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BVM - Holidays and Leaves

The purpose of this policy is to provide work life balance to all the employees such that they get time for
any personal commitments and / or exigencies during the course of their employment without compromising
on work deliverables and discipline.

This policy applies to all e'mployees working,'aiding, facilita'ting at all levels in all locations of the BVM such
as employees on Contract, and employees on Third-Pariy Payroll, except otherwise provided.

However, BVM may, by the order of Competent Authority for reasons of exigencies and in the interest of
organisation, exclude or include any class of employees or post from application of these policies.

3.1. Employees are expected to not claim leaves as a right. Except in case of emergencies, all leave will
be granted subject to the requirements of BVM.

3.2. A situation will be considered an emergency on a case by case basis and will be decided by the
Controlling Officer.

3.3. No leaves except mentioned in this leave policy wili be applicable to the employees of BVM.

3.4. Details on the policy is mentioned in the table below -

S.N

" Description

s Number of holidays will depend on Gazette published each
year by Government of Bihar, and as amended from time

to fime.
|

" Holidays

s Head Office*: 1 (One) casual leave for every completed
month of service.

» District Office: 1 (One) casual leave for every 22 days of
service.

+ Leave calendar will slart from the date of start of employment as
mentioned in the employment contract.

« Leave calendar will end on the dale of cessation of contract.

Allowed leaves during ¢ Leave calendar, for employees hired by BVM on contract, will not

contract tenure be January to December.

» Casual leaves not taken in a particular month will be added to

leave balance and can he availed in any of the months till end of
contract period

s Special Leave for Women Employees, irrespective of
their location: 2 days per month. If not availed in any
month, then the leave for that month will lapse.
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BVM - Holidays and Leaves

*Head Office of BVM / Department HQ / or any other related
office located in Patna

How to apply for leave and its
approval

* Leave applied but not approved before date of start of
leave is deemed not approved

+ Leave will be considered approved when an employee’s
written or electronic notification / information (SMS /
WhatsApp through a registered mobile number or through
registered e-mail id} will receive acknowledgement from
Controlling Officer and HR will be notified of the same. (As
detailed in Annexure 19}

Leave request timeline

» |f Controlling Officer rejects any approved leave, it must be
notified to the employee before the leave period starts
» Leaves for less than 3 days to be applied 1 week before
the actual date except extraordinary circumstances
s Leaves for more than 3 days to be applied 2 weeks
before the actual date of leave
» For leaves due to emergency / medical reasons,
employees must inform Controfling Officer as soon as
possible through electronic / written / verbal notification
-{(phone call /f SMS / WhatsApp through reglstered moblle
“number or e-mail id) - .
o Controlhng Ofﬂcer has to mform HR Ce]l regardung the
..same '
'-o' Once the employee returns 10 work shelhe should
. submit a leave form to cover her/his absence

-Absence w&thout approvai
Abandonment

2 em'pioyee is absent Without anyeleetronic { written / verhal

notification (phone call / SMS / WhatsApp through a registered
mobile number or e-mait id) not|f|cat|on or information for 5

o r(fwe) contmuous ‘working days, it will be deerned that
: '-employee has abandoned voluntanly and termmated the
. 'contract with BVM. . - . '

Leaves taken over and above
leave halance

It wall be treated as Ieave wuthout pay and salary wm be

| deducted accordmgiy

Leave without pay

In cases of exigent circumstances, employees may be allowed

tto avalt of leave wrthout pay (LWP) -

‘e . Leave apphcatlon in such cases W{I! be approved by
1" the Chief ‘General Manager, or as delegated, on a
.- 'case fo case basis not withstanding any precedence
-+ heing set herein for any future referencing - IR
e The maximum limit of LWP is set at 30 days during the

contract tenure whether taken at one instance or a -




BVM — Holidays and Leaves

cumulative sum total of various short LWPs during the
contract tenure
* There is no leave encashment
8 | Leave encashment At the time of leaving/separating from BVM/end of contract
duration, any un-availed leave will be forfeited

In case any employee is not able to follow the leave policy guidelines, disciplinary action will be taken
Maternity Leaves

A period of approved absence for a female empioyee granted for the purpose of giving birth and taking care
of infant children. S L .

No employer shall knowingly employ a woman during the six weeks immediately following the day of her
delivery f miscarriage / medical termination of pregnancy and no woman shall work in any establishment
during this period. e :

Condltlons '

There are certain condmons that need to be fulfslted in order to claim materntty benefit and they are as
follows: *

= The woman must have been worksng in BVM for a minimum period of one hundred and sixty days in the
twelve months rmmedlately precedlng the date of her expected delivery.

« The woman wrlt have o gtve notice in wrrtlng to the emptoyer stating a nominee and the date from whrch
she will be on Ieave whlch cant be a date earlrer than six weeks of the expected delivery date.

i Maternrty Leave of 180 days may be granted for first two surviving children. If the female delivers
twins in her first delivery, she will be entitled to another maternity leave as and when she is declared
E pregnant by a competent authortty as mentloned in (u) herein below.

i 'Proof that awoman rs pregnant or. has dehvered a chlld or has undergone miscarriage or is suffering
. - from illness arising out of pregnancy, deilvery, premature birth of a child or. mlscarnage will be
e through productnon of a certrfacate to the effect by any of the foliowmg- '

{a) From a Gazetted Offroer of the State or Centrat Government or

(b) From a member of Parliament, State Legislature the Local Munlcrpahty, or Nottfted Area
Committee, or any other Local Authority, or

(c) From a Regtstered Medrcal Practltroner Vatd Haklm or Kavrraj

iid. The fact that a woman has undergone mlscarnage may also.be proved by the _production of a
.. certificate signed by a registered midwife. :
iv. Maternlty leave shall not be deblted agamst the leave account.

NOTE: Maternlty leave may be granted in cases of m|scarnage including abortion subject to the condttion

that the Ieave apphed for does not exoeed sm-weeks and the app!;catlon for Ieave is supported bya medtcal
certificate. . > : el .

Adoption Leave ERRE
(1) A female member of the Service with less than two surviving children, on valid adoption of a child below
the age of one year, may be granted child adoption leave for a period of 180 days immediately afer the

date of such adoption. Provided that child adoption leave shall not be admissible where such member is
already having two or more surviving children at the time of such adoption
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(2) During the period of child adoption leave, such member shall be paid leave salary equal to the pay
drawn immediately before proceeding on leave.

Payment of maternity benefit in case of death of a woman:

Before the Delivery —

(1} During Maternity Leave period, if the woman dies due to any medical circumstances without being able
to deliver a child, payment of benefit will be made till the last day the woman was alive subject to

production of a Death Certificate along with a Doctor's Certificate. Payment will be made fo a nominee
as declared by the woman

After the Delivery —

(1) The mother dies: Payment of maternity benefit will continue if the child is surviving and till such date the

child survives or until the last date of maternity leave period whichever is earlier. Payments will be made
to a nominee as declared by the woman;

(2) Both the mother and child die simultaneously: Payment of maternity benefit will be made il the last day

the woman was alive, subject to production of a Death Certlficaie along with a Doctor ] Cert;fzcate Payment
will be made to a nominee as declared by the woman.

Payment of Wages / Salary during Maternity Leave / Adoptlon Leave

During the period of Maternity {.eave / Adoption Leave ! Leave due to miscarriage efc., the employee will
not he paid any salary / wages due to her for that perlod Payment wm be made for the entire duratlon of
leave period only after the employee rejosns duty -
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Timing and Attendance
HR Policy No. 12, Version 1.0
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BVM - Timing and Attendance

The policy provides employees with information about official timings, reporting fo office as per the assigned
time, remain on duty during scheduled work hours, and attendance mechanism in general.

—

To streamline and regulale the atlendance of all Bthar Vikas Mlssmn (BVM) empioyees present across all
locations. : . : . _ S :

This policy applies to all employees working, aiding, facilitating at aill levels in all locations of the BVM such
as employees on Contract, employees on Foreign posting to BYM from Government of Bihar and
employees on Third-Party Payroll, except otherwise provided.

However, BVM may, by the order of Competent Authority for reasons of exigencies and in the interest of
organisation, exclude or include any class of employees or post from application of these policies.

4.1 General

4.1.1 Employges are expected to make sure they reach office hefore time and register their entry
time on the system or in the attendance register so as to comply with the official timings.

41.2 Timings (eniry and exit) registered by the biometric system or recorded in the time and
altendance register will be used for calculating leaves / absence / half day(s) / short leave(s) /
salary of employees. Therefore, it is advised to reach office before time so that employees have
sufficient time to access biometric system or sign their timings.

4.1.3  Time entry for all the employees is mandatory. In cage an employee miss out the same,
attendance will be evaluated as per policy.

4.2 In case an employee is absent for 5 (five) continuous working days without any electronic / written /
verbal notlification (phone call / SMS / WhatsApp through a registered mobife number or e-mail id), it .
will be deemed that employee has abandoned voluntarily and terminated the contract with BVM.

4.3 Further details on the Timing and Attend_ence policy are as follows -

SN Partlculars S Descriptlon
. T For Haad Off:ce Monday to Friday
’ Working davs For other offices: Monday to Saturday
g day *Head Office of BVM [/ Department HQ / or any other related office
located in Paina
«  For Head Office: 09:30 AM - 6:00 PM
e s  For other offices: 10:00 AM — 5:00 PM
2 Office timing

«  Employees will be required to be present at work as & when directed,
irrespactive of timing :

« Daily altendance is monitored through biometric system or tnme and
3 Entering office  attendance register/HRMS
» Registering entry time is mandatory for all employees

56




BVM - Timing and Attendance

¢ Late by up to 1 hour after the official entry time

4 Late to office o Half day Casual Leave will be deducted and in case of no leave
balance, half day leave without pay will be marked
5 t.unch Interval e 30 minutes from 1:30 PM - 2:00 PM
+ Register your ouf time in the biometric system or attendance register
Leaving office / or as per . M|ssw:'?.out time record is allowed only 03- {three)} times in a month
6 HRMS o 4™ instance onwards, full day ieave will be marked
e Leaving 30 minutes early is allowed only 03 {three) times a month.
Thereafter, show catise notice will be issued by the Controlling Officer
« Inform Controlling Officer through written or elecironic made by their
. registered mobile number / e-matl id and acknowledgement from the
7 On duty / out of office for work Controlling Officer
e  Controlling Officer will inform concerned HR and send a field report
o I he fails to do so, then the employee will be marked as absent.
8 Half day Continuous working period of 4 hours excluding lunch break
9 Absent Work of less than 4 continuous hours excluding lunch break in a day
+ Allowed -Reporting to work up to 2 hours late or leaving from work up
to 2 hours early; a maximum of 3 times in a month. Thereafter, half day
10 Short Leave leave will be marke(.:i o . '

o Inform Controlling Officer in advance through electronic / written /
verbal notification (phone call / SMS / WhatsApp from registered
mobile number or registered e-mail id) '

e Ali the leaves will be deducted from leave balance
1 Honorarium deduction « -If no leaves exist in the leave balance, then honorarium will be
o deducted accordingly - - o
. No overtime for any work is payable, No Compensatory off will be
12 0 C
ver .timel ompensatory Off provided for working overtime or for working on weekly offfpublic halidays
13 Monthly attendance statement and leave balance to be shared with all

Attendance Statement

employses by the HR as part of salary statement through HRMS
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