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HRMAGIXO003 - Leave Policy

1. Objective

The purpose of this Leave Policy is to establish guidelines and procedures for
requesting, approving, and managing employee leaves to ensure a fair and
consistent approach across the organisation.

2. Leave Entitlement

2.1 Permanent Employees

® National Holidays: 4 leaves per year

® Festival Leaves: 4 leaves per year

® Earned Leaves (EL): 1 leave per month/12 leaves per year
® Casual Leaves (CL): 2 leaves per quarter/8 leaves per year

2.2 Probationary Employees/Interns

® National Holidays: Eligible

® Festival Leaves: Eligible

® Earned Leaves: Not eligible

® Casual Leaves: Not eligible

® Post-Probation Leave: An Additional 5 days of leave upon successful
completion of the probation period.
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3. Leave/Holiday Structure

3.1 National Holidays

Employees will observe the following mandatory national holidays (Maximum -
4/year):

® January 26, 2025 (Republic Day)

® May 1, 2025 (Labour Day)

® August 15, 2025 (Independence Day)

® October 2, 2025 (Gandhi Jayanti)

I, Note: In case an employee is required to work on a national holiday or a
festival
holiday, one complimentary earned leave will be allotted to them.

I If any of these National holidays fall on a Sunday or a weekly off, no
compensatory leave or additional holiday will be granted.

3.2 Festival Holidays

Employees will be granted 3 Fixed Festival Holidays to celebrate:
® Diwali

® Ganpati Visarjan

® Christmas

3.3 Floating Holiday
Employees are entitled to 1 Floating Holiday per year to observe a festival or
occasion of personal choice. The reporting manager will need prior approval.

I, Note: If any of these festival holidays fall on a Sunday or a weekly off, no
compensatory leave or additional holiday will be granted.
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3.4 Earned Leave (EL)

® Permanent employees accrue 1 Earned Leave per month (12 days per year).

® Earned Leaves cannot be claimed in advance and must be applied for at least 7
days in advance.

® A maximum of 10 Earned Leaves can be carried forward to the next year (April
1 to March 31).

® The earned leaves are allotted at the end of the month; they can not be
claimed in advance.

3.5 Casual Leave/Sick Leave (CL)

® Employees are entitled to 2 Casual Leaves per quarter (8 days per year).

® Casual Leaves are provided for unforeseen or urgent personal needs.

® Employees can not claim more than 2 casual leaves in one quarter.

® The casual leaves will be allotted at the beginning of the quarter; they can not
be claimed in advance.

I, Note: If an employee exhausts their casual leave entitlement (2 leaves per
quarter), they cannot utilize Earned Leave as a substitute for Casual Leave. Each
leave type serves a different purpose and must be applied under its respective
category, and conditions.

3.6 Statutory Leave
® L eaves such as Maternity Leave, Paternity Leave, and Leave under the Persons
with Disabilities Act will be granted as per applicable laws.
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Month Mandatory National |Mandatory |Festival |Earned |Casual |Total
Holidays/Festivals |Leave Leaves |Leaves |Leaves|Leaves/Quarter
Jan 2025 26/01/2025 1 1 2 6
(Republic Day)

Feb 2025 1
Mar 2025 1
Apr 2025 1 2 7
May 2025 01/05/2025 1 1

(Labour Day)
Jun 2025 06/06/2025 Eid 1 1

al-Adha
Jul 2025 1 2 6
Aug 2025 15/08/2025 1 1
(Independence Day)
Sep 2025 1
Oct 2025 02/10/2025 1 1 1 2 8
(Gandhi Jayanti)
21/10/2025
(Diwali)

Nov 2025 1
Dec 2025 25/12/2025 1 1

(Christmas)
Total 4 3 12 8 27+1(Floating

Festival Leave)=28
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4. Leave Entitlement for Probationary Employees

Probationary employees are not eligible for Earned or Casual Leaves. Upon
successful completion of the probation period, they will be granted 5 additional
days of leave.

5. Leave Application and Approval

5.1 Requesting Leave

Leave requests must be submitted via official email to the Reporting Manager,
keeping HR in CC. Employees should provide necessary details such as leave type,
dates, and any supporting documentation.

5.2 Approval Process
Supervisors/Managers are responsible for reviewing and approving leave requests.
Approval is subject to business requirements and ensuring adequate staffing levels.

6. Leave Without Pay (LWOP)

Employees may request Leave Without Pay (LWOP) for extended periods, subject to
approval.

® |f an employee takes leave for an entire week, the weekend days will also be
considered unpaid days.

® If an employee works fewer than 3 days (24 hours) per week, they may forfeit
their entitlement to a paid weekly holiday.
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7. Unapproved Leaves

® Any leave taken without prior approval will be treated as Leave Without Pay
(LWOP).

® In the case of unapproved leaves, 2 days of leave will be deducted for every 1
day of unapproved absence.

® |f the employee does not have sufficient leave balance, the equivalent days will
be treated as LWOP, and the salary will be deducted accordingly.

® Repeated instances of unapproved leaves may result in disciplinary action,
including:

O Issuance of written warnings.

O Deduction of salary.

O Potential termination in case of continued violations.

® |f an employee fails to inform the reporting manager or HR about their absence
for 3 consecutive working days, it will be considered voluntary abandonment of
employment, leading to termination.

8. Return to Work
Employees must inform their Supervisor/Managers of their return date and provide
any necessary documentation if they took extended leave.

9. Recordkeeping
The HR department will maintain accurate records of leave balances, usage, and
approvals. Employees will be regularly updated on their leave balances.
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10. Abuse of Leave
Misuse of leave privileges may lead to disciplinary action, including written
warnings, memos, and possible termination.

11. Review and Amendments
The organisation reserves the right to review and amend this leave policy as needed.

12. Compliance
All leaves must be taken in accordance with company policies and guidelines.

* Note: This financial year, the policy will be effective from 1 st April 2025 to 31st
December 2025. Starting next year, the policy will be applicable from 1st
January to 31st December.
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