1/119067/2023

SID/19RA2G 22157

YEARS OF
CELEBRATING
THE MAHATMA

oA} a0 afla) Qldblal a0

(0002 catmd @)20d

2EOOAT Mo. $ID/1984/2022-F7

0105 MSalS) (@B0eERu3

al6Tn ®ag).ag).agmy)
. @D} UMODA )00,
®loo. 05-10-2023

HR & Leave Policy
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LEAVE AND HOLIDAY FOR THE STAEE Of L

L. Applicability
L.1. These rules for grant of Leaves and Holidays will
on contract basis. Leave shall not be oly

revoke any kind of leave. if exigencies of service so

i

Elder line

in.
authority,
2. Working Hours

2.1. The office must function from 8am -
January, 15th August and 2nd October
2.2. The timings shall be allocated by the Program
nature of work handled by tl
2.3. The Officers

hours with 1 hour break w

8pin on alj
as per the zuic
1€ respective officers

hich includes Lunch breal
rom 8u

2.4, The shift timing for CRM login is fixed f

2.5. The Field Response Officers are re \

by the NISD
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Leave Policy
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Leave

LOERLINE - NATIONAL HELPLINE FOR

3

be epplicable to all the staff who are working in

ed as a matter of right. The powers to refuse or

cequire, shall be vested with the leave sanctioning

days except on the three National Holidays 26th
Haes of NISD issued

Manager as per the availability of the staff and

for the Elderline Office.

are required to work for 9 huus per day wherein the CRM login has to be for §

Tea break etc.

16 Spm and 11am to 8pm on all days of the

the timelines mandated in the SOP as approved
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3. Casual Leave

3.1. All contract staff are eligible for Casual Leave of 12 days in a Calendar year.

3.2. Any leave availed by the employee over and ubon e th> 12 Casual Leave allowed will have to avail
itas Leave Without Allowance

3.3 The Casual Leaves cannot be carried forward «d 1w next calendar year.

3.4. Casual leave may be combined with Sundays and other permissible holidays subject to the
condition that maximum period of absence from duty including holidays shall not exceed Four days at

a stretch.
3.5. Casual Leave cannot be combined with any other kind of leave.
4. Holidays

4.1. Only three National Holidays are allowed for the staff of Elderline office viz Republic Day,
Independence Day and Gandhi Javanthi.
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4.2. The office shall, under no other circumstances te closed on any other days of the calendar year,

4.3. The employees are required to work on all days ot tie week based on the timing prescribed by
NISD. however they can avail weekly off after every 6 Jdays of work.

£
4.4. The number of working Person-Days of an employee would be 6 days w orking in a week  with
Second Saturday being off.

4.5. Those who work on the State Holidays as approved by the Director. Social Justice Department,

are ehigible to avail Compensatory Off for working on such holi

h

- State Holidays applicable for the employees working i the Helpline
3.1. The employees working on each of the below defined holidays are eligit
OfT for each such day of work.

le for One Compensatory

6. Holidays th‘flt fall on Saturdays/Sundays - 2022

25.12.2022 | Sunday Christmas ;

: " % Days of the S ,
SL.No Name of Holidays i Christian Era 2023

7. List of Holidays which are eligible for Compensutory Off 2023

02.01.2023

| Mannam Jayanthi

2 Sivarathn 18.02.2023

3 Good Friday Friday 07.04.2023 |
4 DrB.RAmbedkar Jayanthi Friday 14.042023 |
S Vishu " o Saturday 15.04.2023 |
6 [d-ul Fitr (anmﬁj*. . ) _ Friday . 21()4202’; _ E
7 May Day " Monday 01.05.2023 |
N Id-ul-Ad'ha( Bu]\'rid)* . ' Wednesday T 2806 2023 i
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9 'llll\luldﬂl\(‘l Vaavu e Monday _ 17.07.2023 }

10 Muharram* Friday . 28.07.2023 ,

I First Onam/Ayyanl\aIl dyalln ' : thl&}ldhday Rl “28.“()8.502'3 i‘

12 Thiruvonam ' ' :'l'.uescluy .“29..(.)8.2023. f

‘13 Third Onam ' WLdnnsdu\j i 3().'().8.2'023 F

[4 }'UUJTh(}lldl'!lfgl('.‘(.,NE'[IJ'VJH(JLIIll Jayaulhi Thursday | 3 08.2023 F

5 Mahanavamj iMondd\ 23.10.2023 J

L6 Vijayadasamj ' ) T uesday 24 0.2023

T Christmas . :}\40]’](1“}.' 25.12.2023 '
_\:&twli“-»]u E'KITHII{THEEHW on the appearance of (he moon. T

Ihe following festivals/ foccasions which falls on Public Holidays (Sundays) may be avoided from

the above list.

Name of Holidays "ﬁ'm%rﬂ;'éf the Week | 2023 Chriori Era |
Easter ~ Sunday 09.04.2023
Deepavali ' Sunday i 12.11.2023 |
Rmn utul ﬁ;ﬁ:dﬂ\ 's 2023 o == - o
Name ofHolidays Dot wesk |
Maundy T hursday 06.04.2023 Thursday f
preekrishna Jayanthi ' B e 06 09,2023 : ‘Wednesday
\:LL :\limv‘nm Guru Samadhj Dav o 22.09.2023 Friday !
\11] tdl-1- Shc‘rrP(Bnllule ay of Ploplm \/lulmmmed) 27.09.2023 W uilk\a]d\

C Ull]]]tl]\dlol\ off or leave is permissible on two restricted holidays only subject to .![)pllt:lhi“t)‘

P

Leave Without Alldwance

A employee shall be given leave withouy allowance on production of Medical ( ertificate for q
maximum period of up to 15 days in a calendar year subject to the condition that the decision
regarding H'?(’ admissibility of such leave shail he with the dppointing authority, No emplovee shall he

given LIWWA for any other reason o for period beyvora 15 days.

\I:tlvrnit\' Leave

A Jemale emplovee shall he eligible to avail Maternity leqve gs per the existing state Government

rules.
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