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	1.INTRO1. INTRODUCTION



The objective of this policy is to define leave entitlements, eligibility criteria and the general rules 
that govern the leave process.

	2. SCOPE AND ELIGIBILITY



This policy is applicable to all RASAPOORNA FOODS Pvt Ltd Group employees based at Seethammadhara Office 
       
       Definitions:
	
I. Earned or Privilege Leave (EL):  Earned or Privilege Leave is a period of approved time off from official duties. It is intended to allow the employee vacation, rest and recreation. It is also intended for the employee’s use in attending to personal/ domestic emergencies. 
II. Compensatory Off (C-Off): Compensatory Off is granted to an employee for working on his/ her weekly off day / National Holiday / Festival Holiday and as when required by departmental emergency and as instructed by controlling officer. 
III. Celebration Leave: Celebration Leave is granted to employee on his / her Birthday and his / her Marriage anniversary day. 
IV. Approving Authority: Controlling officer.
V. Leave Cycle:  A leave cycle shall mean a period of 12 months commencing from 1st of January to 31st December every year.
VI. Casual / Sick Leave  : Leaves  which are of unexpected nature and to meet the requirements of Casual Nature and  for sickness 

	3. LEAVE ENTITLEMENT


	Leave category
	Staff Category of Employees

	Earned Leave (EL) / CL / SL 
	15 (One day for every 20 working days) 

	Celebration Leave
	1 Leave will be granted to employee either on Birthday or on Marriage anniversary.










	4. GENERAL GUIDELINES



i. Earned Leave (EL) balance shall be credited to employee’s leave account at the beginning of each month on prorate basis.
ii. All applications shall be made through prescribed leave application form either online or otherwise.
iii. If leave is required, employees are expected to submit leave application at least 3 days in advance to the controlling officer.
iv. EL and Compensatory Off can be taken for minimum duration of half day.
v. For all types of leaves, the intervening holidays or weekly off shall be counted as holiday.
vi. Earned leave can be accumulated up to a maximum of 60 Days. Any leave beyond the limit are lapsed automatically.
vii. In case of resignation, encashment shall be done on the last drawn Basic salary of an employee

	5. FOR NEW JOINERS



i. An employee appointed during the course of the year shall be entitled to earned leave on a pro-rata basis.
ii. An employee shall be eligible to avail earned leave only after completion of 30 days (working + weekly off days) from the date of joining.

	6. COMPENSATORY OFF



i. All Staff category of Employees shall be eligible for Compensatory off, in case they are required to work on a weekly off or on a National/Festival Holiday. Working on a Holiday has to be approved by the controlling authority, and a communication has to be sent to HR in advance.
ii. Computation of Compensatory Off:
a) In case of discharge of duty for 4 hours on a weekly off or on a National Holiday, a half day shall be added to the Compensatory off balance of the employee.
b) In case of discharge of duty for 8 hours on a weekly off or on a National Holiday, a full day shall be added to the Compensatory off balance of the employee.
A Compensatory Off shall be availed within 7 days from the instance of the Holiday/ Weekly Off. Any un availed Compensatory Offs will get lapsed if not availed within 7 days. Any Exception to this has to be Approved by Head - HR
Compensatory Off will only be granted to employee based on his / her attendance record and is approved by his/ her controlling officer and certified by HR department.


	7. POLICY REVIEW



This Policy supersedes all other leave policies in force and this will  be reviewed at an appropriate 
time and necessary changes or modifications will be incorporated as and when it is deemed required.

	Prepared By
	Reviewed & Authorized 
	Approved By

	
HR Staff 
	
Head - HR 
	
Managing Director

	
	
Sd/-
	
Sd/-

















FORM FOR: 

    a. Leave                                             b.  Compensatory Off              
   
(Leave application is expected to be submitted to HR department before proceeding to Leave under normal circumstances)
	Employee Code
	

	Employee Name
	

	Department
	

	Designation
	

	From (Date)
	

	To (Date)
	

	Total Number of Days
	


	Purpose
	

	Contact Number
	

	If Comp Off, please mention against days/date worked
	
	Comp off dates on  leave
	

	

HR - Leave / Comp Off Posting 

	Opening Balance
	
	Balance after availing
	




	Employee Signature
	Controlling Officer Signature
	HR Head Signature
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