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]‘“A:rb_x AIRPORTS AUTHORITY OF INDIA
MNo. AAIJER/RTI/PIO/2025/638 Dated : 17-10-2025
To

Shri Savyasachi Choudhury,
Subject : Information under RTI Act. 2005.

Sir,

Reference is made to your RTI Online application no. AAIKO/R/E/25/00097
Dated on 21-09-2025.

Enclosed herewith please find information which is received in respect of
your above mentioned RT| application.

Enclo : As above.
Sincerely Yours,

| Ffarlzens
ﬁH.S.Eis{:;E‘;
General Manager(CNS-ER)/PIO-RHQ-ER,
NSCBI Airport, Kolkata-52

However, if you are not satisfied with the reply/information, you have the
option to file an appeal within 30 days from the date of receipt of reply/
information to the First Appellate Authority. The details of First Appellate
Authority is given below :

To

Smt Nivedita Dubey, RED(ER)/First Appellate Authority (FAA),

Airports Authority of India, Regional Head Quarters,

Eastern Region, N.5.C B.l. Airport, Kolkata-700 052,

Oy thie PICLRHGER), MECA| Airport, Kolkata - 700052 Phame — 25119616/5344 Fax - 25119073



FEEATT TR Hi I Foil Gfce 35007 THHIW
: ®

WITATH PIEHMA I TR ™

AIRAPQATS AUTHDRITY OF MDA
i A S RO R P A K andern Ssigoan, NOIE QR L Aok dimgty
g
i) & Ea S o ms AAUERHR RTL2025
L A e P T e R PPN i o 1,1 9.0 L

INTRA OFFICE NOTE
Sub:
Reference is made 10 your office letter dated 22.09.2025 regarding above-mentioned subject.
In this regard, the reply of the information sought by Shri Savyasachi Choudhury is appended
below:
5L Information sought Reply
Mo

1. In the aforesald matter, Certiffed copy of Note sheets from
initiation of noting till approval of competent authority and
correspondences in determination of settlement of leave
salary contribution as conveved vide letter no. | Copy enclosed.
AAVER/HRA.cave dated 09.08.2019 for encashment of
leave,

% Certified copies of Rules for settlement of leave salary | The leave regulations 2003
contribution in AAL for encashment of leave. is enclosed.

3, Copies of Documents/note sheets of AAL s any subsequent
to representations made by Sh. S Choudhury vide letter
no, PDVDMTS ChoudhuryPersonal/891 dated 11.11.2019

on re-examination of leave encashment quoting DoPT
rules.

Copy enclosed.

—

The above information is provided under the purview of RTI1 Act, 2005.

General Manager (HR)-ER

To
The Public Information Officer, RHQ-ER, Kolkata
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Alrports Authority of India

APD, Raipur has forwarded an application of Shri . Choudhury, Ex-
MGM(Engg-Civil) for encashment of Eamed Leave & Half Pay Leave as terminal
nefit. In this connection, it is stated that Shri Chaudhury was on deputation to
HAT w.e.f. 01-07-10 from AAI and finally absorbed in NHAI an acceptance of
chnical resignation by AAT w.ef 31-10-17,

Since, the terms and conditions on which Shri Chaudhury was absorbed in

is not available with this RHQ, as such, we may ask APD, Raipur to forward
¢ terms and conditions of absorption in NHAI so that Leave encashment as applied
v Shri Chaudhury can be dealt with,

-Submitted please.




N-8
Reference previous note:

In response to this office letter dated 08-04-19, RHOQ,ER has not yet received any :
communiqué from APD, Raipur-as well as CHOQ).

1In this circumstances, if agreed we may forward the case to APD, Raipur with
instruction to process the leave encashment of residual balance upto June * 10(the
date of relieving on deputation to NHAI) in respect of Shri Savyasachi

Chowdhury, Ex- AGM(BE-C) and the calculation will be made on the last basic
. pay on whmh inis technical rmlgnatmﬂ has btan accepted by CHQ Le 31-10- 19

Subrmtttd, for &d‘#lc: please.
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Note-13

Reference perspage note no, &- E3:

As advised, approval of Cnmpetcnt Authority for encashment of residual 234 B/
and 222 HPL upto 28-06 -10, the date of relieving for deputation to NHAT of Shri
Savyasachi Chnudhury Ex-AGM(E-C), Raipur on the revised basic pay Rs.
L3L940/- with DA 279 48 on 31-10-17, the date of acceptance of technica)
resignation by CHQ may please be accorded,

Sdbmltmfi for approval please, | %ﬂk
| 15esm
j | 3?."—1&1 |
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: Ex- AGM (E-C)
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OTE-18

Reference to prepage nom A8, 15,14 & 15

Shri Savyasachi Choudhury, Ex-AGM (E-C}, Raipur wag gn deputation o NELAL woe.f, 28.06.2019
from, AAL and finally absorbed in NHAJ on ecceptance of technical resignation by AAl we .
SHGL2013- The unutilized EL & HPL credited as op 28.06.2019 are required to be encashed, a5 per
Leave Regulations vide CHQ order No. AGDOL1/06/2018-HR PC3 dated 28.03 2018, HPL Masimum
of 240 days wiil be encashed. -

The leave details r.o Shri Choudhury recejved from Aszsisrant Genera| Manag_er {HR),
Ratpur Ref. No. sfwmgd-oasi0.11 fes 08032019 is given below:

S o  Name & L Emp.No. | Basic | Credit as on *‘auﬁgfhnm [Balance |
| Mo | Desigfa/8hri) L] P Ilﬁ.ﬂﬁ.lﬂiﬂ N :
—d | : s SN

EL- 234 days | EL - 334 days | mi
HPL -272 day | HPL - 222 days| .

e 0 i = I —r e L T ST 2 e ]

| 1. | Savyasachi Choudbury | 10012030 | 1,31,940/-

Mo leave application are panding in respect of the above mentinned officials,

Submitteed for approval pleass,
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Airports Authority of India
NOTE - 19

Reference to pre-page note no. 8,13, 14,15 & 18,

In continuation to NOTE No. 18, Shri Savyasach:. Choudhury, Ex-AGM (E-C), Raipur has
applied for encashment of EL & HPL an 11.03.2019 which has been forwarded by Reipur
Oiffice vide no. ulmmimg -1 1/960-61 frim 14.03.2019, The Official hasg been deputed on WHAT

on 28.06.2010 (A/N) and finally absorbed in MHAT Gn acceptance of technical resignation by
AAT wef 31.10.2017. : 4

In this connection, Sh. Choudhury has submitted 2 demand draft of Rs 3,60,512/- with AAL
Raipur Airport vide DD No. 344584 dated (04.09.2018 on account of Leave Salary
Contribution from 01.07.2010 to 30.10.2017, which has been communicated to this office
vide lotter No. wfien/ug/6-04/910-11 R 08/03/2019 by Raipur Airport.

Subsequently, we have sought requisite clarification vide email dated 31.07.2019, The reply
received from Raipur Airport vide letter no. wEmfryE-11/2833-34 fetw 02/08/2019 is also
placed under consideration. 5

- The leave details i.r.0. Sh Choudhury is gh:n'helnw-

SL. | Name & Ermp. No. | Basic P | Creditas | Admissibility | Balance
No | Desig(S/Shri) | ay on left
' 28.06.2010 :
I. | Savyasachi | 10012020 |Rs. 1,31,940/- | EL- 234 EL-234 NIL
Choudhury (New) Days Days
Ex- AGM (E-C) Rs 422200- | HPL-222 HPL-222
{Old) Days Days

Further, as per Human Resource Policy and Procedure Manual para no.- 10{2)(e) ie.
encashment of HPL is applicable while “Cessation of service including resignation other than
on grounds of disciplinary action, on attaining age of 50 (fifty) yrs. Provided the employee
has put in & minimum of 20 (twenty) years of service in Govt. / PSE including a minimum
service of 1 (one) year in AAL"™ However, Sh, S, Choudhury has served 19 years and 10
months (i.e, 20 years approx.) in AAL 3

In ;:his'rnunrd. the Cnmpﬁfer:t Authority may like to consider the aforesaid case, for revised,
leave encashment in old basic, which was Rs, 42, 220/-

Submitted please.

612"
&r. Supdt. (HR)




(From Pre=pnge)

Note — 20

As per Central Civil Services Leave Rules states under 39-D on Cash
equivalent of leave salary in case of permanent absgrption in Public Sector
. Undertaking/Autonomous Body wholly or substantially owned or controlled
by the Central/State Government that “ & Government servant who has been
permitted to be absorbed in a service or post in or under a Corporation or
Company wholly or substantially owned or controlled by the Central
Government or State Government or ini or under a body controlled or
financed by one or more than one such Government shall be granted suo
motu by the authority competent to grant leave cash equivalent of leave
salary in respect of eamned leave at his credit on the date of absorption subject
to a maximum. of 300 days {including the numbet of days for which
encashment has been allowed along with Leave Travel Concession while in
service)]. This will be ealculated in the same manner-as indicated in Clause
(b} of sub-rule (2) of Rule 39,

‘Since, Sri Choudhury has served 19 years and 10 months to AAT which may
be considered as 20 years of service wherein empleyees who put in & months’
service or more than & months of qualifying service for the calendar year of
superannuation / resignation, will be given credit for Half-Pay-Leave as il
they worked for the whole calendar year, employees who put in less than 6
months of qualifyirg service, will get credit of Half- Pay-Leave on pro-rata
basis. : i
Accordingly, we may grant revised 234 EL and 222 HPL {on pro-rata basis)
with old basic of T 42,220/, ;



NOTE =21 Alrports Authority of India

Reference may please be made to note'no.- 20 parano.- 3.

While scrutinizing the Basic pay of Sh. Savyasachi Chouithury, Ex-AGM (E-C), Raipur, given

in the above referred note wu;h the" Service Book of the official, it has been ohserved
mismatching.

The increment entry effected in the Service book ciff'ha official as an &'r.!:'k'i-'.irﬂﬂ?. compared
with the Corporate Personnel Circular — 4/2010, issued by CHQ, vide no.- A.60011/77/2008-
PP dated 28.01.2010, was found in order. The Basic Pay as an 01.04.2010.was Rs, 41,220/-.

: 1 ; ¥ | Fis oy . .J Dyt
Since the increment entry effected In Service Book as on 01.04.20 10 was in arder in line with
CHQ crder under refererice, the same may be tai::ﬂ inta w:::l:lun.t for caloulation of EL & HPL
:ncashment

- ; In this regard, the Compefont huthmtjmq.jr like 1 -..pn,aldi:r the a.ﬁm‘:-amd -.:nsc, for J‘E-'-flﬂﬂd.
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AAT (LEAVE) REGULATIONS, 2003

“In exercise of the powers conferred by sub-scction (1) read with clause (b) of
sub-section (2) and sub-section (4) of section 41 of the Airports Authority of
India Act, 1994 (NO.55 Of 1994), the Alrports Authority of India with the

previous approval of the Cenmtral Govt. hereby makes the following
Regulations, ™

B SHORT TITLE AND COMMENCEMENT

{1} These Regulations may be called Airports Authority of India (Leave)
Regulations, 2003,

(21 They shall come inte force from the date of publication @ the Official

Gazette (Published in the Gazette of India Extreordinary — Part [TI-Section
4 on 13® June, 2003).

i APPLICATION

These Begulations shall apply to all emplovees of the Authority except:

(a)
(k)
{e)

persons on deputation to the Aothority;

persons in casual or daily rated or part-time employment; and

persons employed on confract except when the contract provides
otherwise.

3 DEFINITIONS

(a)

(b)
(e}

(d)

()
()
(8)

“Authorised Medical Officer” means a Medical Officer appointed by
the Authority either on full time or part time basis or a Registered
Medical Practitioner  possessing minimum qualification  as
MBBE/BDEBAMS/BHMS,

“Authority™ means the Airports Authority of India;

"Competent Authority™ means in relation to the exercize of any power,
the Chairperson or any Member or any other Officer of the Authornty to
whom powers may be delegated by the Chairperson in this behalf
provided that in the case of Chairperson and whole time Members of the
Authority appointed by the Central Government the Competent
Authority shall be the Central Government;

“Completed year of service” means continuous service of specified
duration in the Authority and includes period spent on duty as well as
lzave including extraordinary leave;

“Employee” means a person n the whole time service of the Authority;

“Form™ means a form sppended (o these regulations,

“Haospital” means any hospital/dispensary/Medical I[nspection(M.I)
Room esmbllshadjybfﬂﬁum:rﬁty or empanelled or recognized by the
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Authority or under the Central or State Government or Municipal

Authority or Local Body.
(i) “Nursing Homes™ means Nurzing homes empanelled or recommended

by the Authority;

(i) “Permanent Employee” means an employee who has been appointed
against a permanent post sanctioned on a permanent basis and has been
confirmed against the post; and

(i3 “Temporary Employee” means an employee who has been appointed
against a temporary post sanctioned for a specific period or appeinted on
a temporary hasis against a permanent post and has not been confirmed.

4, RIGHT TO LEAVE
(1} Leave cannot be claimed as a matter of right;

{2)  When the exigencies of service so require, leave of any kind may be
refissed or revoked by the Authority Competent to grant it, but it shall
not be open to that authority to alter the kind of leave due and applied
for by the employee except at the written request of the employee,

8 REGULATION OF CLAIM OF LEAVE

An employee’s claim o leave is regulated by the regulations in force at the time the
leave is applied for and granted.

. RETROSPECTIVE COMMUTATION OF ONE KIND OF LEAVE
INTO ANOTHER

(1) AL the request of the employee, Competent Authority may, at its
discretion, convert retrospectively leave of one kind taken earlier into
ieave of different kind which was due and admissible to him at the
time the leave was granted i the employee's request is received
within 3 (THIRTY) days of his/her joining duty on the expiry of the
relevant spell of leave availed by him.

(2} Any amount of leave salary paid in excess shall be recovered or any
arrears shall be paid efter adjustment.

7. MAXIMUM OF CONTINUOUS LEAVE
Unless the Competent Authority, in view of the exceptional circumstances of the

case otherwise determines, no employee shall be granted leave of any kind for a
continuous period exceeding 5 (FIVE) years.

8, ACCEFTANCE OF SERVICE OR EMPLOYMENT WHILE ON
LEAVE

An employee while on leave, shall not take up any service or employment elsewhere
including the sefting up of a private professional practice such as accountant,
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consultant or legal or medical preactitioner without obtaining the previous sanction of
the Competent Authority,

L COMBINATION OF DIFFERENT KINDS OF LEAVE / HOLIDAYS
(1) REGULAR LEAVE
2} Except as otherwise provided in these regulations, any kind of

(2)

(3)

4

b)

€]

leave under these regulations may be granted in combination
with or in continuation of any other kind of leave exgept Casoal
Leave,

Prefixing or suffixing of holidays to leave shall be allowed
except in cases where for administrative reasons; permission for
prefixing or suffixing of holidays to leave is specially withheld.
Intervening Holidays including Sundays and Saturdays, wherever
applicable failing within the spell of any kind of leave shall be
counted as leave,

CASUAL LEAVE

a)

b)

Causal leave cannot be combined with any other kind of leave
under these regulations except special leave, restricted holiday
and compensatory leave. [t should not be combined with both
special casual leave and regular leave taken together.

An empioyee can be permitied to combine half a day's casual
leave with any other kind of leave if his/her ahsence on the next
working day was due o sickness or other compelling grounds
only if he/she has no further casual leave at hisfer eredit and he
was allowed to avail half a days casual [eave in the afternoon,

RESTRICTED LEAVE

Restricted Leave can be prefixed or suffixed to any kind of leave or
casual leave,

COMPENSATORY LEAVE (Compensatory Off):

{1}

(i)

(iif)
(iv)

A Compensatory Leave granted in lieu of duty performed by
an employee on Sunday or a holiday for a full day may be
treated as holiday for the purpose of prefixing or suffixing of
leave. A Compensatory Leave is granted with the following
conditions:

Compensatory off can be availed by an employes whenever
he/she is asked to perform duty for a full day on a Gazetted
holiday or on the day when hefshe s required to perform the
duty, L.e. to cover up the extra shift or weekly off,
Compensatory off is to be eamed before being availed.

The maximum period of absence on casnal leave allowed as
per AAL rules is twelve days excluding those holidays which
are prefixed and suffixed. This being the rule position,
Compensatory off cannot be prefixed or suffixed since this

Human Resource Pelicies and Procedure Manual Page 105



leave of absence is in liew of the duty already performed and
cannot be equated to holidays.

(v} Mot more than five days compensatory off should be
sanctioned/availed at a time.

{vi)  In case the overtime/out of pocket allowance has been claimed
by the employee, no compensatory off shouid be sanctioned.

(vii} The compensatory off can be availed within a peried of three
months from the date on which it is eamed with approval of
REDVAPD. However, the cases, if any beyond three months,
may be forwarded to CHQ with due recommendations of
REDVAPD.

{viii) The respective sectional/Departmental Head who are
¢ompetent to sanction leave will be sanctioning Authority so
far as the Compensatory off is concerned.

{ix} Compensatory off Is permissible upto the level of Joint
General Manager on need basis at the discretion of
REDs APDs.

{x)  The executives who are performing shift duties are eligible for
12 days Casual leave in a year, which will not be carried
forward to the next year as is applicable for others.

(xiy In lien of duties performed on the clesed holidays, the

Compensatory off may be granted.
A 6001 1/78/2007-PP dated 10.03.2010 & 25.03.2010)

(5} HOLIDAYS

Holidays can be pre-fixed or suffixed to any kind of leave and to be
treated as duty for the purpose of drawl of pay and allowances.

(6) SPEICIAL CASUAL LEAVE

The Special Casual Leave can be combined with Sundays, Restricted
Holidays and other Holidays but not with any other kind of leave.

18 GRANT and RETURN FROM LEAVE

(1) APPLICATION FOR LEAVE
Any application for leave or for extension of leave and joining report

shall be made in prescribed form.

(2) MAINTENANCE OF LEAVE ACCOUNT
A leave Account shall be a maintained properly and up to date in the
prescribed form for each employee of the Authority by the officer
authorized in this behalf. He / She should countersign every entry in
the leave azcoount. However, on implementation of ERFP/SAP
guidelines issued by HR core team, SAF will be followed.

{3) EMPLOYEE SHOULD APPLY LEAVE IN ADVANCE
Except in emergeney, application for leave for 3 (THREE) days or
more on grounds other than on medical grounds shall be submitted to
the authority competent to grant leave in the prescribed form /through
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(4)

(5

()

(8

SAP - at least 7 (SEVEN) days before the date from which the leave
is required,

EMPLOYEE SHOULD FURNISH LEAVE ADDRESS
BEFORE PROCEEDING ON LEAVE

{a) An employes before proceeding on leave shall furnish hisher
address in the application for the period of leave. However, in
case when it is not possible to indicate address, reasons for not
doing so shall be explained by the employee in the leave
application and the Competent Authority would satisfy itself
before granting leave.

(b) Mo employee should leave the Headguarters/ place of stations/
posting without permission of the Competent Authority. In all
applications for leave including Casual leave or Compensatory
leave during which the employee proposes to leave the station,
the fact should be stated in the application with the ouistation
address,

() Any person who wishes to leave the station during the period of
leave already granted to hisfer should notify histher intention
together with histher address to histher officer. Any change in

that address, which may occur thereafter, should also be
communicatad.

VERIFICATION OF ADMISSIBILITY OF LEAVE

Na leave shall be granted to an emploves until a report regarding its
admissibility has been obtained from the Competent Authority
maintaining the leave account,

LEAVE NOT TO BE GRANTED IN CERTAIN
CIRCUMSTANCES,

(a) Leave shall not be granted to an employee when the competent
Authority has decided to dismiss, remove or compulsorily retire
him/her from the service of the Autherity.

(k) Leave shall not be granted to an employee who has been plaged
under suspension.

MEDICAL CERTIFICATE FOR LEAVE ON MEDICAL
GROTUNDS.

Leave on Medical grounds shall be sanctioned to an employee on
production of Medical Certificate of illness from an Authorized
Medical Qfficer or Hospital or Nursing Home. Competent Authority
may secure second medical opinion, if necessary.

FITNESS CERTIFICATE AT THE TIME OF JOINING

An employee who has been sanctioned leave or an extension of leave
on Medical grounds shall not be allowed to resume duty unless he/she
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)

(10}

(15

(12)

(13}

produces a “FITNESS CERTIFICATE"™ from the Authorised Medical
Officer or Hospital or Nursing Home:.

WAIVING THE PRODUCTION OF MEDICAL CERTIFICATE

The Authority Competent to grant leave may, at its discretion, waive
the production Medical Certificate in case of an application for leave
for a period not exceeding 3 (THREE) days at a time. Such leave
shall not be treated as leave on Medical grounds and shall be debited
against leave other than leave on Medical ground,

COMMENCEMENT AND TERMINATION OF LEAYE

Leave ordinerily begins on the day on which the transfer of charge is
effected and ends on the day preceding that on which the charge is
resumed.

RETURN FROM LEAVE

An employee on leave shall not return to duty before the expiry of the
period of leave granted to him/er unless hefshe is permitted by the
Competent Authority to curtail his/her leave and resume duty before
the expiry of leave sanctioned to him/er. He / She shall submit a
Joining Report In the preseribed form (FORM NOUIT)

RECALL TO DUTY BEFORE THE EXFIRY OF LEAVE

An employee may be recalled from leave, by the Competent
Authority, if the exigencies of the work so demand and shall be paid;

a) Travelling Allowance for the Journey to be performed to resume
duty, as admissible to him/her;

b) Leave Salary which hefshe would have drawn uontil he'she
resumes duty.

ABSENCE FROM DUTY AFTER THE EXPIRY OF LEAVE
{OVER STAY OF LEAVE) AND UNAUTHORIZED ABSENCE
FROM DUTY:

(2)  Unless the Authority Competent to prant leave, extends the
leave, an employee who remains absent afier hisher leave is
over is entitled to no leave salary for the period of such absence
and that period shall be debited against his'her leave account a3
though it was half pay leave to the extent such leave is due, the
period in excess of such leave due being treated as
extraordinary leave,;

{b)  Wilful absence from duty after the expiry of leave renders an
employee liable to disciplinary action;

(¢)  The unasthorized absence of this kind apart from resulting in
loss of Pay and Allowances for the period of such ghsence
would also constitute a break in service entailing forfeiture of
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(d)

(e}

past service, unless the break itself is condoned and meated Bs
“Dies-Non™ If the break is condened and treated as “Dies-Non™
by the Competent Authority. the service rendered prior to
unauthorized absence be counted for all purposes but the period
of break itself will not count for any purpose and treated as
“Dies-Non™ unless the employee represents in this regard.

The consequence of Unauthorized absence from duty, which is
not condoned, would be as follows:

i} PAY AND ALLOWANCES - No Pay and Allowances
are admissible during the period of unauthorized absence

iy INCREMENT - The period of such Unauthorized
absence would not count for increment ( The period af
uncuthorised absence lass than six months will no affect
the change of increment)

lify LEAVE — The period of such Unauthorized absence
would not count for earning leave

W) CONTRIBUTORY PROVIDENT FUND — The period
of Unauthorized sbsence would be ignored for the
purpose of entitlement of Contributory Provident Fund
bencfits

¥}  GRATUITY - The interruption in service caused by such
unauthorized absence would entail forfeiture of past
service for the purpose of entitlement to Gratuity.

If such employee reports for duty before or afier initiation of
disciplinary proceedings, he/she may be taken back for duty
because hefshe has not been placed under SUSpPEnsion.

1.  KINDS OF LEAVE DUE AND ADMISSIBILITY
(1) EARNED LEAVE

(a)
(0

(i)

CALCULATION OF EARNED LEAVE

Advance eredit in two instalments-

Ihe leave account of an employee shall be credited with 30
(THIRTY) days Eamed Leave in a calendar year, This shall be
credited in advance in two instalments of 15 {FIFTEEN) days
each on the first day of January and the first day of July of
every Calendar year.

The Earned Leave at the credit of an employee at the close of a
half year shall be carried forward to next half year, subject to
the condition that the Eamed Leave so carried forward plus the
credit for the half year shall not exceed 300 (THREE
HUNDRED) days.

Refer Circular No.26 [a)/2012, No.600! 1/4%12-PP dated 14.08.2013,
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() CREDIT OF EARNED LEAVE AT THE INITIAL
APPOINTMENT:

The credit for the half year in which an employes is appointed will be
credited at the rate of 2 % (Two and Half) days for gach completed
calendar month of service which hefshe is likely to render in half year
in which he/she is appointed.

()  APPLICATION FOR EARNED LEAVE:

An application for eammed leave or extension shall be made in the
prescribed form

(d) CREDIT OF EARNED LEAVE AT THE TIME RETIREMENT
OR RESIGNATION:

The credit for the half year in which an employes is due to retire or
resigns from the service shall be allowed leave at the rate of 2 %
(Two and a half) days per completed calendar month up to the dats of
retirement o resignation, If in the case of an employee who resigns or
retires from the service, the leave already availed of is more than the
credit so due to him necessary adjustment shall be made in respect of

leave salary overdrawn, if any.
{¢) ONREMOVAL or DISMISSAL or DEATH:

The credit for the half-year in which an employee is removed or
dismissed or died will be allowed at the rate of 2 ¥4 (Two and half)
days per completed calendar month up to the end of the calendar
month preceding the calendar month in which hefshe is removed or
dismissed or died-

()  ADJUSTMENT OF EXTRAORDINARY LEAVE

If any employee has taken extraordinary leave in a half year, the
credit allowed shall be reduced by /10" {onc tenth) of the
extraordinary leave availed of during the previous half year subject to
a maximum of 15 {Qifteen) days.

(g)  Adjustment of Extra-Ordinary Leave taken at the time of
retirement or resignation or removal or dismissal or death:

If an employee, wha is retired or resigned or removed or dismissed or
died in the middle of a calendar year, has taken any Extra-Ordinary
Leave during that half year, the earned leave credit shall be reduced at
the rate of 1/10" {one-tenth) of such Extra-Ordinary Leave and leave
account regularized be regularized accordingly.
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(h) FRACTION TO BE ROUNDED OFF

At the time of sanctioning the leave in his'her cradit, fraction of 0.5
i.e.1'2 day shall be rounded off to the nearest day i.e. 7 % (seven and
a half) days to be rounded off to 8 (eight) days,

() WHEN THE PERIOD OF ABSENCE TREATED AS DIES-NON

When the period of absence has been treated as “dies-non® in half
year, the credit to be allowed to leave account at the commencement
of the next half year shall be reduced by 1/10™ (one-tenth) of the
period of *dies-non’ subject to maximum of 15 (fifteen) days.

() EARNED LEAVE ON ACCOUNT OF UNAVAILED JOINING
TIME

Un-availed joining time (subject to a maximum of 15 days) shall be
ailowed to be credited in Eamed Leave account as per the details

given below:
8. Distance covered Ioining time | Joining time where the |
Na. admissible | transfer necessarily |
involves  continuous
travel by road for more
. than 200 km.
(1. [ 1000 Em or less 0 days | 12 days
2 More than [000 km 12 days 15 days
and upto 2000 km
3. Mare than 2000 km 13 days * 15 days |

* In case of travel by air, the maximum Joining time admissible is 12
days.

The aforesaid un-availed joining time shall be credited in his/her EL
account subject to the following conditions:

(i) If employee joins the new post without availing full admissible
joining time, the un-availed period as admissible is to be allowed
to his'her Earned leave account,

{ii) The credit of Earned Leave including the un-availed jolning time
credited should not exceed 300 (three hundred) days.

(iif) One day joining time admissible for transfer within the same
station, if not availed, cannot be credited to Earned Leave
Account,

(k)  GRANT OF MAXIMUM EARNED LEAVE AT A TIME

(i)  The maximum amount eamed leave that may be granted to an
employee at a time shall be 180 {one hundred and cighty) days,

provided that where the employes spends any period of such
leave outside India, he/she may be granted Eamned leave up to e
maximum of 300 days subject to the condition that the period of
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(i)

earned leave spent in India shall not in aggregate excesd 180
days.

Earned Lzave may be taken at a time up to 300 days as Leave
Preparatory to retirement.

{2) HALF PAY LEAVE

(a)

(b)

CALCULATION OF HALF- PAY LEAVE:

(i)

(i)

(i)

(i)

(v}

ADVANCE CREDIT IN TWO INSTALMENTS:

The leave account of an ecmployee shall be credited with 20
{twenfy) days Half-Pay Leave in a calendar year. This shall be
credited advance in two instalments of 10 (ten) days each, en
First day of Fanuary and First day of July of every calendar
year.

ON INITIAL APPOINTMENT:

The credit for the half vear in which an employee is appointed
will be at the rate of 5/3 days for each completed calendar
muonths of service which he/she is likely to render in a half year
in which he'she is appointed.

ON RETIREMENT OR RESTGNATION

The credit for the half vear in which an employee is due to
retire or resign from the service shall be allowed at the rate of
5/3 days per completed calendar month upte the date of
retirement or resignation. If in the case of an employee who
resigns or retires from the service, the leave already availed of
is more than the credit so due to himv'her, necessary adjustment
shall be made in respect of leave salary overdrawn, if any.

ON REMOVAL OR DISMISSAL OR DEATH

The credit for the half year in which an employee is removed or
dismissed or died shall be allowed at the rate of 5/3 days per
gompleted calendar month upto the end of the calendar month
proceeding the calendar month in which hefshe is removed or
dismissed or died.

WHEN PERIOD OF ABSENCE TREATED AS DIES-

MOMN:

Where a period of absence or suspension has been treated as
dies-non in & half year, the credit to be afforded to his/her half
pay leave account at the commencement of next half year, shall
be reduced by 1/18 (One by eighteenth) of the period of dies-
non subject to a maximum of 10 (ten) days. In case the period
of suspension is not treated as period spent on duty, it would not
count for eaming leave,

FRACTION TO BE ROUNDED OFF
While giving credit of half-pay leave, fraction of a day shall be
rounded off o the nearest day.
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(3)

(e}

(d)

(=)

i

TO BE GRANTED ON MEDICAL CERTIFICATE or ON
PRIVATE AFFAIR

The leave under this Regulation may be granted on production of

medical certificate from an authorized medical officer or on private
affairs.

NOT TO BE GRANTED IN CERTAIN CIRCUMSTANCES
Half-pay leave shall not be granted to an employes unless the
Competent Authority has reason to believe that the employes will
return to duty after expiry of such leave.

MAINTENANCE OF HALF-PAY LEAVE ACCOUNT

The balance should be worked out at the end of each half-year by
debiting-

(i} HPL tzken

(i)  Twice the amount of Commuted Leave Taken

{iii) Leave-pot-due taken

APPLICATION FOR HALF PAY LEAVE

An application for half-pay leave or extension shall be made in the
prescribed form,

COMMUTED LEAVE

(2}

(b

CONDITIONS FOR GRANT OF COMMUTED LEAVE

Commuted leave not exceeding half the amount of half pay leave due

may be pramted on production of medical certificate from an

authorized medical officer subject to the following conditions:

{(fy At the request of the employee : Commuted leave may be
granited at the request of an employee even when eamed leave is
due to him;

(i) At the discretion of the Competent Authority: [f the
Competent Authority is satisfied that there is reasonable
prospect of the employee retuming to doty on its expiry;

(ili) Deblting from Half Pay leave account: When commuted
leave iz pranted, twice the amount of such leave shall be debited
against the half pay leave due,

IN THE CASE OF RETIREMENT OF RESIGNATION

When an emploves who has been granted cominuted leave, resigns
from service at his’her own request or permitted to retire voluntarily
without returning to duty, the commuted leave shall be treated az half-
pay-leave and the difference between the salary in respect of
commuted leave and half pay leave shall be recovered.

Provided that no such recovery shall be made, if the retirement is by

reason of ill health incapacitating the employee for further service or
in the event of death.
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(4)

(<)

(d)

WITHOUT PRODUCTION OF MEDICAL CERTIFICATE

(i} Half pay leave up to a maximumn of 180 days may be allowed to
be commuted during the entire service (without production of
medical certificate) where such leave is utilized for an approved
course of study certified to be in the public interest by the
competent authority,

(i) Commuted leave in continuation of matemity leave may be
granted up to 60 (sixty) days without medical cortificare (except
on azcount of leave for miscarriage or abortion).

(iii) Commuied leave up to & maximum of 60 days may be granted to
a female emplovee with less than two living children, on
adoption of a child less than one year old.

APPLICATLION FOR COMMUTED LEAVE

An application for Commuted Leave or extension shall be made in
the prescribed form specified /through SAP,

LEAVE NOT DUE

(a)

CONDITIONS FOR GRANT OF LEAVE NOT DUE :

Leave not due may be granted o o penmaneént emploves subject io
the following conditions:

(i} At the request of the employee : When there is no Half-pay
leave at the credit of the employee and he/she has requested for
grant of Leave not due,

(ii) At the discretion of the Competent Authority: The
Competent  Authorily i3 satisfied that there is reasonable
prospect of the employee returmning to duty on the expiry of
leave; ;

{iif) MAXIMUM AMOUNT OF LEAVE NOT DUE
Leave Mot Due during the entire service shall be limited to a
maximum of 360 (three hundred & sixty) days out of which not
more than 90 {nisety) days may be granted at a time and 180
{one hundred and eighty) days may be granted otherwise than
on Medical Certificate,

{iv) LIMITED TO A HALF PAY LEAVE:
Leave Not Due shall be limited to the half-pay leave the
emplayee is likely to eamn after the grant of Leave Wat Due,

{v) DEBITING AGAINST THE HALF PAY LEAVE
ACCOUNT:
Leave Mot Due shall be debited against the half-pay leave the
employee eamed subsequently.
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(b)

(e}

IN THE CASE OF TEMPORARY EMPLOYEE SUFFERING
FROM DREADED DISEASES

Leave Mot Due may be granted for a period not exceeding 360
(Three hundred and sixty) days, during his‘her entire service 1o a
emporary employes who s suffering from tuberculosis leprosy,
cancer or mental illness subject to the fulfilment of conditions in
Clause (a), Sub-Regulation (4) of Regulation 11 of this Eegulation
ebove and also subject to the following further conditions namely:

(1) That the employee has put in a minimum of one vear of service
in the Authority.

(i} That the post from which the employee proceeds on leave is
likely to last till histher return to duty.

(iit) That the request for grant of such leave is supported by
medical certificate.

IN CASE OF RETIREMENT OR RESIGNATION

(1} Where an employee who has been granted Leave Mot Due
resigns from service or at his/er request is permitted to retire
voluntarily without refurning to duty, the Leave Not Due shall
be cancelled, his'her resignation or retirement taking effect
from the date on which such leave had commenced and the
leave salary shall be recovered,

(ii) Where an employee who having availed himselfherself of
Leave Not Due, retumns to duty but resigns or retires from
service before he'she has earned such leave, hefshe shall be

liable to refund the leave salary to the extent the leave has not
been carned subsequently,

Frovided that no leave salary shall be recovered under
Regulation 8 if the retirement is by reason of ill health

incapacitating an employee for further service or in the event of
his/her death,

Application for leave not due: An application for leave not due
shall be made in the prescribed from (Form No. L}

(3 EXTRA-ORDINARY LEAVE (EOL)

(=)

CONDITIONS FOR GRANT OF EXTRA-ORDINARY LEAVE

Extra Ordinary Leave (EOL) may be granted to an employee in the
following special circumstances, namely:

{1 When no other leave is admissible: and
(i) ~ When other leave is admissible, but the employee applies in
writing for the grant of extra ordinary leave.

(Petailed procedure issued vide Circular No.A 6001141 1/2005-EW
(Pt} dated 30032007 & CHRM Circular No.28/2012 dated
DI072012 )
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(b) MAXIMUM EXTRA-ORDINARY LEAVE ADMISSIBLE ON
ANY ONE OCCASION

(i) Unless the competent authority, in view of exceplional or
extreme compassionate circumstances otherwise determines,
no employee shall be granted Exma-Chrdinary Leave on any
one occasion in excess of 12 (twelve) months but not in excess
of three months without medical certificate and 6 (3ix) months
with medical certificate in respect of emporary employees,
Provided that the limit aforesaid may be raised to 18
{eighteen) months on production of a medical certificate in
case, where the employee is undergoing treatment for cancer
ar for mental illness in an institution recognized by the
Authority or is underpoing treatment in a sanaforium,
Institution or under & specialisy, cecognized by the Authority,
for pulmonary tuberculosis or pleurisy of tubercular origin, or
tuberculosis of any part of the body or leprosy.

(iiy  For 24 {rwenty four) months, where the leave is required for
the purpose of prosecuting studies certified to be in the public
interest provided the employee concerned has completed 3
(three) years of continuous service on the date of expiry of
leave of the kind doe and admissible including 3 (three)
months extraordinary leave onder clause {(a). Where the
employee is granted EOL in relaxation of provision contained
in clanse (b) shall be requircd to execute & Bond in the
preseribed form undertaking to refund to Airports Authority of
Indiaz the actual amount of expenditre incurred by the
Airports Authority of India during such leave plus that
incurred by any other agency with interest thereon in the event
of his mot returning to daty on the expiry of such leave or
quitting the service before a period of 3 (thres) years after
return to duly. The bond shall be supported by sureties from

two permanent employees having a status comparable to or
higher than that of the employee concerned.

(iii} Employses belonging to Scheduled Caste or Scheduled Tribe
may, for the pwrpose of attending the Pre-Examination
Training Course at the Centres notified by the government
from time to time, be gramted extraordinary leave by the
gompetent authority in relaxation of sub-glause (ii).

{iv) Two spells of Extra-ordinary Leave, if intervened by any other
kind of leave, shall be treated as one continuous spell for the
purpose of applying the maxirmum limit
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fe)

APPLICATION FOR EXTRA-ORDINARY LEAVE (EOL)

(i)  Application for Exora-Ordinary Leave or extension shall be
made in the preseribed form / through SAP.

(if) In accordance with the clause 3.14 of Delegation of Powers,
Member (HR) has full powers to grant EOL beyond 60 davs in
i year. In order to bring uniformity, it is informed that for
cases of EOL beyond 60 days a commitiee under the
Chairmanship of ED(HR) is constituted with the following
members to analyse/scrutinize such cases before submitting
the same to Competent Authority for approval:

| General Manger {HR), (Establishment section | Member

| Concerned at CHQ) |

| General Manager of the discipline concerned | Member

L DGM {Medical), CHO) Member
Sr. Doctor from Government hospital (Ganga | Member
Ram/AIIMS etc.)

(Refer Corporate HRM Circular NO, 43/201! dated [8.08.201 1)

(6) MATERNITY LEAVE:

(a}

FOR PREGNANCY

A female employee with less than two surviving children may be
granted Maternity Leave to 135 (One hundred thirty five) days twice
in service period including for Madical Termination of Pregnancy or
Abortion. In order to avail this leave, the employee should complete
One-year regular service in Airperts Avthority of India, The leave
will be granted on submission or production of Medical Certificate
from Authorized Medical Officer or Hospital or Mursing Home,

A female employee (including probationer) with less than two
surviving children may be pranted Maternity Leave of 180 (One
hundred eighty) days twice in service period including for medical
termination of pregnancy or abortion. The leave will be granted on
submission or production of medical certificate from awthorized
medical officer or hospital or nursing home.

(Refer CHRMC no.J 242011 dated 08.07.201 1)

THE PAST CASES WHERE MATERNITY LEAVE HAS BEEN

AVAILED W.EF. 1.9.2008 ARE TO BE REGULATED ARE AS
FOLLOWS ;

(i) In case & women employes remained on any kind of leave
without any break even after expiry of 135 days of matemity
lcave, she shall be eligible for additional days of maternity
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leave subject to a maximum of 45 days (180-135=435) as the
case may be.

(ii} In case a women employee reported for duty on the next
working day on expiry of 135 days of maternity leave and again
availed another spell of any kind of leave some days after
joining back (ie. with 2 clear break between two spells of
leave) she shall not be eligible for the credit of the extended
days of maternity leave.

(iii) The past cases w.e.f01.09.2008 till date of issue of the
Corporate  HRM  Circular No. 122011 may be regulaed
accordingly.

Refer CHRM Circular No. 12 {a)/204 | doted 09.04,2012.

{h)  Threatened abortlon: Maternity leave Is not admissible  for
threatened abortion.

(¢) LEAVE NOT TO BE DEBITED

Maternity leave shall not be debited to the leave account. A female
Employee may be granted leave of the kind due and admissible
(incleding leave not due and commuted leave not exceeding 60 days)
without production of medical certificate for a period up to one year
or till such time the child is one year old, whichever i3 earlier.
However, this Facility will not be admissible in case she is already
having two surviving children,

(d} CHILD ADOPTION LEAVE TO FEMALE EMPLOYEES:

Child Adoption Leave for a period not exceeding 135 days to the
female employees who are adopting a child less than one year of age
in line with Maternity Leave admissible to the natural mothers, on the
following conditions:

(i) During the period of Child Adoption Leave, she shall be paid
leave salary equal to the pay drawn immediately before
proceeding on leave,

{iiy Child Adoption Leave may be combined with leave of any
other kind.

{ifi} In continuation of Child Adoption Leave, the adoptive mothers
may also be granted, if applied for, leave of the kind due and
admissible (including leave not due and commuted leave not
exceeding sixty (60) days without production Maedical
Certificate) for a period up to one year reduced by the age of
adopted child on the date of legal adoption without taking into
account the peried of Child Adoption Leave, subject to the
following conditions:
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a}  This facility shall not he admissible to an adoptive maother
already having two swrviving children &t the time of
adoption,

b}  The maximum period of one year leave of the kind due
and admissible (including leave not due and commuted
leave upte sixty (60) days without production of Medica!
certificate) will be reduced by the age of the child on the
date of adoption without taking into account Child
Adoption Leave as in the following illustrations:

» If the age of the adopted child is less than one month
on the date of adoption leave up to one year may be
allowed;

* If the age of child is six months and above but less
than seven months, leave up to six months may be
allowed;

= If the age of the child is nine months and above but
less than ten months, leave up to three months may be
allowed.

(iv) Child Adoption Leave shall not be debited against the leave
account. No Matemity leave is admissible,

(Refer Cireular No, A.60011/31/2009-PP, dated 09.06.2009)
(e} COMBINATION WITH OTHER KIND OF LEAVE
(i) Maternity Leave may be combined with lsave of any other kind.

(if) Leave of the kind due and admissible including commuted
leave for a period not exceeding 60 (Sixty) days if applied for
may be granted in continuation of maternity leave {except on
account of leave for miscarriage or abortion).

() APPLICATION FOR MATERNITY LEAVE

Application for Maternity Leave shall be made in the prescribed form
/ through SAP

1. SPECIAL DISABILITY LEAVE

{a)  Admissibility - Admissible o both permanent end temporary
cmployes

() When employee iz disabled by injury intentionally or
accidentally inflicted or caused in, or in consequence of, the due
performance of his'her official duties or in consequence of
his'her official position,

(i) When an employee is disabled by illness incurred in the
performance of any particular duty, which has the effect of
increasing his liability to illness or injury beyond the ordinary
risk attacking to the civil post held by him/her under the same
conditions.
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(b)

{e)
(d)

(e)
(0

(b}

(i}

Conditions:

(i} The disability due to injury, itself should have manifested
within thre¢ months of the occurrence to which it is attributed
end the person disabled had acted with due promptitude in

beinging it to notice.

Provided that the leave sanctioning authority, if satisfied as the
cause of the disability may relax the condition and grant leave
in cases where disability has manifested more than three months
after the ocourrence of ils cause.

{iiy The disability, due to illness, should be certified by an
Authorized Medical Officer to be directly duc to the
performance of the particular duty. If it has been contracied
during service, the leave sanctioning authority should satisfy
itself that the disability, is exceptional in character.

The period of leave, granted, will be certified by an Authorized
Medical Officer, subject to & maximum of 24 months.

The leave may be granted more than once if the disability is
aggravated recurs in similar circumstances at a later date, but the
maximum leave in consequence of any one disability should not
excesd 24 months,

Combination with other kind of leave - The leave may be combined
with any other kind of leave.

Special Disability Leave will not be debited to the leave account.

The leave salary for the first 120 days will be the pay last drawn and
for the remaining period it will be equal to leave salary during half
pay leave. In such cases, beyond the first 120 days, the official may
take half pay leave (at his'her credit) for another 120 days along with
the special disability leave simultancously and get leave salary equal
to that on earned leave. The half pay leave so taken will be debited to
his'her leave acconnt

If the employee is entitled to any benefit under the Workmen's
Compensation Act or the Employees” State Insurance Act, the amount
of leave salary will be reduced by the amount of benefit pryabla
under the above Acts.

Authority Competent to sanction leave - Appointing authorities are
competent to sanction Special Disability Leave.

STUDY LEAVE

The study leave may be granted to an employee to undergoe specialized
higher studies in technical or professional subject having direct connection
with sphere of his duties or any other study, on terms and conditions as
decided by Competent Authority,

{a)

LEAVE SALARY

EARNED LEAVE - An employee on camed leave shall draw the
leave salary admissible to him which shall be equal to the pay drawn
by him/her immediately before proceeding on Eamed Leave.
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(b} HALF PAY LEAVE OR LEAVE NOT DUE — An employee on half
pey leave or leave not due is entitled o leave salary equal w half the
amount specified in Sub-Regulation (2) of Regulation 9.

(¢} COMMUTED LEAVE - An emplovee on commuted leave shall be

entitled to leave salary equal to the amount admissible pnder Sub-
Regulation (1) of Regulation 9.

(d) EXTRA-ORDINARY LEAVE — An employee on extracrdinary
leave is not entitled to any leave salary.

(e} MATERNITY LEAVE - Duting the period of such leave the female

employee shall be paid |eave salary equal to the pay drawn
immiediately before procesding on [eave.

1, ENCASHMENT OF LEAVE

Application for encashment of Leave shall be submitted by the employaes,
The payment made under encashment of Leave shall not be counted as pay
for any purpese including contribution towards provident fund.

(1) ENCASHMENT OF EARNED LEAVE :

During service, Encashment of Eamed Leave will be permissible
maximum twice in a financial year with minimum of 10 days at a time
without insisting on proceeding on leave subject to the concemed
employees keeping a residual leave of minimum of 30 days at credit at
the time of encashment of eamed leave,

(8) ENCASHMENT OF UNUTILIZED EARNED LEAVE:
In the following circumstances, an employee will be entitled for
encashment of unutilized earned leave due and admissible at the
credit of the employes on the last day of his service without

keeping any residual leave subject to a maximum of 300 {three
hundred) days;

(o) ON RETIREMENT OR RESIGNATION:
Employees will be entitled for encashment of earned leave at the

time of their retirement after attaining the age of superannuation
or resignation from service;

(e ON DEATH:
The earned leave standing at the credit of & deceased employes
(who dies while In service) will be encashed and paid to his
dependents or legal heirs at the rate of pay last drawn by the
deceased while in service; and

(d) The cash equivalent under this clause will be as follows:

Cash Equivalent = Basic + Deamess Allowance x No. of Eamed Leave ta be
30 encashed.

m—_“
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{2} ENCASHMENT OF UNUTILIZED HALF-PAY-LEAVE:

In the following circumnsiances, an employee will be entitled for
encashment of unutilized half pay leave due and admissible at credit

on the last day of his service.
Rafer Circular No.A.6001 14 7/2004-IRE&P dated 22.11. 2001

(a) Leaving the service of AAI on attaining the age of superannuation

(b) Death while in service

{e) Cessation of service including resignation other than on grounds
of disciplinary action, on attaining age of 50 (fifty) yrs. Provided
the employee has put in a minimum of 20 (twenty) years of
service in Govt, / PSE including & minimum service of 1 {one)
year in AAL

(d) CALCULATION OF ENCASHMENT OF HALF PAY
LEAVE

Ha!f of Basic Pay + DA
x No. of HPL to be encashed

Cash
Equivalent 30

12. CARRY FORWARD OF LEAVE
When an employee moves from one Public Section Enterprise to another

Public Sector Enterprise with the consent of both the employers, the
employes shall be granted the facility to cary forward his eamed leave and
half pay leave. '

13. SPECIAL CASUAL LEAVE
Special Casual leave may be granted to the employees in the following
circumstances:

(1) UNION ACTIVITIES:

(3) Special Casual Leave of maximum 20 days in a calendar year
may be granted to the members of Central Executive
Committee of the Recognized Union.

(b} Special Casual Leave of maximum 10 days in a calendar year
may be granted to the Office Bearers of the Recognized Union
at the Regions and Airports where formal Union Office is set up
and formal list of Union Office bearers has been communicated
ta the local Management on the recommendation of Regional
Secretary and Branch Secretary as the case may be.

(¢)  The other delegates who are not office bearers of the Branch of
the Regional Offics or Central Executive Committee Member
may be granted maximum of 10 days special casual leave for
attending All India Central Meeting of the Recognized Union.
The above said leave may be allowed only on the
recommendation of the General Secretary of the Recognized
Union.

M
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(2}  FAMILY PLANNING SCHEMES:

(8)  Special casual leave up 10 2 maximum of & working days may
be granted to such of the employees who undergo sterilization
operation under the Family Planning Scheme. The ahove
special casual lesve may be sanctioned by the competent
authority on production of a medical certificate from & Hospital
approved by Airports Authority of India or Ministry of Health,
Government of India in support of the request from an
employes.

(b) A day’s special leave may be granted to such of the female
employees who may go for Intra Uterine Contraceptive Device
insertion under the Family Planning Scheme, on the date of
insertion of Inwa Uterine Contraceptive Device, subject to the
production of a medical certificate from the Family Planning
Centre that the emploves concerned has undergone  Intra
Uterine Contraceptive Device insertion. The special casual
leave may be sanctioned by the competent authority.

(¢) Special Casual Leave for a peried of nat exceeding 14 days may
be granted to female employees who may undergo nos-
pucrperal sterilization under the Family Planning Scheme,
subject o the production of & medical certificate to the effect
that the employes concerned has undergone such an operation.
No special casual leave will, however, be pranted in the case of
puerperal operation.

(d) Male employees whose wivas undergo elther puerperal or non-
puerperal Tubectomy operation for the first time or for the
second time due to failure of the first operation (under Family
Welfare Programme) may be granted special casual leave for 7
days, subject to the production of a medical certificate stating
that their wives have undergone Tubectomy operation for the
second time due to the failure of the first operation. It shall not
be necessary to state in the certificate that the presence of the
employee is required to look after the wife during her
convalescence,

(e) Employees whose wives undergo either puerperal or non-
puerperal Tubectomy operation for the first time or for the
second time due to failece of the first operation (under Family
Welfare Programme) may be granted special casual leave for 7
days, subject to the production of a medical certificate stating
that their wives have undergone Tubectomy / Salpingectomy
operation afier Medical Termination of Pregnancy. It shall not
be necessary to state in the certificate that the presence of the
employee it required to look after the wife during her
convalsscence,

{(3)  SPORTS EVENTS:

(i) Special Casual Leave shall be granfed up b0 a maximum of 30
deys in a calendar vear for:
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(a) Participating in sports events of national or international
importance; Coaching  or administration of feams
participating in sports events of national or international
importance;

(b) Attending Coaching and training camps under Rajkumar
Amirit Kaur coaching Scheme or similar all [ndia coaching or
training scheme;

{c) Attending coaching or training camps organized by National
Institute of Patiala;

{(d) Coaching camps in sports organized by Mational Sporis
Federation or Sports Board recognized by the Government
of [ndia (Department of Youth Affairs and Sports) or Sports
Authority of India,

(iijy Participating in mountaineering trekking expeditions approved
by the Indian Mountaineering Foundation or organized by the
¥ puth Hostels Association of India.

(iif) Special Casual Leave shall alse be granted to employees for a
period not exceeding 10 days in any calendar year for
participating in Inter Region tournament and sporting cvents held
in any place in India.

{iv) Period in excess of 30710 days in & year will be treated as regular
leave and journey period to and from shall also be excluded the
limit of 3010 days.

() In the case of an employes who is selected for participeting in
sports events of Mational or International importance, the period
of actual days oo which they participate in the events as also the
time spent in traveling to and from such toummaments or meets
may be treated as duty. Further, if the pre-participating coaching
camp is held in connection with the above-mentioned events and
the employee is required to attend the same, this period may also
be treated as on duty.

{vi) The quantum of special casual leave for a period not exceeding
30 days in a calendar year allowed to an employee for purposes
indicated at para 17.3.1.1. to 17.3.1.4 above, will cover also their
attending the pre-sclection trail camp connecting with sports
gvents of national or international importance.

(4 EMPLOYEES WHO COULD NOT ATTEND OFFICE ON
ACCOUNT OF BANDH, CURFEW, FAILURE OF

TRANSPORT, ETC, :

{a) The Competent Authority may grant at its discretion, Special
Casual Leave to employees residing at places B kms. Away
from their offices when they are unable to attend office due to
dislocation of traffic arising out of natural celamities, bandhs
etc. subject to the condition that no transport facility is made
available by the Authority, Those employees, who are in
possession of Motorear or Scooter or Moped and are claiming
reimbursement of conveyance petrol charges, are not entitled to
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special casual leave on this account.  [f the absence was due 1o
picketing or disturbances or curfew, special casual leave may be
granted irrespective of the distance from residence to office.

(b)  If, however, the official had applied, or applies for Jeave for
gencine reasons e.g. medical grounds, etc. for the day or days of

the bandh, he / she may be pranted the leave admissible
including casual leave and not Special Casual lsave.

OTHER PURPOSES: Special Casual Leave may also be granted for:

{(a} Participating in Republic Day parades and rehearsals thereof as
members of 5t. John Ambulance Brigade.

(b} Denating blood to recognized blood banks on working days far
that day only;

(e} Training and duty as members of officially sponsored auxilinry
police organization, such as Home Guards, National Volunteer
Corps, ate.;

{(d) The day of election or bye-election for the Lok Sabha or State
Assembly in the Constituency where the employee resides, if

his'her office was cutside the constituency and is not close for
the day.

COMBINATION OF SPECIAL CASUAL LEAVE:

(i) The special casual leave can be combined with Sundays, restricted
holidays and other holidays but not with any other kind of leave.

(ii) This leave will not figure in the regular leave account of the
employee. It will be treated as duty for all purposes like fixation
of pay, grant of increment and payment of salary,

14, CASUAL LEAVE

(1)

(2)

APPLICATION FOR CASUAL LEAVE

An application for casual leave shall be made in the preseribed form
/through SAP.

CONDITIONS FOR GRANT OF CASUAL LEAVE
Casual leave will be admissible to all employees of the Authority bath
permanent and temporary as indicated below:

(i} Up to a maximum of 12 (rwelve) days in a calendar YiEar;
(i} It can be combined with Sundays, restricted holidays and other
holidays, but not with any other kind of leave. When so combined,

the instructions regarding the total period of absence, shall be issued
by Competent Authority;

“Total period absence on causal leave by an employee will ba subject 1o
a maximum of only 10iTen) days including intervening Sundavs and
holidays (prefix & suffix), which will not, however, count as causal
leave™ (No. 4. 60001 1/97/2012-HRPC dated [3.12.2012),
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15,

16.

17.

18,

{iii) Casual leave cannot be availed of for less than half'a day,

{iv) Mewly appointed employees during their first year of service will be
given casual leave at the rate of 3 days per quarter;

(v} Casual leave will not figure in the regular leave account of the
employee. It will be treated as duty for all purposes like fixation of
pay, grant of increment and payment of salary;

{vi) Casual leave is to be got sanctioned in advance except in the case of
emergency or sudden iliness. In such cases, the concemed official
i5 required to intimate the office on phone or through written
communication.

{vii) Maintenance of casual leave record - The casual leave records for
the official working in different units or Departments will be
maintained by the Units or Departments concerned themsclves.
Howaover, in the case of Head of Department the casual leave record
will be maintained by the Deparment of Personnel. On
implementation of ERP-SAP as per guidelines issued by HR Core
Team SAP.

POWER TO RELAXATION

Chadrperson of the Authority may, at his discretion in deserving cases, for
reasons to be recorded in writing, relax any of the conditions for grant of
leave of any kind under these regulations.

AMENDMENTS
These leave regulations may be amended or modified from time to time by

the suthority.

REMOVAL OF DOUBT
Whore a doubt arises as fo the interpretation of these regulations it shall be
referred to the chairperson of the authority who shall decide the same

REPEAL AND SAVAING CLAUSE

{13 ©On and from the appointed date, international airports authority of
Indiz {leave) regulations, 1990 and amendments from time to time shall
stand repealed;

(7} Motwithstanding such repeal, anything done or any action taken or
purperted to have been done or taken under the foresaid regulations so
repeated, shall, in so far as it is not inconsistent with the provisions of
these regulations, be deemed to have been done or taken under the
eorresponding provisions of these regulations.

L
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AIRPORTS AUTHORITY OF INDIA
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’ ‘DLO293.2020
" . " 3 o ' R T : '
: ThuA}rpurtDirmtﬁr,' TR . ; g S
Alrports Authority of India, Gy B -
- 5.V, Airport, Raipur 492015, ', i S

-Sub: B-E_etuement'uf Leave Eﬁlar:.r Contribution In uspant.ulaf_ Ehrifs.'_'ﬂﬁwmiur;r,
» .~ Ex-AGM (Engg -Civil) -reg. : il T

- 8ir,

. " ' Reference may please be made to this office lettar H::.hmeFH‘ll’,aﬂh dated
- +9.8.2018 and letter No.PD/DMT!S.Choudhury/Perscnal/8®q dated 11.11.2018, on
the above subject. ; -

* . __Ithas baen noticed that the ex-smployge has eronously paid.an amouit of -
Rs.5,78,963.00 (Rupees five lakhs seventy eight thousand nine Hundred fifty three -
- only) towards applicable leave encashment (EL 234 days & HPL 222 daya) with.the

- calculation of basic pay of Rs.48,260.00 without taking in consideration of DA @
38.4% on 28.06,2010 instead of actual calowlation as detailed below; " Sy

(Basio Payes on | DA as  on] Loave Greditas | Amount Already. | Amos o be
20.6.2010 | | 26.00.2010 @|on28.06.2010 | paid . paid
s : _q\% - X . e
R=.41,220.00 Rs.14345.00 | EL 234 days Fe.5,78,953.00 EL Engashmant:
b ik ', |HPLIZD days | -

d

. |Ra#1220 - +
- | R8,14345 | 30
234 ,days =
Rs.4,33,407,00

§ o R T AR : Re.44220 - +
: T Rs. 14345 | 80 x

220 | 2 =
.| Rp.2,05,551.00

i Rs.6,38,988.00

Balance Amount to be paid s n&iﬁ.aa,ﬂm.m - ﬁmﬁ,?ﬂ.mm = En-ﬁﬁ.ﬂiﬂ.uﬂ
(Rupees sixty five tlwl.mand forty fiveonly).- ; F

' Hence, approval of the Competent Aumal;mr is hereby conveyed ia-pay tha
balange EL/HPL encashiment amount of Rs.65,045.00 {(Rupees sixty five thousand
forty five only) to-ex-official concerned at-your. end under Intimation to all

. Goncerped. ' : ot

¥ Contd..p/2

L]

ﬂtﬂ'ﬂﬂw o WY AR M'wﬂ'f WARTTO0 082 TR ¢ 35110368 T : 2511-0787 e W-l'ﬂnhhmu{tqm
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* s, ' " ARPORTS AUTHORITY OF INDIA

P

Further; your kind attention is Invited to refer your letter No AANREpurfE-
41/2833 — 134 dated 2.8.2019 wherein it has been intimated that the receipt of an -
amount of Rs.4,24,902.00 (Rupees four lakhs twenty four thousand nine hurdred
and two only) (Rs.360512.00'+ Rs.64300.00) from National Highways Authority of

Indla by Airport Director, Raipur towards leave salary contribution for his
deputation’period. " : Jimeting :

o - Approval of the Competant Authority is-heraby also conveyed to return the
' amount of Re.4,24,902.00 (Rupees four lakhs twenty four thousand nine hundred
. and two' only) to' National Highways Autherity of India, which was recelved by
Airport Director, Ralpur tuwarcl}: leave salary contribution, under intimation to all
_concarmad. i o T . 2 -

. Yours faithfully,

Arrolt T W W e e FrersTo-To0 o5z EF : 2511-g288 Wim : 2811-Ev6T HTETEE :mm::hhk‘pprt_.dqg
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