[Company Logo]   [Company Name]
LEAVE POLICY – PLANT
	Company / Plant:
	[Company Name] / [Plant Name]

	Version:
	[Version Number]

	Effective Date:
	[Date]



1. Purpose
To set clear, fair leave rules for all plant employees while maintaining safe manning of every shift.
2. Scope
Applies to all workmen, supervisors and staff on the rolls of [Plant Name]. Contract workers are covered by their contractor's leave arrangements as per law.
3. Leave Types
	Leave Type
	Entitlement
	Key Rules

	Annual Leave with Wages
	As per law, based on days worked in the previous year
	Carry forward and encashment as per law and settlement

	Casual Leave
	[Number] days per year
	Maximum [Number] days at a time

	Sick Leave
	[Number] days per year
	Medical certificate beyond [Number] days

	National and Festival Holidays
	[Number] days per year
	List displayed on notice board

	Maternity Leave
	As per law
	Apply to HR in advance



4. Shift Manning and Leave Planning
1. Not more than [Number] employees per shift per section may be on planned leave at the same time.
1. Planned leave must be applied [Number] days in advance through the supervisor or kiosk.
1. Festival leave will be approved by rotation so that every employee gets a fair chance over the years.
5. Sickness and ESI
ESI-covered employees who are sick should obtain treatment and certificates from the ESI dispensary or hospital and may claim ESI sickness benefit as per ESI rules. Inform your supervisor on the first day of absence.
6. Holiday Working
If production needs require work on a declared holiday, only authorised employees will work, and they will be compensated with a substitute holiday or wages as per law and policy.
7. Unauthorised Absence
Absence without approved leave or intimation will be marked as unauthorised and treated as leave without pay. Prolonged or repeated unauthorised absence will be handled as per the standing orders, after giving the employee a chance to explain.
8. Responsibilities
Supervisors plan leave against manning needs; Time Office maintains the leave register; HR resolves disputes and ensures legal compliance.
9. Review
This policy will be reviewed annually and whenever laws, rules or settlements change. It has been explained to employees in [Language].

	______________________________
Approved by
[Authorised Signatory]
Factory Manager / Plant HR Head
Date: [Date]
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