of 

Devendra kumar sharma.

25-Oct-21 Cr Gratuity Payment BP/10/094 280500.00

Ch.No.822133 issued  towards Gratuity amount of 

Dr.Pratibha Tripathy.

08-Feb-22 Cr Gratuity Payment BP/02/026 162000.00

Ch.No.840762 payment of Grtauity to Manoj Samal.

08-Feb-22 Cr Gratuity Payment BP/02/027 271241.00

Ch.No.840763 payment of Gratuity to Ramananda 

nayak to Gratuity.

08-Feb-22 Cr Gratuity Payment BP/02/028 186300.00

Ch.No.037546 payment of Gratuity to Rashmi Ranjan 

parida.

28-Feb-22 Cr Gratuity Payment BP/02/ 133810.00

Towards gratuity amount of P.Sunita.

28-Feb-22 Cr Gratuity Payment BP/02/ 29279.00

Towards Gratuity amount of S.Tejeswar Rao.

28-Feb-22 Cr Gratuity Payment BP/02/ 48462.00

Towards Gratuity amount of Biswakalyani Sukla.

28-Feb-22 Cr Gratuity Payment BP/02/ 111780.00

Towards Gratuity amount of Prasanna ku Karja.

28-Feb-22 Cr Gratuity Payment BP/02/ 76634.00

Towards Gratuity amount of  S.Bhavani Devi.

28-Feb-22 Cr Gratuity Payment BP/02/ 37356.00

Towards Gratuity for amount of K.Rajeswar.

31-Mar-22 Cr Provision for Gratuity Journal JV/Gratuity Prov 13335824.00

Being gratuity cost for the financial year 2021-22 now 

provisioned in books as per the actuarial valuation 

report provided by the Omini Consultant

31-Mar-22 Dr Provision for Gratuity Journal JV/GR Tfr 2306892.00

Being Gratuity paid to the left employees during the 

FY 21-22 now transfered to the liability account.

Total 15642716.00 2306892.00

Particulars

J I T M 2021 - 2022
At - Village Alluri Nagar,P.O. - R Sitapur, Via- Uppalada

Paralakhemundi,Dist: Gajapati – 761211,Odisha, India

Gratuity
1-Apr-21 to 31-Mar-22

GRATUITY



























 
 

CENTURION UNIVERSITY OF TECHNOLOGY & MANAGEMENT, ODISHA 
 

 
No. CUTM/Reg.Off/Admin./137/2015                                                                      Dt.30/06/2015 

 

LEAVE RULES 
  

 1.  GENERAL 

 

1.1 These rules are applicable to all the employees of the University except to :  
 

1.1.1. Employees, who are engaged part-time, to do certain work. 

1.1.2. Work-Changed staff and persons paid from contingencies. 

1.1.3. Visiting or part-time faculty who are employed on contract or temporary 

or adhoc basis for teaching / research work. 

1.2 Leave is earned by duty only. Duty for this purpose includes holidays, vacation 

and all types of leave, except extraordinary leave sanctioned by the individual 

School/University. 

1.3 Leave cannot be claimed as a matter of right. When the exigencies of service so 

require or when the authority empowered to sanction the leave is not convinced of 

the reasons stated in the application of the employee, discretion to refuse leave or 

revoke it, is reserved to the authority empowered to grant the leave. Ensuring 

conduct of scheduled class work and examinations shall be treated as one of such 

exigencies of service. 

1.4 No leave shall be granted to an employee beyond the date on which he/she must 

compulsorily retire or must be relieved on resignation. 

1.5 No leave, other than Casual Leave, shall be granted during the Notice Period 

when an employee tenders resignation for his / her post, or given notice of 

termination of service by the authority to an employee. 

1.6 An employee, on leave or on vacation shall not take up any service or accept any 

employment, including consultancy, with or without remuneration, or draw any 

scholarship without the prior approval of the appointing authority. 

1.7 An employee who remains absent after the expiry of his / her leave is entitled to 

no salary for the period of such absence. 

1.8 Willful absence from duty after the expiry of leave may be treated as dereliction 

of duty and is subject to appropriate disciplinary action by the sanctioning / 

appointing authority.      

1.9 An employee, intending to leave headquarters during the period of leave or 

vacation must inform the Reporting/Sanctioning authority in writing his / her 

address for correspondence and phone number/ mobile number etc. for contact, 

during such periods of absence.   

1.10 Employees associated with class work and examination duties, while proceeding 

on leave, are ordinarily required to make alternate arrangements for their class 

work and examination duties. Non-compliance to this requirement can be 

MATERNITY/PATERNITY LEAVE RULES



condoned only in exceptional circumstances. Failure to observe this rule may be 

treated as neglect of duty and may warrant disciplinary action.  

  

1.11 Employees, who are on vacation/ leave, may be called for any official work as 

desired by the authority and in such cases; the employees returning from an 

outstation will not be eligible for any travel charges. 

1.12 If an employee of the University, entitled to vacation, does duty during vacation 

period and is remunerated for it by the University or by any other organization/ 

university/ Institute, he/ she should not be considered as having been deprived of 

the vacation. 

1.13 Employees, seeking leave on medical grounds, should produce a medical 

certificate, issued by a Registered Medical Practitioner, specifying as clearly as 

possible, the nature of illness and probable duration of leave required. 
 

It will be within the powers of the sanctioning authority to call for a second 

medical opinion in any case by sending the employee to the medical officer of the 

University or any other Registered Medical Practitioner / Superintendent of 

Government Hospital. The employee concerned, in such cases, is required to 

present himself/herself for medical opinion before the designated medical 

authority at his/her own cost. 

1.14 Employees, rejoining duty after availing leave on medical grounds, should submit 

medical certificate of fitness from a Registered Medical Practitioner/Medical 

authority prescribed in para 1.13, as applicable. 

1.15 The Director /Deans of Schools shall be the authority to sanction all types of 

leaves to all categories of respective faculty members/HoDs except to himself / 

herself. Whereas Deputy Registrar/Principal Administrator/Sr.Manager, HR shall 

be the authority to sanction all types of leaves to all the non-teaching staff except 

to himself / herself. 

 

VC/Pro-VC shall be the authority to sanction all types of leaves to 

Registrar/Deans/Director. Whereas Registrar/Director shall be the authority to 

sanction all types of leaves to Deputy Registrar/Principal 

Administrator/Sr.Manager, HR.   

1.16 The Governing Board of the University shall have the authority to modify, amend 

and delete any of these rules, as it deems fit at any time. 

 

2. VACATION 

 

2.1 All employees of the University are eligible for vacation (no. of days being 

decided from time to time based on the academic calendar and progress of 

curriculum) during May and June, provided they put up a continuous service of 

not less than 10 months up to 30th April of the year. 

2.2 Employees of the University whose continuous service is less than 10 months, 

(the service being counted up to 30th April of the year) are eligible for vacation 

during May and June, on prorata basis at a rate based on the number of days being 

decided from time to time divided by 10  for every completed month of service.  

2.3 The period of summer vacation will be declared by the University every 

Academic year. 

2.4 The Deans of Schools/Pro-VC/Director shall be the competent authority to decide 

the vacation schedules of the teaching staff, whereas the Deputy 

Registrar/Principal Administrator/Sr.Manager, HR shall be the competent 



authority to decide the vacation schedules of the non-teaching staff, based upon 

the Academic calendar of the University.  

2.5 In order to be eligible to draw salary and counting of service during vacation, all 

the vacation staff should be present on either of last working day or on reopening 

day compulsorily. 

 

3.  KINDS OF LEAVE   

 

An employee shall be entitled to the following kinds of leave subject to the conditions 

prescribed for each of them. 

 

3.1. Casual Leave. 

3.2. Earned Leave. 

3.3. Maternity Leave. 

3.4. Special Casual Leave. 

3.5. Leave on Official Duty. 

3.6. Compensatory Leave. 

3.7. Study Leave. 

3.8. Leave on loss of pay 

3.9. Unauthorized absence from duty. 

 

4.  CASUAL LEAVE 

 

The grant of casual leave shall be governed as given hereunder. 

 

4.1.   Casual leave is a concession given to enable an employee to be absent from duty 

for short periods in special circumstances and will not be granted on vague and 

general grounds. 

4.2.   Casual leave shall be 16 days in a Academic year for all employees with a 

minimum continuous service of 12 months at the Institute. 

4.3.  In case of a newly recruited employee, the casual leave will be effective after one 

month of his/her service. Any employee is eligible to avail the casual leave for 

number of days he/she accrueds till that month. 

4.4.   Casual leave shall be credited to the account of an employee in two instalments 

viz. 8 days on the 1st of January and 8 days on the 1st of July. 

4.5. The total period of absence on casual Leave at any time shall not exceed 5 days. It 

can be combined with Sundays or other authorized holidays, provided that the 

resulting period of absence, in total, does not exceed 5 days. 

4.6. Casual leave cannot be combined with any other leave or vacation. 

4.7. Casual leave may be reckoned in terms of full day or half day for purposes of 

debit in the account in respect of all employees. 

4.8. A record of casual leave taken by the employee during each year shall be 

maintained in the office  of respective Schools and also by the Head of the 

Department concerned and is subject to ratification by the HRD section of 

Registrar’s office. 

4.9. The purpose for which leave is required must be stated in the application and 

orders on them obtained before proceeding on leave. Alternate arrangements for 

class work and examination duties or any other duties, assigned by the authority 

to the employee, must be made before proceeding on leave. Failure to comply 



with this requirement will be treated as neglect of duties and may warrant 

disciplinary action. 

4.10. Extension of casual leave is permissible only in cases arising out of an emergency 

and if such requests are communicated in time to the sanctioning authority. At the 

time of rejoining, application must be submitted for regularization of leave 

availed. The total period of absence is however subject to the condition stipulated 

in para 4.5. 

4.11. In case an employee does not report for duty at the expiry of casual leave (as 

stipulated in para 4.5), the entire period of absence shall be accounted for against 

the Earned Leave Account of the employee. In case the latter falls short of the 

period of absence, the employee may be granted leave on loss of pay. 

4.12. The fact that a maximum number of days has been fixed for the amount of causal 

leave which may be taken within an Academic year does not mean that an 

employee is entitled to take the full amount of casual leave as a matter of right. 

4.13. Unutilized causal leave cannot be carried forward to the next Academic year. 

 

5.  EARNED LEAVE   
 

The earned leave admissibility to an employee shall be governed as given hereunder. 

 

5.1 All the employees of the University are eligible for 14 days of earned leave, in 

addition to casual leave, on full pay, provided they have served for 12 months. 

5.2 An employee is eligible for earned leave only after the completion of his/her 12 

months of service in the University/Institute. 

5.3 While calculating the earned leave eligibility, the period during which the 

employee is on loss of pay shall be considered and the earned leave due shall be 

reduced by 1/10th of the period of leave rounded off to the nearest digit. 

5.4 An employee is eligible to avail the earned leave for a minimum of one day to a 

maximum of 180 days depending upon the balance at his/her credit subject to the 

discretion of the approving authority. However, the long leaves can be sanctioned 

based on medical grounds, study purposes & going abroad.  

5.5 Applications for earned leave shall be submitted through the Head of the 

Department to the sanctioning authority stating the reason for leave. 

5.6 It shall be clearly understood by the employees that the leave is subject to the 

sanction of the competent authority to the extent of leave due and to the condition 

that the absence of the employee dues not prejudicially affect the work of the 

institution and the reasons put forth are satisfactory. 

5.7 All applications should be submitted in advance and necessary approvals obtained 

before the employee avails the leave. 

5.8 If the earned leave is requested on medical grounds, the leave application must be 

supported by a medical certificate from a Registered Medical Practitioner and is 

subject to the conditions stated in para 1.13 and 1.14. 

5.9 Any declared holidays may be prefixed or suffixed to the earned leave with prior 

permission of the sanctioning authority. 

5.10 Unutilized earned leave is carried over to the next Academic year.   

5.11 Earned Leave is not encashable and not applicable during notice period. 

 

6. MATERNITY/ PATERNITY LEAVE  

 

6.1 Maternity leave is permissible in case of married women employees of the 

University, who are in continuous service for at least two years.   
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6.2 Maternity leave on full pay may be granted to a married woman employee of the 

University in case of confinement for a period not exceeding 120 days, provided 

she has less than two surviving children. 

6.3 Maternity leave on full pay up to 6 weeks may be granted to a married woman 

employee of the University in case of miscarriage or abortion, subject to 

production of a Medical Certificate from a Registered Medical Practitioner 

provided she had less than two surviving children. 

6.4 Maternity leave, as such, is not debited against the leave account of the employee, 

but a note to that effect will be recorded in the service record of the concerned 

employee. 

6.5 Paternity leave for seven days may be granted to male employees of the 

University/Institute who are in continuous service for at least two years.  

6.6 A declared holiday may be prefixed or suffixed to the Maternity Leave or 

Paternity Leave with prior permission of the sanctioning authority. 

6.7 This Leave is applicable to an employee up to two children. 

6.8 This Leave is not applicable during the notice period. 

 

7. SPECIAL CASUAL LEAVE   
 

An employee is eligible to avail Special Casual Leave only after completion of his/her 12 

months of service in the University/Institute. 

 

7.1  For Academic Duties 
  An employee of the University is eligible to avail the Special Casual Leave on 

academic duties for a maximum period of 30 days in an Academic year without 

detriment to the classwork and examination duties for the following purposes: 

            7.1.1   To pursue Ph.D. programmes on part-time basis under other University or 

                        Institute.  

7.1.2 To attend one National and one International conference /seminar in a Academic 

year as a sponsored candidate of the School/University provided the employee has 

contributed a paper to the conference /seminar and which has been accepted for 

presentation at the same. 

7.1.3 To attend one workshop in a Academic year as a sponsored candidate of the 

School/University if, in the opinion of the sanctioning authority, the topic of the 

workshop is relevant to the Department’s developmental plans and the candidate’s 

participation in the workshop is beneficial both to the candidate as well as to the 

School/University. The candidate so sponsored should have been in the service 

for at least 2 Years. However such teachers attending any workshop are required 

to deliver a talk on that workshop in their respective departments.  

7.1.4 To attend summer / winter schools and other short-term programmers of 

continuing education provided the employee is in continuous service for at least 2 

years. 

   

7.1.5 To attend meetings of Staff Selection Committee Debate of UPSC, State Public 

Service Commission, Universities and Public sector undertakings on which the 

employee in nominated as a member. 

 

 

 

 



 7.2 On Medical Grounds 

  

   An employee of the University is eligible to avail the Special Casual Leave on 

medical grounds not exceeding for a period of 30 days  after the expiry of all  

his/her Earned Leaves as stated in para 5.1, over and above the              

maximum of 30 days stipulated in para 7.1 under the following              

circumstances: 

 

7.2.1 A male employee who undergoes sterilization operation under family welfare 

programme may be granted special casual leave, not exceeding 6 days, 

commencing from the date of operation once during the service, subject to the 

production of a Medical Certificate from the Doctor who performed the operation. 

7.2.2 A female employee who undergoes tubectomy operation under the family welfare 

programme may be granted special casual leave, not exceeding 14 days 

commencing from the date of operation once during the service subject to the 

production of a medical certificate from the Doctor who performed the operation. 

7.2.3 A male employee whose wife had undergone a tubectomy operation under the 

family welfare programme may be granted special casual leave, not exceeding 7 

days, commencing from the date of operation subject to the production of a 

Medical Certificate from the Doctor who performed the operation to the effect 

that the presence of the employee is essential for the period of leave to look after 

his wife during convalescence after operation. 

7.2.4. If an employee undergoes a serious medical treatment, then he may be granted 

Special Casual Leave as per the decision of the management, subject to 

production of Medical Certificate from the Doctor who performed the medical 

treatment. 

 

8. LEAVE ON OFFICIAL DUTY  
 

The grant of leave on official duty shall be governed by the provisions given             

hereunder. 

 

8.1.  To attend meetings of academic bodies of the University if the employee is 

nominated as a member. 

8.2.  To attend meetings of committees constituted by Govt. of India, State 

Government, AICTE, UGC, ISTE, Universities and other Central and State 

Governments if the employee in nominated as a member. 

8.3.  To carryout supervisory duties and to serve as paper Evaluator (Examiner) of 

Semester Examinations of the University. 

8.4. To attend any other duties officially assigned by the University/Institute. 

 

9.   COMPENSATORY LEAVE  
     

The grant of compensatory leave shall be governed as given hereunder. 

 

9.1 An employee called to attend office on a holiday, except as a punishment, may be 

granted another day in its place, when opportunity offers. 

9.2 Compensatory leave shall not be admissible when an employee is called on to 

perform duties on a holiday in connection with University examination or any 

other work for which remuneration is paid. 



9.3 Compensatory leave shall be availed by the employee only after obtaining the 

prior permission of the sanctioning authority. 

9.4 The compensatory leave, due to an employee, has to be availed within 3 months 

of having performed the duty on a holiday for which the compensatory leave is 

due. 

9.5 Unutilized compensatory leave cannot be carried over to the next Academic year. 

 

10.  STUDY LEAVE    

 

Study leave may be granted to an employee of the University, who has put in a minimum 

continuous service of Three years at the Institute and shall be governed by the provisions 

given hereunder. 

 

10.1 Study leave may be granted to pursue higher studies leading to M.Tech / M.E or   

Ph.D  at IIT & or other AICTE recognized Centers of Quality Improvement 

Programmes or at institutions located in India or abroad for a period , depending 

upon the course requirements on loss of pay. 

10.2 Study leave may be granted to teaching faculty with Ph.D. Degree to pursue post-

doctoral research at an Organization / University, located in India or abroad, for 

which facilities are not available at the University. The period of study leave, in 

such cases, shall ordinarily not exceed one year. It can however be extended in 

exceptional cases by the authority. Conditions of pay during the leave period will 

be decided in each case by the authority. Employees utilizing this type of study 

leave are required to execute a bond to serve the Institute for a period of 5 years 

after the expiry of study leave on terms and conditions fixed by the authority. 

10.3 Study leave will be granted by the competent authority on the specific 

recommendation of the Head of the Department and Dean of the respective 

School. While making such recommendation, the forwarding authorities should 

ensure that the employee is likely to be benefited by the grant of study leave and it 

is in the interests of the Department. Further, they should ensure that adequate 

arrangements will be made for carrying on the tasks assigned to the employee, 

during the period of his/her absence, without detriment to the interests of the 

academic work at the Institute. 

10.4 Study leave will count as service for promotion and provident fund, but not for 

counting leave. It shall not affect any leave which may be already in his / her 

credit. 

10.5 No. of employees on study leave at any time cannot exceed 1 out of 10 teachers 

in each Department / Section.  However this may be waived by the VC, looking 

into the specific requirements and needs of the department. 

 

11. LEAVE ON LOSS OF PAY 

An employee who does not have any leave at his/her credit may be sanctioned leave on 

loss of pay at the discretion of the competent authority, not exceeding 30 days for 

exceptional reasons. Half day loss of Pay can be allowed at the discretion of the 

competent authority. 

 

 



12. EXTRAORDIANRY LEAVE 

The leave which is not mentioned in the above category will be considered as 

extraordinary leave. Extraordinary leave without/ with salary may be granted to an 

employee. This will be given only in the special circumstances at the discretion of the 

authority. 

 

13. UNAUTHORISED ABSENCE FROM DUTY     

Absence of an employee from duty without getting leave sanctioned under any of the 

above categories of leave shall be treated as unauthorized absence from duty and shall be 

liable for disciplinary action. 

 

        
          Sd/- 
          REGISTRAR 


