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	REFINERIES HQ 

INTER OFFICE MEMO

	



Sub: 
Modification in Leave Rules & Attendant facilities

The following modifications in the existing leave rules and attendant facilities have been approved for implementation in the Refineries Division(including AOD) w.e.f. 1.1.2006: 

1. Earned Leave (EL)

a) There will be no bifurcation of EL into encashable and non-encashable portions.  The full credit of 8 days shall be available for availing or encashment as per attendant conditions.

b) With the removal of encashable and non-encashable portions, full EL to the credit of the employee can either be availed or encashed without any ceiling.  However, the encashment shall be permissible provided it is for a minimum 5 days and a minimum balance of 15 days is available in the account after encashment.

c) The period of Maternity Leave shall, henceforth, be counted for earning EL. 

2. Sick Leave

a) Sick Leave on Half Pay shall stand discontinued.  Thus, Sick Leave would henceforth be availed only on full pay basis.

b) Sick leave shall now be credited @5 days on full pay at the end of every 6 months.

c) If an Officer avails Sick Leave more than two days continuously, such leave may be granted only on submission of medical certificate alongwith the leave application for such leave. However, the grant of sick leave shall not exceed 10 days on full pay (without submission of medical certificate) which is earned during a year.(This provision is already applicable to workmen). 

3. Casual Leave:

a) The number of Casual Leave, Festival Holidays  and Restricted Holidays during a calendar year shall stand modified as follows:

	Ref. / Pl. Units: 

 CL                     - 12

Festival Holidays  - 10

TOTAL                - 22


	Other locations (Offices):

CL                         - 12

Festival Holidays     - 12

Restricted Holidays  -  2 

TOTAL            - 26


(Festival Holidays for the year 2006 may be modified accordingly in consultation with the Collectives)

b) CL may be sanctioned upto a maximum of 6 days provided that total absence in combination with Compensatory Off/Off Days/ Holidays does not exceed 10 days at a stretch.

c) The Half day Casual Leave shall be admissible only to those employees who are performing duties in General Shift and Ministerial Shift.

4. Leave Not Due shall stand abolished.

5. Extra-ordinary Leave without pay 

a) EOLWP can only be granted upto a maximum of 18 months in case the employee is suffering from serious ailments.

b) EOLWP on grounds of sickness, which does not figure in the list of specified serious ailments may be granted by Unit Head (by Divisional HR Head in case of RHQ including CO, Kolkata, Mumbai Offices and PDRP) upto a period of 30 days in a year.

c) No EOLWP on other grounds.

d) Where unauthorised absence individually or cumulatively exceeds 60 days in a calendar year, the annual increment/stagnation increment due to be granted on 1st January of the following year shall stand postponed by one year.

e) Absence not covered by any authorised leave will constitute break-in-service and salary, allowances, perks & facilities which can be computed in monetary terms shall not be payable for the period of break-in service.  This period shall also not count towards eligibility for promotion.

6. Joining time on transfer to outstation –Joining Time, irrespective of distance involved shall be admissible as under:

For Journey by Air              - 7 days

For Journey by Rail/Road    - 8 days

For Journey partly by         - 8 days

Rail/Road/Air 

Other terms and conditions regulating the Leave Rules shall remain unchanged except to the extent specified above.

This may be brought to the notice of all concerned.

(Sudhir Bhalla)

GM(HR)
CC : ED(HR) – PLHO

        DGM(HR)-R&D Centre

        Principal, IMA-Haldia
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