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     SHAHEED BENAZIR BHUTTO Women UNIVERSITY PESHAWAR
Main Campus, Landay Sarak, Charsadda Road, Larama

Phone Number: 091-9224700
Dated:        /       / __
LEAVE APPLICATION FORM FOR CONTRACT EMPLOYEES
	NAME:
	DESIGNATION:

	DEPARTMENT:
	CONTRACT:


Nature of Leave:  FORMCHECKBOX 
 C.L  FORMCHECKBOX 
Other __________________
 FORMCHECKBOX 
 Short Leave (From _____________to____________)
Leave Applied: From Date:


To Date:


         Days:
Reason of Leave: __________________________________________________________________________________
Address while on Leave: ____________________________________________________________________________
Leave Account: Previous Balance: ____Balance____ Verified By: ___________________________________________
Employee’s Sign: _______________________

Head of Department: 

                                           
Competent Authority
	Recommended
	Not Recommended

	
	


	Approved
	Not Approved
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Section 3.2 of Leave Rules which reads:




CONTRACT EMPLOYEES
“Leave shall be a privilege and can not be claimed as a matter of right”.
STANDING INSTRUCTIONS
1. PROCEDURE FOR AVAILING LEAVES
· Prior approval must be sought from the authorities on the prescribed application form before availing any kind of leave. In case of emergency the concerned employee of the University must inform the Head of the Department / Section. The staff of Main Campus Charsadda Road Larama, will inform the Liaison Officer of the said campus telephonically. 

· The teaching staff with the consultation of the Head of the Department before proceeding on leave must arrange for the substitute teacher to teach the said subject in her absence.
· If an employee of the University absents herself / himself from duty without prior permission/leave of the competent authority, his/her absence shall be treated as leave without pay and will not be entitled for salary.

· Short leave for Three hours will be considered as half day leave. Two short leaves will be treated as one day leave.  

· Contract Employee is allowed to avail one month Maternity leave without Pay, 15 days prior to date of confinement and 15 days after confinement on production of Ultrasound report and certificate from the authorized Medical Officer which indicate the expected date of confinement. 
· Contract Employees are entitled for 16 days leaves in one year. and 8 days leave during the 6 months 
· All those employees who intend to pursue higher studies will have to obtain NOC.  
· Leave for marriage can be granted at maximum for one week subject to the availability of leave in balance.  
· The Teaching Staff is not allowed to avail any kind of Leave during running academic session.
2. University Timings

· All the university employees working in Morning Shift are required to be present by 08:00 A.M, 15 Minutes grace time is given in case of emergency.

·  No University employee working in Morning Shift is allowed to leave the University before 02:00 P.M except in case of unavoidable circumstances with the permission of the authorities.

Registrar

    Shaheed Benazir Bhutto Women 

    University Peshawar
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