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LEAVE POLICY
Policy No.: BLT-HR-LEAVE-001
Effective Date: [DD/MM/YYYY]
Applicable To: All Full-Time Employees

1. Earned Leave (EL) / Privilege Leave (PL)
1. Entitlement: 12 days per calendar year (1 day per month of service)
1. Eligibility: Accrual begins after completion of probation period
1. Application: Minimum 2 working days advance notice required
1. Carry Forward: Up to 30 days maximum. Balance above 30 days lapses
1. Encashment: Permitted at time of Full & Final Settlement (pro-rated)
1. Min/Max per request: 0.5 days (half-day) to maximum 15 consecutive days at one go

2. Sick Leave (SL) / Medical Leave
1. Entitlement: 12 days per calendar year
1. No advance notice required; inform manager as early as possible
1. Medical certificate required for absences of 3 or more consecutive days
1. Non-encashable; lapses at year-end
1. Misuse of sick leave will be treated as disciplinary matter

3. Maternity Leave
1. Entitlement: 26 weeks (as per Maternity Benefit (Amendment) Act, 2017)
1. Extended maternity leave (12 weeks) for a 3rd child or adoption
1. Application: Submit at least 4 weeks before expected leave commencement
1. Benefits: Full salary during maternity leave period
1. No dismissal or reduction in pay during maternity leave period

4. Paternity Leave
1. Entitlement: 5 working days
1. Must be taken within 30 days of the birth/adoption of the child
1. Non-encashable; non-carry-forward

5. Compensatory Off (Comp-Off)
1. Earned for working on a declared holiday or weekly off with prior approval
1. Must be pre-approved by reporting manager and HR
1. To be utilized within 30 days of earning; non-encashable

6. Bereavement Leave
1. 3 working days for loss of immediate family (spouse, child, parent, sibling)
1. 1 day for loss of extended family (grandparent, in-laws)
1. Additional leave may be granted on a case-by-case basis

7. Optional / Special Leaves
1. Work Anniversary Leave: 1 day per year of completed service (after year 1)
1. Birthday Leave: 1 day on or within 1 week of birthday (optional, subject to manager approval)
1. Study / Exam Leave: Case-by-case basis with advance approval and exam proof

8. Loss of Pay (LOP)
If an employee exhausts all leave balances, additional absences will be treated as Loss of Pay (LOP) and deducted from salary. Consistent LOP may trigger disciplinary action.

9. Leave Application Process
1. Apply for leave via [HR System / Email to Manager]
1. Manager approves or declines within 24 hours (except emergencies)
1. HR records the leave in the attendance system
1. For medical/emergency leaves, notify manager via phone/WhatsApp immediately



	HR Head — BlackLoverTech
BlackLoverTech
Name: ___________________
Date: ____________________
	
Name: ___________________
Date: ____________________
Designation: _____________


