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CONI'T]XT'S

LEAVE POt,ICY
1. tsrief of the policy
2. Bifurcation of lear.,es and other details

{i) [arned l-eave
(ii) Sick Leave
(iii) Casual Leave

{it) Leave Encashment
(") t,ist of paid Herlidays
(vi) .Llaternity [.eave
{r.ii) Paternity Leave

{r'iii} [xtra-ordinary Leave
Extensie:n of Lear.e
'l'ransfer 

Lear.e
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LEAvt PALIEY

BRIIF

The Le'rve eligibili.tv sh;lll be ct-rrrrputccl anrl (,.perate,-r r.rn lr Fimrncial yeirr basis. (April -N{arch)

The number oi'davs cf leave entitlement {All tvpes of Leave} will hc prorated baseel .nth* c{ate the employee juins the urganizatir:n during the current carenc{ar year.
An Employee ol the Companv rvill be eligiblc fe:r rea'e aftcr ct;mpleLi,n oi the
l'rrotrationarv perin'J' on rjernj:irmatinn, lcave for tht periocl nf prohatiorr shall Lre crerlitcr{to errlployee's accnunt.

Leaye should he plannecl well in a,-ivance (except in rxigencies) such that it .loes rrr-:t afiectdali to day N'ork and applitrd in the prcscribed applicatign farm att"rch*r-l in the anncxure.

Leave for tho c0nring ytlatr r.:ittrntrt he ;rvaileel in tl're curr(ut year ilnd no lcaves of curr*nt
vear ciln be carried forr,virrd to next vear.

Leave applicalion Form is available r+'ith the HR Departrnent, and can he fille4 up ancl
post-approval submitted to the HR Department. All leavt, slrouLl have thc pr:ir:r approval
/ pcrst-ratificatiun of the Department Hcacl.

An\.' leav(' taken without PRIOR
Httacl; polt far:tr.r r.r,'t.tulel lre tueated
of pav" hasis.

I\PPRO\rAL or is nol rt-gularizee{ hv thc Dcpartmcnt
as ".rt:sence rvirhout lt:a,o.cl" and he proctssrlrl r:' .,ltrss

An emplo-vetl is said to he ou "absence rvithout l,]avt" if he/shc'avails leavtl u.ithout prior
intiuralion or is not ratified suhsequ*ntlv within 2 days, thaugh ht/ she mav have leavtr
to his/her credit" Xrlore than 3 davs of "absence w,itlrr:ut lear.rr" rvcul"l entail seric_rus
consequetl(c$, eYol"l terminaiiorr trr:nr llre sc:n'icts rlf llh.lrat Constr:r.rch.rns.

Furthr:r.

o) Ahsutrce filr a r:otrtinur]us ptrit:,;l r,r'ith*ut p rior appr uval/ sanr.:tionf inlurmatr(rn rrf
1'our superior (incluuling overstav on leavrri lrrr a Fvriocl of 3 tlavs or more n1a\.
r*sult in losirril r.,crur licn on the serr.it:r].
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tr) Abse,co f*r a totttinuous pericir"l without prinr appr*var/sanction/inrr:rmarion 
r.:f-your suFrerrjnr (iniluding overstay, on leaue) for a period of 7 r{a-ys or mr}re, mavrersult in immclliate terminati{rn nf vour o*rora**.

BITURCAI'ION OT LCAVE AND ()1 HEI( DETAILSl\re observr thu lr
reaves A, reave ;X ;JL:;Hill i)ili; ]iffiji:dcu*rion 

*r the berorv menrionecr

E;rch enrplo.ve* noukl ho eligihle for:* EarncEl Leavt/paid Leave (EL)_ lI Dai,s* sir:k r-eave ($L) - 5 ,,iavs (ciurnot rrt' *.irr,*.'r r+ Casutrl Lear.e (CL) - 5 lla.vs (cannot lre encas]rec{ )

Earned l"eave/paid Leave

' 
m:u 

Leave will require approval from the Departmenr Hearl hefore avairing the
t EL ancl othcr ltat'es f.r nt:rv joiners shall be on a prn-rata hilsis fr,m thc erirtc of joiningantl frlr e'risting enlpl()-11ecs' ltla'* r,r.ill he crer-litecl at the hegin..ing of t'e year.r unavailet{ EL w'ill be arcruerj to e nrpl*vee$" accourrts at trre end af each financiar y*ar.r EL and .thcr ltlaves lor new joiners shall he on a pro-rata lrasis from the riate of ioining.' 

il;iilJ.t 
be ca*ierl forw.rcl lo the next vear a*.r *ee,l to be availed in rhe current

r Fqrr Emplovecs vt,ho har.e resigneil l-rom their cluties" Icarrc entitlem*nt wouicl he

::|,|::fi;;;il,_*,a hasis tiiitr,rir rait r,,*rkin6;;; * ac{justed i, r}r*ir ru1& rinar

Sick Leave
'rhe empk'rr-'ee must inf,rrn his ,1 her managrr at the earlitlst i, ca.se hc/she is unab,r to atten.lto wttrk *I1 ant' 'specifir: clav' In all such,sihraH*ns, th* emplovee should infurm his t her

"ll::1ff::il1ffi:ITn:j jT,[:* he/she is riker;r to b* ahse,rt rronr work :.he sick reave

ili};ilil"'li':::'^: l::::::l:'..i ::'"::i:'l'*s si,:k tr*av,' {,v{i,r {,,.,1r ilrr,r!,1, *.'o cnt*rr,,*ent.

Ill;;::i :,,;:il,::: i' : ff ':::: : ::: :- :. y ; il,';;J; ; ffi ;,ill i ;lj:J,::,i:lj;ff ::
"^rick le"rr.rl" n itlr p*-v,.
.]]l.:i]:::])i:,11,'::i:i'r stirra shrrrrr;u, rrrecr,,oo*,,,i**i;;;;,.iil:,i;I]],l,li]1,.I::;]*
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"['he r':ompullv nlav at its ciisurtltirlrr anri ciep*ntling on lhc circunl,t.Ulr]O.$ ma\.,ask ilrv *f th*emplovecs .n sick r*a't, t. get a nr*dirar crreck-r-rp ,.r.'t: b_r, ; 
";,r;;;;. 

;ilili';il:
Lrefore approving the Sii:k l-e;rrre.

Casual Leave

r Nirn-availeuJ Cusual Lrar.* sh.rll iapsr, .u1rl rdnnilt he carrieLl iorly;11r1 ttl thc nrxtiinancial _r,ear.
r CL c.,ttr l-rc ar"aikrtl l"or 1',.,J,"ulav also, onr.c thr.'*a.",ailrlt'nt ui r,-rlaxntir-r* i. ar morrth hasbe*n *xhar:slt:ei.

*ln a m0nth, iln unrplol,rtc is alloro-ecl Lr.r,icr,r tr.i arrai] ri:lar"rtipn frlr .1 ]rr:urs gut r:f the t*talu'orking hnurs in 
"r dav {i.*. r{ h*urs), *xclur{ing trre rr:rrch 

^.urs.
Leave Encashment
Lcttl'tt Llncashnlcf l-lt fOr balalrct' [arrrecl Lcav0 carr Lrrr ar.,rrilerl rlr-rring t]re tcnurc i)f r:rrnp[rrVnront.lt is r't'rlrkeci ttLtt.n thc Lrasis'l Basie salarv on a 30-'cJav rnonth anci paie{ ai tire en'l ,i e'r:^,financial -rrear.

List 0f Paid Hoticlays
The Iist irf tralirxral l"r,Iicial's ancl fcstil'al hr>liclavs wruLl l'rr,: ar],{rLlrlceL{ r)r.*r\.r,ear in thr: first
r.r'eek ol' tlle current l t-,ilr,

Maternity Leave
lVtrmcn cntl'rlo-vr*15 shall be entitlecl tu x'lrLernjtr Ltl"lve 5ubjrcl trt rnn6itir-rns prrscrihecl irr ESI
Ar:t tlr \'latornit! Bcnefits ,{ct, l!i61 rr'hichr:l.cr is .,:pplir,ahl* .1rLi ..,tter crmpl*tion trf prtrbalir:n
period' '\ll ft:rrralr enrSr[o1'q.-'5 c.trr irvail of I I r.ier.ks oi rlnlrrnitl krc)!.r] crl'r.r..lrirlr nt.rt more than
't w'*r'ks ior mlrximunl 2 r,ccasit:ns c{uriltg th,:ir tcnurr rr ith Bharat Constructit-rns. Applic31i6rr
trlr \latemitv luavt netlr-ls trl Lrc mar-lr at lc.rsl I mouth.s prior t* Froirrriins .n lr:*vtl. .l.his
applir:atiun nt-'e'-ls til lrs supp,lrtcti t"ri'a ct'rtiiir:ate issuerl lrl,a l'1.r1;:istrrf,-i \{*tlir.al pracljtirrncr
inttitatin6, the likulr. .latr of ti*livcn..

[n r:'ast r:l rnjscarri"rsrl or ill.ematurt: r_lctivqrr.l,, {5 ,,iar,s ol] \latdrnif.r. L*avt, t *n ht availril rrf
aftcr thc evrxt. Applicaliln'fur Matcrnitr, lear.cr shurrlti hr sLtpgrlllhtr_i irr. a \lerlical Ctrtificattr
inrlic.rting ilrs rrx"rct ci.rt,, ,.l fh{, (.\ (,nt. ' ' L 

"

Patcrnity [.eave
AII male tlmfrloyecs (:alt irvail rtf 5 rlavs lf pralqrr{1*- lt}a!,{, l.\:ithin fi n:rr"rltfh uf his sp(lu)o,sdeliv*rv frrr maximttm I oi:citsions rluriull thcir tcnure rvif-h Bir;rr;rt Conskur,:tio,s afler
suhrnittirrg certifir:*ttc isstr*d hv a Registurrri N{ectical l}ractitiunt:r.inclicafing c{rrg*,f cluli'r:rr..r\.



P*[l$*f'*#
Extraordinary [..eaue

Emplovees *re eligible f*r 3 davs ,f extra*rr"linarv reave in trre eyent *f loss of any mem'er ofhis immediate farnilv ot the 
'egulo, emplovees {in case there is no oiher reav]e in credit).Htx'ttver' pr.per lea'e itlti,ralion to the HR Departmrnt./\l"rnagin51 l)irock:r is necessa*.-.

"lmrnccriate Fanrirv" irrclucres parents, sibriigs, sp*us.,, and r:hirc{ren.

HXl'[NStoN OF LEAti[
r A,\' exteirsi*n 

'::rf Lcave shourr.r be i*fclrnrer.i r.ve, bef*rc thc *xpiry of the aireadr.sanctionecl leave anci such extension is valici anl-y if ou.h ,,*t"nrion is approvrd by thcDepartment HeadlReporting tr{arrager. 
' ---' \-r'r-Y rr rur

' I;::liilIar 
h1' rhe Depu.trn*nt l{earr/Rr:6,orrins l,.ranag.r, it is rhe F{oD.s e{ur1, to

r [n case an emtr'rloysg overstavs without apprcival, it r,r,ilI lre treated as an absen!( frometu$'& loss r:i Par'; arrd tlisciplinary- *ction sirail bu taAr:n agai.st such emproyee.

TRANSFER LEAVI
r Paid lcavc of ? davs slrall be allowed ru concernecl emplor.ces,/ner,r 

ioirrers, at the timeo[ hansfnr frorrr ,ne r+..rking site t, a'other/joi,ing otr.rer tha, H0.

ir t I

\.\_*i."_ 
\h*._*__

itt.t ..1'. ! 't ..1 rrtris/. l{)2,i.

f*nlphlr+r ugavZ

' No &r.a+s\W l-rl,rld dr,);tJ 6r- af pr.J,lc ,it-ot^ta-t,-7 $r, U.,7^. 1,acl-l
-l'+t'r; * ,'L- 

afior^Ld Urf "f ?^u t*ttaay tLn-l,9*rona.rt,y 6 .C*.,{. [r,1,*,togfrno. 
l,{
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