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Circular

OF late whilz the reviewing the Leave application farm, the Compztent Authority has decided to modify
the existing Leave application form. Accordingly, the revised leave application form with guidelings/instructions is
enclosed #r information and strict compliance with immediate effect.

0] All leave must he applied for and be sanctioned in advance.

(i) In casa of CL. if not applied for earlier, the employee may apply next day on joning after
availing of leave, but must inform their Head/Head (1/C)iSection Head lelephonically/tirough
email on the day leave is being availed.

(i) If an employez wishas to avall RH / EL / Academic / Duty Leave / Malemily Leave | Palemity
Leave / Child Care Leave ! etc, they must apply ateast 07-10 working days in advance fo the
Registrar's Office.

(iv) Mo employee should proceed on any such leave without the: prior sanction of the Competent
Authority.

v) They must submit their joining report at the ime of resuming the office after availing the leave.

(vil  Allemgloyzes of Gaya Campus may be directed to submit their leave applcation form / joining
report to Dy Registrar-ll and the fax/scanned copy of the same to be forwarded by Dy
Registrar-ll 1o the Registrar, CUB, Painz Campus for final approval except CL. Hand copes of
all leave including GL to be sent to the Patna campus for records.

(vij  Regarding Patna Campus, all leave application and joining report to be submitled to
Registrar's Office directly after endorsement of HODY Head(I/C).

(vili)  Afer endorsement of leave balance detals by Establishment Section, the leave shal be
sanctioned and a Sanction Order will be released by DR

(i)  Requsite Medical Gertificates to be attached with all applications for Maternity leave: / Patcmity
leave | HPL.

{x) Requisite documenis for availing Duty Leave to be attached with Leave Application Form.
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Capy to:

Mifacultylofficers/staff - through email.




