BIBEC Leave Notice

Casual Leave (CL) and Earned Leave (EL)

1. Current leave period is 1 Oct’14 to 31 Dec’15 (15 months) for all regular employees of BIBEC. For this period each regular employee will have an entitlement of 18.75 days of CL (@1.25/month) and 30 days of EL (@2/month). From 1 January 2016 onward ‘Jan to Dec’ leave period will be followed and for each year 24 days of EL and 15 days of CL will be awarded.
2. CL and EL cannot be combined for a number of leave days availed at a stretch (GKUvbv).
3. CL and EL can be combined before or after weekend/ Govt holiday. CL and CL cannot be combined on both sides (`yBw`‡K) of weekend/ Govt holiday.
4. CL and EL can be availed as ½ day. CL cannot be availed for >3 days (GKUvbv wZb w`‡bi †ekx ) at a stretch.
5. For every ≥4 days ( Pviw`b A_ev Zvi †P‡q †ekx ) but <7 days of late in a month, 1 EL will be deducted automatically by the software.
6. Against each month of service a regular staff will become entitled for 1.25 days of CL and 2 days of EL.
7. For BIBEC, 50% of EL, if exists in an employee’s account upon completion of a year, can be encashed on the basis of last basic. This means, within a year a staff can avail 12 days and will get 50% of basic upon closing of that year. Of those 12 days of EL, total / remaining number of days will be carried forward to the next year. In this way an employee can accumulate highest 60 days. An employee may carry forward the entire 24 days to the next year, but s/he cannot claim any encashment later on.
8. CL, if not availed within a year, will be lapsed.
9. A regular employee can avail EL and/ or CL with prior approval of supervisor. If negative balance occurs, will be adjusted as accrues. Staff on probation cannot avail CL and/or EL in advance unless situation demands.
10. Short term staff will have 15 days of CL/ year or which will be prorated in case of broken year.
11. Half day leave is half of the total working hour per day. During Ramadan half day leave can be claimed on the basis of the then working hour.

Accrued Compensatory Leave (ACL)
1. ACL will be awarded for ≥8hours of work.
2. ACL cannot be availed as ½ day.
3. ACL cannot be availed for >3 days (GKUvbv wZb w`‡bi †ekx )  at a stretch.
4. ACL, once accrued, has to be enjoyed within 90 days of accrual.
5. ACL can be combined with CL or EL at a stretch (GKUvbv).
6. For 1 Oct 2014 to 31 Dec 2015, 12 ACLs and 18 ACLs will be awarded to HO and CCC employee respectively. For subsequent Jan – Dec leave period, 10 ACL for head office employee and 15 ACL for CCC office employee are allowed.
7. ACL will be awarded to an employee for working on weekend or Govt holiday.
8. ACL and OT cannot be claimed together. 
9. ACL cannot be encashed.
10. The work to be performed on the day of weekend/ Govt holiday has to be approved in advance in order to claim the ACL.

Maternity Leave:
1. Flexible in time cannot be <1 hr and >4 hr.
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