
 

 

 

 
6.3.1 

 
Additional information: 

The institution has effective welfare measures 
for teaching and non-teaching staff 
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Leave Policies by VESCOP 
 
 

 Types of Leaves 

 
 
 
 
 
 

 Casual Leave: 
 
 08 casual leaves

 Not more than 7 days casual leaves and holidays in continuation at one time can 
be granted to any teaching, Non-teaching staff and Principal.

 Casual leave shall be evenly distributed during the year as far as possible. 
 apply for the casual leave their duty to substitute their 

lecture/ practical falling on that day and accordingly inform the Time Table 
Incharge.

f) In case of teaching faculty a casual leave shall not be combined with any other 
kind of leave, but it may be permitted either at the beginning or at the end of the 
holiday declared by the sanctioning authority and/or Sundays, provided that the 
period of the total absence does not exceed 03 days, in exceptional 
circumstances it may be extended upto 7 days. 

g) In case of availing half day casual leave or half day Duty leave, minimum 
attendance of 3 hours at duty is required on the day of availing the leave. 

h) Holidays and Sunday falling during the period of casual leave shall be excluded 
in the quantum of casual leave. 

 

 

 

 

 

 



 Duty Leave: 
 faculty member can avail maximum 6 duty leaves/ year and a budget of not 

more than Rs.5000/year for registration fee to attend the seminar

 Duty leave would be given for examination work of Mumbai University only
faculty member wishes to take up examination work of other universities, they 
would have to take sanctioned casual leave 

 
 Seminar/ FDP/ Workshop (2 days per year) 
 Faculty Members invited to deliver a guest lecture (2 days per year) 
 Faculty members invited to deliver a talk to industries ( 2 days per year) 
 Total 6 number of days allowed in a year. 

 

 Duty Leave over and above 6 days can be granted for the 
same purpose subject to approval by Principal & Management, provided the total 
leave does not exceed 15 days 

 Earned Leave: 
For vacation staff  
a) If a teacher is required to do any work during vacations for which he does not 

receive any additional remuneration he shall be entitled to earned leave equal to 
one-third of the number of days on which he works during the vacations subject 
to maximum of 30 days. 

b) Compensatory off is required to be consumed in the same calendar year 
c) Only when there will be call by Principal during vacation by sending a written 

letter or Email and they work for at least 5 hours on that day. It is considered 
as a one working day. However, reporting during vacation for clearing the 
pending work does not qualify for Earned leave. 

d) Earned leave for teaching staff is non- encashable since teaching staff comes 
under Vacation Staff category. 

e) In the Teaching Staff Service Book, the entries for Compensatory Leave will be 
written as Earned Leave. 
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