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LEAVE POLICY 

1. Introduction

1.1 Leave is a privilege extended by the Company to its staff members, and not a right. It shall be the Company’s discretion to grant leave to all applicant staff members, considering the  exigencies of business and the need of the Staff Member at that time.

1.2 The Company conducts its business of offshore surveying primarily from October to May each year. During the monsoon period from June to September, it is the lean period when field personnel are can be spared, and also encouraged to avail their maximum leave.

1.3 The objectives of this Leave Policy are, to inform all staff members of the Company, regarding:-

a. The current rules on the types of leave and their eligibility.

b. Administration and Accounting of leave.

c. Guidelines for Applicants, Granting Authorities and Admin Authorities.

1.4 The leave rules are subject to change from time to time, in accordance with the Company’s business objectives.

2. Leave Types :                                                                                                                     : 

2.1 Earned leave 

a. Objective: To provide for long duration planned leave for rest and recuperation.

b. Eligibility: 

i. All staff members, excluding consultants and probationers, shall be eligible for 26 days earned leave per calendar year. 

ii. Earned leave shall accrue @ 2 days from every completed Month for January to May & 3 days for June, similarly 2 days for July to November & 3 Days for December, effective from the date of confirmation of the staff member.

iii. Earned leave has to be applied for in advance and duly granted by the concerned Head of Department (HOD), on a case to case basis.

iv. Earned leave for half day is not admissible.

c. Leave Travel Allowance (LTA): A Minimum of 3 days Earned leave has to be availed in the year, in order to avail of LTA benefits for that year.

d. Week Ends and Public Holidays: Whilst applying for and granting earned leave, weekends and Company declared public holidays falling within the leave period, are to be counted as leave.

e. Accumulation of leave :

i. Earned leave can be accumulated up to a maximum of 90 days. 

f. Administration:

i. Leave application for earned leave should be made in the prescribed form at least 15 days in advance.

ii. Approved leave applications must be submitted by the applicant, to the HR Section, prior to proceeding on leave, to enable proper leave accounting.

2.2 Sick Leave

a. Objective: To provide rest during recovery of staff members from sickness.

b. Eligibility: 

a. Staff Members shall be eligible for 5 days sick leave in a calendar year.

b. Sick leave shall be prorated in the first and last year of service

c. Sick leave applications for more than 2 days must be supported by certificate from Registered Medical Practitioner.

d. Holidays and weekly off days occurring during the period of 
sick leave shall be 


counted as part of the leave.

c. Accumulation:

i. Accumulation of sick leave is permissible up to 90 days.

ii. Sick leave which is accumulated can be availed only after due application by the staff member and special approval by the HoD.

iii. Sick leave is not encashable.

d. Administration:

i. Staff Members absenting from duty on account of sickness must immediately inform their immediate superior and HoD. Immediately on resuming duty, the staff member must submit the leave application along with the sickness and fitness certificate, to his HoD for approval.

ii. Sick leave is a contingency leave and can be availed only when a Staff Member is disabled due to illness from performing his/her day to day duties due to illness. Sick leave should not be treated as substitute for casual leave. Availing sick leave for purpose other than genuine sickness amounts to malingering, which shall be dealt with appropriately by the HoD.

iii. Accumulated Sick leave shall be granted only in emergency cases, after full RL/Earned leave of the applicant for the current year has been exhausted.

iv. The Company reserves the right to obtain a second medical opinion in respect of an Staff Member who is absenting without proper reasons.

2.3 Casual Leave

a. Objective: To attend to personal exigencies arising out of unforeseen circumstances.
b. Eligibility:

i. All Staff Members shall be eligible for 5 days casual leave per calendar year.

ii. In case of Staff Members joining the Company during the calendar year, the amount of casual leave shall be prorated.

iii. Casual leave cannot be availed for less than half a day or more than 2 days at a time. Casual leave at a stretch beyond two days shall be treated as absent without leave.

iv. Casual leave cannot be combined with any other type of leave. If a Staff Member takes casual leave and thereafter falls ill requiring sick leave the entire period shall be converted into sick leave.

v. All consultants and probationers are eligible for Casual leave @ 1 day Casual Leave for every completed month of employment, subject to a maximum of 5 days Casual Leave per year.

c) Accumulation:

Casual leave is non-cumulative and also non-encashable. Unavailed casual leave, if any shall automatically lapse at the end of every calendar year.

d)  Administration:
   

a. Staff Members must obtain prior sanction before proceeding on casual leave. When this is not possible, they shall as soon as practicable, informs their HOD of their inability to attend duty, giving reasons thereof and should obtain approval on application form immediately on resuming duty.

b. Grant of casual leave shall be subject to exigencies of business and the discretion of the leave sanctioning authority.

2.4 Recuperation Leave

a. Objective: To provide for rest / recuperation to field staff and to compensate for their working on Sundays and holidays on bonafide job of the company duly supported be client approved DSR.
b.  Eligibility:
i) All Field Staff are eligible for the RL.

ii) Staff Member shall be eligible for ½ day’s recuperation leave for each Saturday, 1 day for each Sunday and 1 day for public holiday as declared by the company, whilst working on the field. No RL is admissible for RH’s. 

iii) RL is not applicable when Staff Member is deployed abroad on other OPCO’s Jobs. 

iv) RL is accrued from the daily work done certificates, duly signed by Client and Project Manager.

v) Whilst on recuperation leave, weekends and public holidays as declared by the Company shall be counted as leave days.

c. Accumulation:
i) Recuperation leave can be accumulated maximum up to 90 days.

ii) Recuperation leave shall be applied for, granted and administered as is done for earned leave.

d. Administration:

i) After the end of each month Project manager/ Operations Manager shall approve recuperation leave accrued for that month. 
2.5 Restricted Holidays 
a. Objective: To attend to religious festivals of their choice from the list of restricted holidays  



declared by the company every year.

b. Eligibility: 

i) All Staff members shall be eligible to avail special casual leave on 2 RH’s per year. 

ii) Staff members have to apply for CL one week in advance to avail RH.

iii) RH List will be promulgated by the company along with the Public holiday list, every year.

c. Accumulation:

i) RH can not be accumulated & en-cashed. Unavailed RH, if any shall automatically lapse at the end of every calendar year.
d. Administration: 

i) Staff Members must obtain prior CL approval before proceeding on RH.

ii) Grant of RH shall be subject to exigencies of business and the discretion of the leave sanctioning authority.

3. Leave Granting Authorities:

3.1  All types of leave are to be duly applied for and approved by the relevant Heads of 



Departments (HoD’s) as listed below : 

	Sr. No.
	Category of Staff members
	HoD/Leave Granting Authority

	a)
	All field staff

(i) Surveyors

(ii) Engineers

(iii) Geo physicists

(iv) CAD Operators


	Staff Surveyor / Ops Manager.

Technical Manager / Ops Manager

Staff Geophysicist / Ops Manager

Data Processing Manager / Ops Manager

	b)
	Workshop Staff
	Technical Manager / Ops Manager

	c)
	Other Operations Office Staff
	Ops Manager

	d)
	Commercial Staff
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	e)
	All Admin + HR Staff
	

	f)
	All IT Staff
	

	g)
	Project Manager
	BLM’s Attached to

	h)
	All other staff under BLM’s
	BLM’s

	g)
	Finance Staff
	FC/MD

	h)
	BLM’s / OM/FC
	MD

	I)
	Software Development Division. 
	Software Development Manager 




3.2 General Guidelines for applying granting and Administration of all types of 

          Leave :-Though leaves are important to all of us the same cannot be treated as a matter 

          of right. The discretion for granting of leave lies with the company, based on the 

           exigencies of business and need of the Applicant.

Administration & Records:  

a) The HR section shall maintain upto date leave record of all staff members, duly supported 


by the following documents : 

i) Eligibility and accrual of leave based on current leave rule duly supported by attendance records.

ii) Debit of leave duly supported by approved leave application and after scrutiny by HR manager.

iii) RL accrued based on monthly approval by PM/OM.

b) The updated leave balance status of all Staff Members shall be made available to all 
HoD’s online by the HR section on the office.

c) In case the sanctioned leave application cannot be  submitted to HR section prior to 
applicant going on leave, then the applicant’s absence shall be treated as ‘absence 
without leave and without pay’, till such time a duly approved leave application is handed 
over to the HR Section. Any delay in submitting the leave application may result in holding 


back the monthly salary.

Eligibility:

a)    As a rule, combination of any two types of leave is not permitted expect RL with EL ,vice-


versa. Exceptional cases for Sick Leave shall be treated on case to case basis by the 
company / HOD.

b)    Eligibility of all types of leave shall be on a pro – rata basis, and credited only after the 



completion of the month.

c)    In general, prior approval of concerned head of department is necessary before 



proceeding on any type of leave.  In case of incomplete application forms, the Company 


reserves the right to adjust the leave first against annual leave, and then against 
recuperation leave if any.

d)    “Year” is defined as the calendar year commencing on the first day of Jan (1st Jan) to the 


thirty – first day of December (31st December) of the year.

e)    Any unauthorized absence would be treated as ‘leave without pay’ and shall also attract 


disciplinary action.

f)    All accumulated leave (EL + RL only) in excess of 30 days as on 31st December each year 


may be encashed at the discretion of the Company.

g)    All encashment of leave is subject to TDS as per IT Laws in force.


Application and granting procedures: 

a)    Emergency requests for leave should be made to the HOD directly, through Email Phone, 


email SMS .No intimation through a colleague / friend shall acceptable. emergency grant 


of leave shall be regularised immediately on resuming duty , through duly approved leave 


application, to be submitted to HR section.

b)    Any one who is absent for three days or more without any information, shall submit a 


written explanation for such absence, to his HOD and shall be liable to appropriate 


disciplinary action.

c)    Off days and holidays falling within a spell of leave shall be debited to the leave account.

d)    Granting of earned leave is subject to the company’s discretion. However, the company 


shall do its utmost to grant leave at such time as it is requested by the employer.

e)    In our kind of industry, field personnel are encouraged to avail leave during the monsoon 


period (i.e. June to September)

__________________                                                                                               __________________ 

Managing Director 







 Operations Manager 

__________________                                                                                               __________________

Finance Controller 







  Personnel Manager 
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